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Introduction

This guidebook provides instructions on how to use the Group Admin tools in UCEAconnect to create and edit group custom pages, file library collections, and photo albums. This custom group content is then accessible from the group’s home page. It is recommended that you also read the companion guidebook Communicating with UCEAconnect which covers the following: using blogs, messages, bulk-email, the association calendar, and the announcements and new features of CONNECT.
Below we define some terms used through this guidebook:
Definition: A UCEAconnect Admin is someone who has a special login account to the back-end, but might haveonly limited access or capabilities. A UCEAconnect Sysadmin (System Administrator) is an Admin who has both the access and the knowledge to administrate the entire UCEAconnect website. At present, the Sysadmin contact is the UCEA Webmaster, Mark Richer, at the national office. You can contact Mark at 202-659-3130 or at mricher@ucea.edu. 
Definition: A Group Admin in UCEAconnect is a member of group who has been assigned a special status to manage the group’s content. The current policy is that the chair of each group is assigned this status automatically, but he or she can request that a UCEAconnect Sysadmin assign Group Admin status to other group members who will share responsibility for maintaining group content and file collections.

Overview
Groups are created in UCEAconnect to reflect both the explicit formal organization of the association as well as more informal, sometimes temporary groupings of members. The formal organization includes the association’s ongoing regions, communities of practice, commissions, committees, global associates, and the board of directors. These are essentially groups tracked by the national association and correspond, more or less, to the group lists published in Who’s Who. Additional groups are created to meet the needs of members or staff. Examples include groups we have set up upon request for regional officers, regional conference planning committees, and so on. You can request the creation of a new group in UCEAconnect by contacting the Sysadmin.
How do I find Group pages?

There are several ways that you can navigate to a group’s home page:

1. On the UCEAconnect home page, under the site banner, there is a pull down menu labeled Jump to a Group Homepage… so if you select a group from the list, then it will try to display that group’s home page. If it’s a private group page, and you’re not a member, then you will see a notice indicating that on the next screen. Please contact the Sysadmin for help if you think you should be a member of a group you can’t access.
2. A second way to navigate is through a site-wide menu item on the left that we have added to UCEAconnect to make it easier to get to group home pages. This menu item in the left-hand column of every page is labeled UCEA GROUP HOME PAGES. When you select this item it displays a custom page with a listing of groups that includes links to each region and CoP home page on UCEAconnect. At the bottom there is a link to a listing of all groups organized by group type (e.g., commission, committee, etc.).
3. Another way to navigate to groups is to click the group’s name when it appears as a link on various pages. For example, My Groups at the left of the page below MY PROFILE displays the listing of groups for which you are a member. You can navigate to a group’s home by clicking the house icon to the left of the group name. (This page is described in more detail below.) In addition, when you are viewing a member’s profile page (including your own), you can also click on the links below My Groups (at the left of the member profile under the member’s photo/nickname).
How can tell if I have Group Admin privileges in a group?

Clicking My Groups under MY PROFILE at the right-hand side of the page displays a list of your groups, and if you are a group admin, then you will see an icon next to the group name (it looks like a person with a blue suit and red tie). 
If you are a Group Admin for a group, then when you go to that group’s page you will have access to special tools. Below the iconic menu bar (Group Home, Directory, etc.) you will see a dark red bar with the label GROUP ADMIN OPTIONS: in white letters followed by a pull down menu initially displaying the item Please Select. These tools are explained below.
Creating and editing content for your group’s CONNECT area

How do I edit the group’s home (or entry) page?

From the Group Admin Options menu, choose Group Descriptions under Content Management. The primary area of interest for editing your home page content is under the head Group Homepage Welcome Text. What is entered here appears at the top of the group’s home page under the icon navigation bar. You can type or paste in text. The content editor provides other tools described in more detail in a section below. 
The first box on the Group Descriptions editor page is for entering a short description of the group. This only appears in group list views; for example, if you click a group name after navigating from the following group listing page, then it will display a description and other information (e.g., registered users):

http://connect.ucea.edu/members/group_select.asp
How do I best use the content editor to create and edit formatted text, perhaps with hyperlinks and images?
In various sections of UCEACONNECT, you can add content by typing it, pasting it, or using the Content Editor. The editing area consists of an editing box, and the Content Editor’s commands that are displayed as icons that you click to perform a command. The optimal way to use the Content Editor to enter formatted content is to use Internet Explorer 7 and prepare your content using Microsoft Word. While in the content area, after you copy your MS Word Content, then you  can click the Paste from Word icon, that is, the mostly yellow content editor icon that has a W attached to its lower-left-hand corner. If you paste content from MS Word into the box that is displayed, it will generally be the best and easiest method for entering formatted text. You can still type or paste directly into the editing box and use the various formatting icons to bold, italicize, change text alignment, text color, etc. Also , the <> icon lets you view and edit HTML code directly. However, using these tools can be a little tricky in that they don’t always reliably do what you expect or want. Therefore, if you need help fixing the formatting of text that you have already submitted, please contact the Sysadmin for assistance.
How do I create additional custom (content) pages in a group area?

From the Group Admin Options menu, choose Custom Pages under Content Management. A number of useful tools appear on the Custom Pages screen:

· You can add a new custom page by clicking Add New Custom Page at the top.

· You can see how many custom pages have been created in the group and their titles.

· You can edit, view or delete a custom page by clicking the desired icon under Options.
· You can control what appears in the group menu and the order of the menu items. 

The home page menu is under the icon navigation bar at the top of the group’s welcome text area, and it initially shows the text More In This Group… when you visit the group’s home. (The menu only appears if there is at least one custom page set to appear.)

· You can see whether a page is configured to appear in the group page menu or is hidden.
· You can sort the order of custom pages in the group menu by entering the sort order number and then clicking Update Sort Indexes. For example, if you have two or more pages that appear in your menu, then in any box under Sort Order enter 1 for the title you want to appear first in the menu, then 2 for the next item, and so on. (Note: 0 is also a valid number to enter.)

· You can sort the list of custom pages by title, whether they appear in the menu or by sort order (the default). You do this by clicking the underlined column head, but obviously this is most useful if your group has many custom pages to manage.
How do I create and manage a group file library?

There are two major tasks involved in creating or managing a group file library. The first is to create at least one file collection, and the second is to make the collection viewable and accessible to members. In most cases, the second step involves creating or editing a custom page that includes the file collections you want to appear when the page is displayed (generally by the user clicking the title of the page in the group menu). Creating multiple file collections allows you to organize your file library into subsections so this is a very useful approach if there are more than a few documents in your group’s library.

Tip: You can create a private (but not fully protected) file collection by adding it to a custom page that doesn’t appear in the group menu. Every custom page has a permanent link (URL) that you can distribute to selected members of a group by email or a UCEAconnect message. If you don’t have this link, then you won’t have a way to navigate to the file collection. 
Now you are ready to create or edit your library, right? From the Group Admin Options menu, choose File Library under Content Management. The group’s file library consists of one or more file collections that you manage in the screen that appears next. There is a link Add a New Collection that you click to create a new file collection to which you can add documents by uploading them from your computer. Then you enter a name for the collection, optionally provide a description that users can see, and enable or disable (default) Collaboration (Wiki) Mode. If you enable collaboration mode, then other group members may contribute to the collection.
After a file collection is created, it initially has no files or links in it, but in the file collection editor screen, you simply click Add a New Item and select the Item Type File (default) or URL. Independent of the filename, you enter a name for the item (which can be longer and more descriptive than the filename). Click the Browse… button to find the file on your computer that you want to upload. You can also optionally enter a description of the file that users can see. When you are ready, click Submit to upload the file and create the item. (Tip: If you need to replace the file, simply click Browse… and click Submit again to upload a different file associated with the same item.)
Tip: As a convention, try to name files in a way most useful for members downloading them. Most files uploaded by the Sysadmin start with UCEA. If it’s a document associated with a year, then it might start UCEA2009. Keep in mind that members often end up with many files in their download folder. By choosing names that follow a consistent and meaningful scheme, it makes it easier for other members to find and identify the documents in your group’s file collection.

To manage a file collection, you click one of the icons under Options in the file collection list (the same list you view by clicking File Library from the Group Admin Options menu). You can either edit the name, description or collaboration mode setting by clicking the document icon with the pencil, or make changes to the actual file collection by clicking the icon with the wrench tool. After you click the tool icon, you will see the screen that lets you add a new item, but also an icon under Options to delete or edit an existing item (change its name, file/link, and/or description). You can click on the green arrows to move items up and down in the list (that controls the order in which users see items in the collection displayed). Or you can enter the sort order number and click Re-Order. 
Note: Members of a group can post blog entries with attachments or links so that is another way for users to share and contribute documents. The file library is intended as a way to provide an organized collection of files (and links) in a more permanently archived, easily accessible form for the group menu via custom pages. The icon to the right of the Collection Name lets you edit the collection information. 
How do visitors to the group home page view and use file collections?

The Group Admin or Sysadmin needs to create a custom page that includes the file collection(s). Then the custom group page name appears in the group’s home page menu.
How do I create and manage group blogs?

If there is one or more blogs in your group, then you will be able to manage the blogs as a Group Admin by choosing View Blogs from the Group Admin Options menu under Blog Management.
How do I create and manage photo albums?

Choose Manage Photo Albums from the Group Admin Options menu under Photo Management. You can click Add a New Album or edit existing albums on the screen that appears. If you click the document with pencil icon, you can rename the album, or you can delete an album by clicking the trash can icon. You can view and manage the album by clicking its name (that is, the link to the album page). As a Group Admin, you will be able to select one or more photos, or click Select All photos, if you want to remove one more photos from the album, delete them from the entire photo library, or add them to a different group photo album.
How do I remove members from the group?

Choose View Current Members from the Group Admin Options menu under Member Management. You click REMOVE FROM GROUP at the right of a member’s name to remove a member from the group.
More a Group Admin Really Should Know …
How do I use the My Groups Page?
Clicking My Groups under MY PROFILE at the right-hand side of the page displays a list of your groups. As previously mentioned, you will see an icon next to a group’s name if you are a Group Admin. You will then see a row of icons that are mostly self-explanatory, but a few items are worth noting:
· Directory: This displays a directory of registered members who have been assigned to this group. In many groups, you will see some staff included as well as the Association President and President-Elect. Note: Members of a group who aren’t in the directory list either aren’t registered on UCEAconnect or haven’t been assigned to the group yet.
· Message Group: Messages are similar to emails, but they are delivered to the user’s CONNECT Inbox instead of sent out as email.  Clicking the Message Group icon displays the New Message screen that lets you create and send a message to currently assigned members of the group. If members have enabled an email alert to be notified when messages are received in their Inbox, then they will also receive an email indicating a message awaits them in their UCEAconnect Inbox. Otherwise, the member needs to check their message box when they sign in. At the right-hand side under MY PROFILE there is the item My Messages after which in parens it indicates whether there are 0 or more unread messages in your Inbox. In general, we encourage members to use messages (instead of emails) for private or ephemeral communications and to use the group’s blog for group-wide communication. Members can subscribe to the group’s blogs and/or get an RSS feed to it, and then this creates a group wide dialog and archive.
· Email Group: This displays the screen for bulk-emailing members. Bulk-email is similar in functionality to a listserv. This is useful for occasions when you want to email an entire group of members rather than post on a blog or send a CONNECT message. 
· Leave: If a member clicks this icon, then the member will be removed from the group in UCEAconnect. If a member does this accidentally and wants to rejoin, then someone will need to send a request to a Sysadmin to re-assign the member to the group. 
Note: If you aren’t in a group, then in your profile you won’t appear as a member, and if it’s a private group, then you will lose access to viewing the group page. At this time, we want members to notify us if they are leaving a CoP or another group so we can update the membership database or other lists as well. 
Tip: If you want to leave a group’s home page and go to another part of UCEACONNECT, then just click the appropriate menu item or any link on the screen to navigate to where you want to go; or close the window if you want to leave the site. 
How do we add or change the members and/or their titles listed under the Groups Reps head on our group’s home page?
Adding or changing Group Rep titles requires Sysadmin access. Therefore send a request to the Sysadmin to make additions or changes for your group. It is easy to create new titles and indicate on which group pages the member’s name and title appears.
What is the process for adding or removing Group Admin status for a member in a group?
Adding or removing Group Admin privileges to a member’s profile requires Sysadmin access. You can have as many group admins in a group as desired. In fact, a small group such as a committee or commission could decide to make all members Group Admins. There is no policy that restricts this, so it’s up to the chair and other leadership of a group to set its own policy. Therefore, the chair should send a request to the Sysadmin to add or remove Group Admins, or make it clear via an email that another person in the group has authority to request this and other changes directly.

How do we add another member to our group?

The chair of a group can request to the Sysadmin that a registered member be added to their group. In some cases, a group might want to add former officers or expand the group to gather more input on the group blogs (note that when using group blogs versus community-wide blogs, only members of a group can post in the group’s blog, though it’s possible to make a group blog readable by all association members when desired). If a member isn’t registered, then they can’t be added to the group, and only association members are granted permanent access. Any exceptions need to be cleared by UCEA’s national office. Note that temporary access for a month is usually granted automatically upon request. 
How do we create and use a custom form for our group?

Custom forms are available on UCEAconnect. This is a new feature as of this writing (July, 2008) and only a Sysadmin can create and edit forms. Therefore, you will first need to ask the Sysadmin to help determine if the form building tool can meet your form requirements. The Sysadmin then must build the form for your group’s use. Group custom pages can’t access custom forms (yet), but you can create a custom page or edit your group description or post a blog message in your group area that includes a link to the actual form page. One technique for linking to multiple forms is to create a file collection of URLs to each of the forms; then include that file collection in a group custom page that you can create as a group admin.
What else should a Group Admin know?
Ideally a Group Admin should be able to support or train other members in your group to use UCEAconnect to its fullest potential. This means knowing about and understanding how to use all the front-end user features, all the Group Admin capabilities, and being aware of what you can ask a Sysadmin to do on your behalf. The following sections list both the front-end and back-end Sysadmin capabilities you should ideally learn about over time.
Front-end user features

A Group Admin should know how to use all of the features accessible via the menu at the left-hand column and the MY PROFILE links at the right-hand column of the UCEAconnect screen. Specifically, this includes but isn’t limited to:
· Managing non-subscription email alerts (editing My Preferences)
· Subscribing to blog posts and comments to receive email alerts and managing subscriptions
· Getting RSS feeds to blogs, announcements and the association calendar
· Using Permalinks

· Using Connections (and specifying the connection type to be more informative)
Back-end system administration capabilities

These are tasks that only a Sysadmin or an Admin with sufficient access can do, but it’s useful for a Group Admin to know that these can be done and who to contact:
· Assigning members to their groups

· Assigning a member as a Group Admin

· Creating Group Rep titles and assigning a title to a member that is posted in specific group home pages

· Creating new Connection labels
· Adding photos to the home page image rotation. 

· Creating and editing site-wide content including the community blogs, personal blogs page, podcasts page, association calendar, news & announcements, site wide library pages, etc.




