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Admin Home  

 

 

With the new Admin Home you will have enhanced control of your environment within the CivicPlus / ePowered 

Schools content management system. 

Features Include: 

¶ Creating personal shortcuts for most commonly used modules 

¶ A new messaging system to contact other system users 

¶ More complete action items display 

¶ A personal recent activity log 

 

 

 

 

 



   

           Admin Home  

 

2 

 

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.   

 

All actions on the Admin side of the sites will be based on the userôs rights.   

 

 

 

The Global Navigation of the Admin site will include: 

 

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

 

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

 

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

 

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

 

People - allows you to access group and user administration. 

 

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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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. 
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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.   

       

 

 

Once you drag the icon to the area you want it to fall it 

will replace the existing icon. 

 

 

 

 

 

 

 

 

 

 

 

Section 3: Action Items 

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) 
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Fig. A3-1 

3. Pending Approval ï 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, can approve and publish this item.  The item will show the submitterôs name along with the 

date and time submitted below the title. (Fig. A3-2)  For the following icons to appear you need to 

mouse-over the item. 

 

 

 

 

 

 

Fig. A3-2 

¶      Accept ï Will publish the page, item or category 

¶      Decline ï Will decline the item and move it to the Declined Items section (see next page) 

¶      Edit this item ï Will allow you to edit the item that has been submitted 

 

4. Declined Items ï This area displays the items that have been recently declined. 

¶      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 ï 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) 
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Fig. A4-1 

 

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

 

 

 

 

Fig. A4-2 

¶ (Show more) ï 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 

¶ Show: MINE ï will display just the work that you have done 

¶ Show: ALL ï will display the work that everyone has done 

¶        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. 

  

 

 

 

 

 

Fig. A4-3 

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 ï this area shows messages from _________ 

4. MY MESSAGES ï this area shows messages that are sent directly to you from other users 

a. Note: For #ôs 5 and 6 you will need to mouse over a message to see the icons 


