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W EXPIRING ITEMS (Show all 254 items)
[ New .
Administrator, Website 19 hours ago (Oct 8 3:17 AM) [} First Quarter
Rupp, Debbie In 18 hours (Oct9 11:59 PM)
ﬂ MNew
Administrator, Website 19 hours ago (Oct 8 9:17 AM) 3l End of Quarter Early Release
Cadigan, Patricia In 18 hours (Oct 9 11:59 PM)
[y fdsfsdfsd
pub, pub 1 day ago (Oct 7 12:28 PM) [ 12:25 p.m. Student Dismissal
Luce, Dondi In 18 hours (Oct @ 11:59 PM)

(& sienformation nemess
WRITE NEW

¥ USER STATISTICS
¥ CIVICPLUS MESSAGES

You have no messages in this section.

¥ MY MESSAGES (2 items)

(S

B RE: This is a long subject line to see how this looks
when it wraps down to two or more lines in the
message area down here.

T

basic, basic 7 days ago (Oct 1 10:01 AM)
& RE: Hello There Author
anthar aithar 1R dave ann (Sen 72 G20 AMY

With the new Admin Home you will have enhanced control of your environment within the CivicPlus / ePowered
Schools content management system.
Features Include:

1 Creating personal shortcuts for most commonly used modules

1 A new messaging system to contact other system users

1 More complete action items display

1 A personal recent activity log
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Section 1: CMS Global Navigation

With the new CivicPlus Admin Home view there will be global navigation located on each screen of the

administrative side of your site.

&AII actions on the Admin side of the sites wil/

CivicPlus

View Site » CP-Sandbox3

yme SuperCP Help ¥ Logout

N\
|

The Global Navigation of the Admin site will include:

AP
Admin Home g My Actions ¥

A J Pages

, b Modules ¥

x_‘; People ¥

“ 5
. Site Tools ¥

7N

g Admin Home

This button will bring you back to the Home page of the Admin side.

\
ﬁ My Actions ¥

My Actions will include everything that is found on your personal admin home page.

.».-.”./ J Pages

Pages will take you to your page menu to edit existing pages and add new pages.

, b Modules ¥

Modules will take you to all available modules for your rights level.

E;'_ People ¥

People - allows you to access group and user administration.

" .
‘ Site Tools ¥

Site tools will include items such as bad links, history log, and Urchin.

The Global Navigation works as a mouse over system just as the global navigation on the public side of your site.
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(&3 Photo Gallery

W Postcard
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Section 2: My Shortcuts
This new feature will allow you to select the 8 most frequently used tasks within the CMS.

To change the 8 shortcuts first hit the wrench in the top part of the my shortcuts area.

m100S€ your shortcuts by dragging-and-
Jropping icons from this list on top of
icons in your list.

u Op i AR |
Events Calendar News Flash Staff Directory Cem;,m 0 2
/' 5 -:- . m—— Notify Me Forms Quick Links Archive Center “‘ \“
. S— i

Bad Links Banner Admin
Notify Me Forms Quick Links Archive Center —
W RECENT ACTIVITY (Show more)

) New
Administrator, Website 19 hours ago (Oct 8 9:17 AM)

EI New
Administrator, Website 19 hours ago (Oct 8 9:17 AM)

(&Y fdsfsdfsd
pub, pub 1 day ago (Oct 7 12:28 PM)

W USER STATISTICS



O e o

Cp

CIVICPLUS

HELPING COMMUNITIES ENGAGE & INTERACT

Admin Home

Then you will be able to find the module or action you wish to place in the my shortcut area.
Drag the selected icon and place it on top of the one you wish to replace.

>
Choose your shortcuts by dragging-and-
dropping icons from this list on top of
icons in your list.

dA

By [ o sm.m Document i D Once you drag the icon to the area you want it to fall it
- . . . .
Q == = gy will replace the existing icon.
!\ I | g [—
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W RECENT ACTIVITY (Show more. — - ‘
G New [
Administrator, Webste 19 hours ago (Oct 8 9:17 AM) [ 3, Document
[ New Forms Graphic Links Staff Directory Center
Administrator, Website 19 hours ago (Oct 8 9:17 AM)
m ';ifsl:duf:d 1 day ago (Oct 7 12:28 PM iy Q
(R —_—7 @
J— Group Admin Healthy City ‘lb — 3 2 e —
2 — e eu—
'V USER STATISTICS w
Notify Me FAQs Quick Links Archive Center

Section 3: Action ltems

&Your view and access may differ depending on your permission level
assigned by your system administrator.

% Initial View

1. Login to the admin side of the website
2. Locate the Action Items section on the right of the Admin Panel. (Fig. A3-1)

Welcome SuperCP

l"" People ¥

Help v Logout

CivicPlus cr-sandbox3

N Y
d ‘ Site Toals ¥

] Admin Home

;.f/ f Pages , h Modules ¥

My Actions ¥

Admin Home

¥ PENDING APPROVAL (Show all 7 items

. owner
owner, owner

2 hours age (Sep 12:40 PM

El-%

[ Super CP Category

Events Calendar Archive Center Page Menu ‘Group Admin
author, author 2 hours age (Sep 12:21 PM
Publisher save 9/23
publisher, publisher 2 hours ago (Sep 11:55 AM)
Q ‘ W DECLINED ITEMS (1 items)
Motify Me n"c:m'""e,m Events Calendar Publisher Save and submit
OWneEr, owner 2 hours age (Sep 12:39 PM

¥ EXPIRING ITEMS (Show all 259 tems:

[ Regular Governing Board Meeting

L Al Drury, Brenda In 1 day (Sep 11:56 P

W RECENT ACTIVITY (Show more

] Homecoming Dance

LY In-Service for Teachers
Hall, Michael In 1 day (Sep 12:00 AM)

4
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3. Pending Approval i This area shows items that have been submitted and are awaiting approval. The
system admin, as well as a publisher and/or owner of the category or page in which this item was
submitted in, canapprove and publish this item. The i tem will st
date and time submitted below the title. (Fig. A3-2) For the following icons to appear you need to
mouse-over the item.

'ﬁ Action ltems

¥ PENDING APPROVAL (Show all4 items

B4 Archive Test Category Author a
author, author 2 hourz ago (Sep 11:28 AM) %

i Accept i Will publish the page, item or category
i E Decline T Will decline the item and move it to the Declined Items section (see next page)
i Edit this item T Will allow you to edit the item that has been submitted

4. Declined Items T This area displays the items that have been recently declined.
1 Edit this item - Will allow you to edit the item that has been declined in order to make it

suitable for publishing
5. Expiring Items T This area displays items that will expire soon. An item that is allowed to expire will no

longer be visible to your viewers on the website.

Section 4: Activity

@ See what has been added, modified, and removed from your website

1. Login to the admin side of the website
2. Locate the Activity section in the lower left of the Admin Panel (Fig. A4-1)

Civic P I us CP-Sandbox3 Welcome SuperCP Help ¥ Logout
i 5
,i\ Admin Home My Actions ¥ ;f/_.? Pages ’ b Modules ¥ n__ Feople ¥ ‘ Site Tools ¥
Admin Home

!! Mx Shortcuts 'ﬁ Action ltems
¥ PENDING APPROVAL (Show all 7 tems
== il owner
\ OWNET, owWner 2 hours ago (Sep 12:40 PM)

[E} Super CP Category

Events Calendar Archive Center Page Menu Group Admin
author, auther 2 hours age (Sep 12:21 PM)

~ [El Publisher save 9/23

‘i \ - jum— publisher, publisher 2 hours ago (Sep 11:55 AM
|
5 ‘ W DECLINED ITEMS (1 items,

Document [l Publisher Save and submit

Nofify Me Forms Events Calendar
(Sdi=r OWNET, owWner 2 hours ago (Sep 12:39 PM)
W EXPIRING ITEMS (Show all 258 items|
e AL ) =1 Regular Governing Board Meeting
g L RN Drury, Brenda In 1 day (Sep 11:59 PM
e —————
R 5 IVITY (Show more. .
L) In-Service for Teachers
ﬂ Homecoming Dance Hall, Michael In 1 day (Sep 12:00 AM
Adminizstrater, Website 2 hours ago (Sep 12:49 PM)
2 1 Assembly in the Courtyard at 1:55 p.m.
Smith, Mike In 3 days (Sep 11:59 PM)

L1 documents\lliddle School

Administrator, Website 2 hours ago (Sep 12:49 PM)
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Fig. A4-1

3. Default View 1 The most recent three (3) activity items will show by default.

Showal e | AL

W RECENT ACTIVITY

1 (Show more) i will display ten (10) activity items and allow you to view the entire History Log if
you click on the View the History Log link after the last item

1 Show: MINE i will display just the work that you have done

Show: ALL i will display the work that everyone has done

1 Edit this item - Will allow you to edit the item in the Activity section (Fig. A4-3) For this icon
to appear you need to mouse-over the item.

=

ﬁ Activity Show: MINE | ALL

W RECENT ACTIVITY (Show more

L1 Homecoming Dance

Adminiztrator, Website 2 hours ago (Sep 12:49 PM) %

Section 5: Messages

% Communicate with other Users

1. Login to the admin side of the website
2. Locate the Messages section in the lower right of the Admin Panel (Fig. A5-1)

>

Fig. A5-1
3. CIVICPLUS MESSAGES T this area shows messages from
4. MY MESSAGES T this area shows messages that are sent directly to you from other users
a. Note: For #6s 5 and 6 you wil!/| need to mouse

[] 6

over

a



