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Introduction

important for you to understand the structure of Schoolwires

B efore you begin organizing and populating your website, it is
Centricity.

Your organization may have a main site and subsites or just a single main site.
Both the main site and any subsites associated with it will include editable
sections within that site.

Audience and Objectives

We recommend that all users who will be assigned editing privileges on your
website read this chapter.

In this chapter, you will learn about:

e Navigating in Centricity

e Editing privileges in Centricity

e Using roles

e Registering on your website

e Signing in to your website

e Working with your user profile
Navigating in Centricity

Using Centricity, your organization may customize not only the look of its
website but also the way visitors navigate through it. However, your website
will still use the basic Schoolwires navigation elements. These elements,
along with the name of the main site or subsite you are viewing, will appear
on each page of your website and provide you with consistent navigation
throughout the main site and any subsites.

TIP: Contact your Site Director or Subsite Director if you need more specific
information on navigating your organization’s website.

General Navigation Elements
Note: The images shown reflect the standard Schoolwires template.

General navigation elements appear on the MyStart bar as shown in
Figure 1. What you see before you sign in to the website and what you see
after you sign in will be slightly different.
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e, S _—. .
MyStart e SGNIN | REGSTER
bar

Happy Valley School District

Home Acadernics  Activities  Athletics  Our District  Staff  Calendar

Figure 1: MyStart bar before sign in

Before Sign In

As you can see from Figure 1, before you sign in, the following
navigation elements may be available to you:

e District: Allows you to navigate to your organization’s main site from
any subsite.

e Select a School: Allows you to navigate to each of your organization’s
subsites from either the main site or another subsite. When you click
on this element, a drop-down list like the one shown in Figure 2 will
display. From this drop-down list, you can select the subsite you wish
to view. The organization in Figure 2 is a school district. Its main site
is the website for the entire school district. Each school in the district
has a subsite linked to this main site.

Zelect a School... [w

Each school name
links to that subsite

John Glenn Middle
Independence High

Figure 2: Select a School drop-down list

e Sign In: Allows you to sign in if you are a registered user of the site.
Signing in is covered later in this chapter.

e Register (optional): Allows users to register themselves on the website
if your organization chooses to enable self-registration.

After Sign In

As you can see in Figure 3, the Sign In and Register buttons will no
longer appear once you sign in to the website.

GRS Select a School.. v SIGN OUT | ACCESS MY IHRD fSJ‘HMdJ\l&G{R

Happy Valley School District

Home Academics  Activities  Athletics  Our District  Staff  Calendar

Figure 3: MyStart bar after sign in
After you sign in, the following navigation elements may be available:

e District

e Select a School
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Sign Out: Allows you to sign out of the site when you are finished
working.

TIP: To ensure security, Schoolwires recommends that you
always sign out when you are finished working.

Access My Info: Allows you to access your user profile (account) and
change it if you desire. Accessing and making changes to your user
profile is covered later in this chapter.

Site Manager: Displays if you have editing privileges at the level you
are viewing. In other words:

o

If you are the Site Director, once you sign in, you will see the Site
Manager button on the MyStart bar on every page of the main site
and all subsites. Clicking on it will give you access to the Site
Workspace for the main site as well as to all Subsite Workspaces,
and Channel and Section Workspaces for the main site and all
subsites.

If you are a Subsite Director, the Site Manager button will appear

on the MyStart bar once you sign in and navigate to your subsite. It
will appear on every page of that subsite. Clicking on it will allow

access to the Subsite Workspace for that subsite as well as Channel
and Section Workspaces for that subsite.

If you are a Section Editor, the Site Manager button will appear

on the MyStart bar once you sign in and navigate to your section.
Clicking on it will only give you access to the Section Workspace
for the section for which you have editorial privileges.

If you are a Homepage Editor, the Site Manager button will
appear on the MyStart bar once you sign in and navigate to the site
or subsite to which you are assigned. However, clicking on it will
only give you access to the Homepage Workspace for your
homepage.

Channel Navigation Elements

Each main site or subsite contains channels or groups of information.
These channels are visible on every page of your site or subsite and
provide end users with consistent navigation. The channels on each
subsite may be different from those of the main site or any other subsite.

The default in a Schoolwires standard template is for the Home button to
appear on the far left and the Calendar button to appear on the far right of
the Channel bar as shown in Figure 4.
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(R TY 8 S elect a School ~ SIGN QUT | ACCESS MY INFD SITE MANAGER

Happy Valley School District

Academics  Activities  Athletics  Our District  Staff  Calendar —>C h ann el bar

Figure 4: Standard template Channel bar

Figure 5 illustrates the channel navigation elements. The three primary
elements are:

1. Channels: If you think of your site or subsite as a file cabinet, the channels
are the drawers. You might label each drawer of a file cabinet according to
the contents you keep in it. This label is the general category for the
contents. On your site or subsite, each channel is labeled to reflect its
contents.

2. Sections: Within each drawer (channel), you have hanging folders. You
use these to break down the general category into subcategories called
sections.

3. Pages: Finally, within each hanging folder (section) in the drawers
(channel) of your file cabinet (site or subsite), you have pages. All the
information is actually stored on the pages.

EACH DRAWER is a
CHANNEL
..Containing SIMILAR

INFORMATION

ECTIONS

Within each
“Hanging Folder”
or Section are

PAGES of

information

Figure 5: File cabinet illustration
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Homepages

Your main site, each subsite and each section has its own homepage. This
is the first page you will see on that site, subsite or section.

Note: The name for the homepage for a section may initially default to
“Overview.” In other instances, it will have a different name.

Navigating to a Section

Whether you are on your organization’s main site or one of its subsites,
you will navigate to each section on the end-user website in the same way.

1. Hover over a channel name. Generally, you will see a drop-down list of
the sections in that channel like the one shown in Figure 6. There are two
reasons you may not see a drop-down list for a particular channel. They
are:

e There is only one section under the channel and your organization
has elected not to show a drop-down list when there is only one
section. In this instance, you will click on the channel name to
navigate to the section.

e There are 15 or more sections for the channel. In this case, a
directory page like the one shown in Figure 7 for that channel will
display.

Note: A channel will not appear on the Channel bar until it contains at
least one section.

Select a Schoal... w

Happy Valley School I

25 | \athletics  Our District

Ark Club
Announceme|

School is cancelled tols
2006, due to severe wl

Extracurricular

S
Figure 6: Channel drop-down list showing sections
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District

Home = Disttict = Schoolwires SP3 AP4 - Indigo

B B B a5y HE W A

Athletics Directory )

B P Soccer - Warsity Boys P voleybal, Boys

P Baskethall, Girls P Swimming, Bays » valleyball, Gils

D P Swimming, Girls W

P Dodge Bl T b wirestling > Sections
F P test

P Figld Hockey v

P Football - Varsity P ‘arsity Boys Basketball

S P ‘arsity Track & Field

Figure 7: Channel directory page

2. On either the drop-down list or the directory page, click on the name of
the section you wish to view. An Overview Page (or homepage) of the
selected section like the one shown in Figure 8 will display. The
navigational elements of the Schoolwires standard template, including the
channel, section, and page names, help to identify where you are on your
website.

Pages in this
section

\

(Y[ (B Select a Schoal... i~

Happy Valley School District

| Activities  Athletics  Cur District  Staff  Calendar

Home = Acaderics = Curriculumn Guides

P Introduction to Curriculum
Guides

P Math 7-2

P English K-3

P English 4-6

¥ English 7-2

b English 9-12

P kindergarten Instructional Units

B First Grade Instructional Units

P Second Grade Instructional Units

Figure 8: Section Overview Page
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Editing Privileges on Your Website

Schoolwires Centricity Site Manager allows your organization to share the
responsibility for maintaining its website. Site Manager has four levels of
editing privilege:

e Site Director

e Subsite Director
e Section Editor

e Homepage Editor

Before you can be assigned any editing privileges, you must be a registered
user on the website. See “Registering on your Website” later in this chapter to
learn how to register. See Centricity chapter, “Using Site & Subsite
Workspaces,” for information on how a Site Director registers users. See the
Centricity chapter, “Section Workspace,” to learn how each level of editing
privilege is assigned.

. Important: You cannot assign Site Directors as Subsite Directors, Homepage
Editors or Section Editors for the main site or any subsite. As Site Directors they
already have these editing privileges. You cannot assign Subsite Directors as
Homepage Editors or Section Editors on their assigned subsites. They can,
however be assigned these privileges at other subsites or on the main site.

When a user is assigned to a higher editing privilege, Centricity software
automatically removes that user from any list of editors at lower editing
privileges.

Site Director

Site Directors have editing privileges for the main site and the sections and
pages within that site as well as for any subsites and sections and pages within
each of those subsites. The Site Manager navigation button appears on the
MyStart bar as soon as a Site Director signs in and will appear on every page.
Clicking on it will allow access to the Site Workspace for the main site, to all
Subsite Workspaces, and Channel and Section Workspaces for the main site
and all subsites.

Note: A Site Director may enter Site Manager at a Subsite Workspace if on a
subsite when signing in.

TIP: Schoolwires recommends that you have at least two, but no more than
five Site Directors.
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Subsite Director

Subsite Directors have editing privileges for their assigned subsites and the
sections and pages within those subsites. The Site Manager navigation button
appears on the MyStart bar as soon as a Subsite Director signs in and
navigates to the assigned subsite. It will appear on every page of that subsite.
Clicking on it will allow access to the Subsite Workspace for that subsite as
well as Channel and Section Workspaces for that subsite.

TIP: Schoolwires recommends that you have one to two Subsite Directors at
each subsite.

Section Editor

A Section Editor has editing privileges for a specific section on the main site
or a subsite and all the pages within that section. Section Editors do not have
editing privileges on any other pages, sections, subsites or the main site unless
they have been assigned. The Site Manager navigation button appears on the
MysStart bar as soon as a Section Editor signs in and navigates to the assigned
section. Clicking on it will only allow access to the Section Workspace for that
section.

Homepage Editor

Homepage Editors have editing privileges for the homepage of a site or a
subsite. Homepage Editors do not have editing privileges for any other pages,
sections or sites unless they have been assigned. The Site Manager
navigation button appears on the MyStart bar as soon as a Homepage Editor
signs in and navigates to the site or subsite for the assigned homepage.
However, clicking on it only provides access to the Homepage Workspace for
that site or subsite.

Note: What is labeled the Homepage Workspace is actually a subset of the
tasks from either the Site Workspace or Subsite Workspace.
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Using Roles on Your Website

Roles are viewing permissions. They allow you to display content only to
specific users—users who have been assigned a specific role or roles. As you
create content, you will be given opportunities to limit content to a role or
roles as you desire. In addition, if your organization has purchased the
E-Alerts Premium Enhancement Module, you can use roles when sending
Broadcast E-Alerts.

Examples of common roles include:
e Administrators
e Teachers
e Staff
e Technical Staff
e Parents
e Students

Once you are registered as a user, you may be assigned a role by a Site
Director. Roles can be assigned to users in their individual user profiles or
when importing those users into the database. Only a Site Director may
change a user’s role.

Notes:

e If you register yourself, you cannot assign yourself a role. You are
automatically assigned the default roles.

e A user may be assigned more than one role.

A Site Director may create up to 50 custom roles. See Centricity chapter,
“Site and Subsite Workspaces,” for information on how a Site Director
manages custom roles and establishes or changes roles.
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Registering on Your Website

Users of your website can be registered in one the following ways:

e A Site Director can register them one at a time. See Centricity chapter, “Site
& Subsite Workspaces,” for more information on how Site Directors register
users.

e A Site Director can import data files of users. See Centricity chapter, “User
Import,” for information on how Site Directors import users.

e Users can register themselves if your organization has enabled self-
registration. This is covered here.

To register yourself on your website:

1. Click on the Register button on the MyStart navigation bar. A birth
date validation window like the one shown in Figure 9 will display.

So that this site is compliant with federal law under
the Children's Online Privacy Profection Act
{COPPAY, all registration requests must first pass
birth date validation, Birth date information is
collected only o validate your age and is not
stared,

Please enter your date of birth and click

submit.
i /
Example: 04/05/1975

Figure 9: Birth date validation window

Note: Validation of birth dates is required to ensure that the
registration process is compliant with federal law under the Children’s
Online Privacy Protection Act (COPPA).

2. Enter your birth date in the format mm/dd/yyyy.

3. Click on the Submit button. A Registration window like the one shown
in Figure 10 will display.

Page 10



JSchoolwires Centricity Navigation & Registration

Please fill in the form below to register with this site.

* = Required Figld

e —
S —

Title:
Address 1!
Address 2:
City:

State:

Zip Code:

Phone:

Fax:

Email Address: | | i
Password: l:l %

Confirm Password: |:| A

Please send me email about Events and Activities,

[ submit | [ start Over |

Figure 10: Registration window

4. Enter your information. The names of the required fields are in bold
with the field locations outlined in red and marked with asterisks. The
required fields are:

a. First Name d. Sign In Name
b. Last Name e. Password
¢. Email Address f. Confirm Password

TIP: Be sure to include a zip code. This will enable distance calculation
when viewing calendar events or Maps & Directions pages. Your Sign-In
Name must be between 1 and 30 characters. Your Password must be
between 1 and 14 characters and is not case sensitive.

5. Click on the Submit button. A confirmation message like the one in
Figure 11 will display. You may now sign in to your website.

Your registration has been accepted.

You may now Sign-in to the topsite web site,
A Systern adrinistrator will review your account registration and you may be notified by eMail if your account status with topsite is
upgraded.

Figure 11: Registration confirmation message

Note: Only Site Directors can change user profiles and though they can
change passwords if required, they cannot see a user’s password.
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Signing In to Your Website

Once you are a registered user, you can sign in to your organization’s website.
To do this you will need:

e Your Sign-in Name
e Your Password

You may have received an email with this sign-in information. If you did not
receive your sign-in information, contact your System Administrator.

To retrieve a forgotten Sign-in Name or Password click on the Forgot Sign-in
Information button in the Sign In window shown in Figure 13. Your sign-in
information will be emailed to you.

You will be able to change your information once you sign in. See
“Modifying Your Profile” later in this chapter.

Signing in to Centricity
To sign in to your organization’s website:

1. Navigate to the website by entering the website address (URL) in your
browser’s address bar.

2. Click on the Sign In button on the MyStart bar as shown in Figure 12.
A Sign In window like the one shown in Figure 13 will display.

(b1 Select a Schoal... b SIGN N | IEGISTER

Happy Valley School District

Home Acadernics  Activities  Athletics  Our District  Staff  Calendar

Figure 12: Sign in button on the MyStart bar

You may wisit this site as a guest without
registering or signing in. Registered guests,
however, have access to features not available to
the general public.

Sign-in Name:

Password:

[ sign InJ [ cancel |

Forgot Sign-in Information?

Figure 13: Sign in window
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Enter your Sign-In Name and Password.

4. Click on the Sign In button. The first time you sign in to the website
after you have been registered, you will see the message shown in
Figure 14. On subsequent visits, you will see your site’s homepage.

Welcome to the Schoolwires SP3 AP4 - Indigo web site!

when you sign-in, additional services are available to you.

Site visitors are encouraged to use the latest browsers to take advantage of the substantial website visual and operational
enhancernents which help make working with us even easier,

Qritinue on to the Main@

Figure 14: Message that appears the first time a user signs in

5. If this is the first time you are signing in, click on Continue on to the
Main Area to get to your website.

Using a Secure Sign In

If your organization has requested a secure sign in, the sign-in window will be
HTTPS. Strictly speaking, HTTPS is not a separate protocol, but rather refers
to a normal HTTP interaction over an encrypted Secure Sockets Layer (SSL)
or Transport Layer Security (TLS) transport mechanism.

In addition to the HTTPS, you will see a gold padlock. By double-clicking on
that padlock, you will be able to view the website’s certificate. When this
padlock displays and in what location varies with the operating system and
browser you are using.

Signing in with Lightweight Directory Access Protocol (LDAP)

LDAP is an Internet protocol that allows programs to look up information on
a server. Used with Schoolwires Centricity, LDAP authenticates and
synchronizes user information for Centricity that is stored on a remote
directory (i.e., LDAP) server.

The effects of LDAP on registered users whose information is stored on the
remote directory are:

e LDAP users of Centricity will still need to sign in. However, they will use the
same sign-in name and password as they use for the network.

e When LDAP users of Centricity access their profiles (Access My Info), they
will not have access to the Sign-in Name, Password or Confirm Password
fields.

e LDAP users will not receive any confirmation or be able to request sign-in
information from Centricity.
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Automatic Sign in to Synergy™ and Assist™

If your organization has purchased Schoolwires Synergy, a digital file sharing
application or Schoolwires Assist, a work order management application, as a
registered user, you may sign in to either or both of these applications from
Centricity.

However, to enable this, a Site Director must complete the initial setup. In
addition, you must sign in to Centricity before you can access the links to
Synergy or Assist.

Once initial setup is completed, you will see the Sign-in button for either
Synergy or Assist or both when:

e You have been assigned the appropriate roles for the other application or
applications.

e You sign in to Centricity.
To sign in to Synergy or Assist from Centricity:

1. Signin to Centricity. A Synergy button or an Assist
button or both will display.

2. Click on the appropriate button.

a. If you are listed as a user in the other application and your user
name and password match those in Centricity, you will be signed
into the application.

b. If you are not listed as a user of the other application or if your
user name and password do not match those in Centricity, you
will see an error message. Contact your System Administrator.
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Working with Your User Profile

After signing in, the MyStart bar will be different. As you can see in

Figure 15, the Sign In button has been replaced by a Sign Out button and an
Access My Info button will appear. The Access My Info button will allow you
to view, change or delete the personal and access information in your user
profile. A user profile is shown in Figure 16.

A DISTRICT Select a 5chool » SIGN OUT | ACCESS MY INFD

Happy Valley School District

Figure 15: Access My Info button on the MyStart bar

My Profile

Please update your information in the form below.

* = Required Field

First Name: *
i o
Title:
Address 1: 1123 Srith Road
Address 21
City: ‘Yourtawn
State: P,
Zip Code: 54321
Phanet 8142345678
Fasx:
Email Address: |y0uremai|@camcast.net | &
Confirm P d: [sasaas | *
Subscriptions
Your E-Alerts are ® on O off [__Edit Subscriptions |

Mobile Alerts

Mobita alerts will deliver a *axt message ¥o your mebile davice,
PR e e e
agresment with your wireless provider.

Mobile E-Alert Humber:

Mabile E-Alert Provider: —Select Provider— %

Cnly send ermergency ®ves
E-Alerts to mobile: OND

[save | [ _Delete Profile ] [ cancel |

Figure 16: User Profile window
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Modifying Your User Profile
To modify your user profile:

1. Click on the Access My Info button on the MyStart bar. A User Profile
window like the one shown in Figure 16 will display.

2. Enter or modify your information as needed. The names of the
required fields are in bold with the field locations outlined in red and
marked with red asterisks. The required fields are:

a. First Name d. Sign-In Name

b. Last Name e. Password

c. Email Address f. Confirm Password
TIPS:

e If you did not register yourself, Schoolwires recommends that
you change your password. Your Sign-In Name must be between
1 and 30 characters. Your Password must be between 1 and 14
characters and is not case sensitive.

e Schoolwires also recommends that you enter your zip code.
This will enable distance calculation when viewing calendar
events or Maps & Directions pages.

3. You will notice a My E-Alerts & Subscriptions region in the bottom
half of the User Profile window. Here you can:

a. Turn Content E-Alerts on or off and manage your content
subscriptions. See Centricity chapter, “E-Alerts,” for more
information on how to edit your Content E-Alert subscriptions.

Note: In order for you to receive a Content E-Alert, the editor of
that content must send it.

b. Set up mobile device information for Broadcast E-Alerts if a Site
Director has enabled this function for your website. To enter
mobile device information:

i. Enter your ten digit cell phone number in the Mobile E-Alert
number field. Enter the numbers with no dashes or spaces.

ii. Select your service provider from the Mobile E-Alert Provider
drop-down list as shown in Figure 17.

—Select Provider— (%

—Select Provider—
AllTel
ATET

MexTel
Sprint
Thohile
“atizon

Figure 17: Service Provider drop-down list
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iii. Indicate whether you want Broadcast E-Alerts sent to your cell
phone all the time or just if they are emergency Broadcast
E-Alerts by clicking in the appropriate radio button.

Note: In order for a Broadcast E-Alert to be sent to your cell
phone rather than your email address, the sender must indicate
that it is a Mobile E-Alert.

2 Warning: Additional charges may be applicable depending
on your service agreement with your wireless provider.

4. Click on the Save button. The confirmation message shown in
Figure 18 will display. You may return to your user profile to make
additional changes, sign out, choose a site or subsite or navigate to a
section on the current site or subsite.

Your profile changes have been saved.

You may Change your Profile again. ..
...0r select a site from the navigation bar,

Figure 18: Profile change confirmation message
Deleting Your User Profile

2. Warning: If you delete your user profile, you will not be able to sign in to
the website.

To delete your user profile:

1. Click on the Access My Info button on the MyStart bar. A User Profile
window like the one shown in Figure 16 will display.

2. Click on the Delete Profile button. A confirmation message like the
one shown in Figure 19 will display before your user profile is deleted.

Microsoft Internet Explorer

\ ? ) Are vou sure you wank to delete your account and profile?

[ 0K ][ Cancel J

Figure 19: Delete User Profile confirmation message

3. Click on the OK button. Your user profile will be deleted. You will no
longer be able to sign in to the website using the deleted user profile’s
sign-in name and password. However any content you entered will
remain.
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