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Using Group Studio

Group Studio gives students and employees the ability to have their own web space
for group activities. Groups within the Portal can be public or restricted.

Group Request Policy

The university reserves the right to approve and withdraw approval of all groups.
Groups should not promote or engage in activities which are illegal or contrary to
university policy. All groups agree to abide by the university’s acceptable IT use
policy listed at http://www.gre.ac.uk/offices/ils/ict/policies. Failure to follow
university policy will be investigated and the appropriate actions taken.

Group Member Policy

Members agree not to publish content that is illegal or contrary to Greenwich
university policy, to share their user names and e-mail addresses with other
members of the group and to abide by the university's acceptable IT use policy
listed at http://www.gre.ac.uk/offices/ils/ict/policies. Failure to follow university
policy will be investigated and the appropriate actions taken.

Using Group Studio within the portal

\ A,
Within the portal you can request to set up a E-mail Calendsk Groups feedback
group, see a list of groups to join, or participate
in a group that you are already a part of. From the icons on the top left, there is an
icon called “groups”.

ol |
Logowut

Once you click on the 'groups' icon, a window will pop up and you will have access
to 3 additional tabs: My Groups, Groups Index and Request Group.

Portal Groups In this example, this user is a member of
the Cake Eaters, Cookery Club,
My Groups Request Group Photography and Portal Training Groups

located under the 1% tab — “My Groups”
August 3, 2009

To view a group, cick on the gro 2, To remowve a group from your My Sroups List, click the check box and then click
Rernove,

My Groups

[T cake eaters group Cake Eaters Group

[T Cookery club Cookery club

[T Phatagraphy club Phatagraphy club

[T FPortal Training Restrict Restricted Access Group

¥ Groups Index M Request Group

To launch a group’s homepage, click on the group’s name.
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Joining a Group

To join a group, click on the “Groups Index” tab and browse through the already
existing groups. There are categories set up within the “Group Index” tab to make it
easier to find a group. In the example below, the “Sports” category has been selected
from the category list on the left. The column on the right displays the list of sports

groups.
Portal Groups |
My Groups ps Index  Request Group ® Exit ® Help
To join group: / -
Click on the oups Index AUt 3, 2009 T
Groups
Index tab, Categories Groups in Sparts
then click on (3 Group Studio @ Badminton Badmintan _
the Category, N Academic(staﬁ) @ Badminton group Badminton group \ L|_St Of groups
then the g xﬁ‘dimlc(students) @ Basketball I Love This Game within the
etic -
name of the & campus (avery Hill @ Brainiac Ch.ess Sports category
group (3 Campus (Greenwich) il Cricket Fan Club Cricket
) & campus (Medway) fl F1 Fans F1Fans
G cultural fl Hammers Hammers
g :\lnutr:a-m:c?;emic fl Hockey Players Hockey Plavers
£§ Partner College Gr.. @l M5 Foothall Football Wednesdays
Political @ Nethall Nethall
Service il P-0-K-E-R. poker players at greenwich,
cial
Paintball team f
&) Sports i} Ugngd =M ent Regulators - UDG 77
b Test @ Pool/Snooker pros— POOL and SHOOKER
@ Taekwondo Taekwando itf
fl Tennis Group Tennis Group

a The Hopeful Checker

Group The Checkers

UoG American f
i Faothall Only college american football team in London

fl UnG Tennis Team UoG Tennis team

¥ My Groups [ Request a new group Key = @Public Group £ Restricted Group

If you see a group that you are interested in joining, simply click on the group’s title
and then click on the “Join Group” button to request membership. Then read the
membership policy and complete the membership request form.

Please Note: Groups are either “Restricted” or “Public”.

ey = Bl Public Group f] Restricted Group

o Public groups. Public groups are open for anyone to join

e Restricted groups. Membership in restricted groups is subject to certain
restrictions. These restrictions are usually indicated under the Additional
Membership Criteria section when you request to join.

In this example, the “UoG Tennis Team” is a Public group. Once you have completed
the steps to join the group (as detailed below), you will see a message stating that
you have been made a member of the group.

Back to top
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The group will then appear under your My Groups page and you will be able to
access its member page.

Portal Groups

My Groups  Groups Index Request Group ® Exit @ Help

Group Guest View

August 3, 2009
Your Location: Group Index / Group Guest View

UoG Tennis Team

This is a group for tennis players at the university to talk and arrange to play either on a friendly basis or
to arrange joining the official university team!

< Click on the
“Join Group”
button

Join a Group

Then read the

wWelcome to the UoG Tennis Team group. membership policy,
This is a group for tennis players at the university to talk and arrange to play either on a -
friendly basis or to arrange joining the official university team! and tICk the bOX

Group Membership Policy / once you have read
Mermbers agree not to publish content that is illegal or and UnderStOOd the

contrary to Greenwich university policy, to share their

user names and e-rnail addresses with other members requ|red
of this group and to abide by the university's acceptable ) .
use policy listed at http:/fwww . gre.ac.uk/directory |nf0rmat|0n.
/campfac/guide/ | Failure ta follow university policy will
be investigated and the appropriate actions taken,

Then,

Click “Join”

Required Infor on /
[T 1have read and understood the school's policy on Group Membership, /

If you wish to join a Restricted group, there will be two (2) additional boxes — The
Membership Criteria and Tell Us Why You Want to be a Member... Once you have
completed all sections, agreed to the required information and clicked the “Join”
button, you will see a message stating your membership request has been
submitted. Once accepted (by group leader), the group will appear in your My
Groups index and you will be able to access its member page

Back to top
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Additional Membership Criteria: ReVleYV the
only for journalisrn students Additional

Membership
Criteria,
Complete
requested
information,
tick the boxes
if you agree to

A

Required Information the required
r I have read and understood the school's policy on Group information.
Membership.
Tell us why you want to be a member of the Journalism group: Then
Click “Join”

Membership Request Submitted

Your request to join the
restricted group will be
‘Y our request to join the Journalism group has been submitted and must be
submitted to the group leader.
approved by the
group’s leader.

If you are not able to locate your group, you can perform a search using the “Group
Search” section (located at the bottom of the Groups Index page). Your search can
include Group Names, Titles and/or Descriptions:

Group Search

. Group Group Group
Searchfor: M 1 es M Titles K Description

That contain: [Football Search This is an example of a
Search for all groups
with the Name, Title or

Description being
“football”.

If you are still not able to find a group to join, then you can start your own group.

Back to top
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Requesting a New Group

First click on the 'groups’ icon located at the top of your portal screen (see example
image below).

= O

Logout Help

- E - -:I

E-mail Calenda eedback

To request a new group, first check the “Groups Index” to see if that group already
exists. If not, then click on the “Request Group” tab and complete the form. A group
studio administrator will have to approve your group, before you can begin to use

the tools available.

Please Note: If you request the creation of a new group, you become the group
leader and have initial responsibility for creating and managing the group
homepage and guest view.

Portal Groups

My Groups Groups Index Request Group

Request New Group Bugust 3, 2009

Submitting this form does not autornatically create a new group, It will send a new group request to the administratar,
whe will approve or deny it

* Requires Group Studio administrator approval
Required Information

Requested By Web Services Team Login

*## Group Name: |
*+ Group Title: |
# Guest Page

IDescription Uses Rich Text ;I

Deascription:
iB 7 U s % o< BRes
dh 47 2 |5 B Souce | |[§, § 1= 1= =
Belzl=lisimn)e
‘ Format |Mormal - | Font - | Size - |¢ g~ | -
*+ Group Category: | - Select Cateqory - =
Group Type: @& Public
" Restricted * Criteria required if selected

Criteria for restricted access test

* The administrator has full access to this group.

Browse Control: The Group Index page currently allows anyone to browse or search for this group. Select
one or more roles to control access.
Selected Roles Unselected Roles
- Account Admin -
Account Administrators
Account Checkers

Adrmin,
.\}::Imln!strator Back tO tO[z
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To request creation of a group, you must determine whether it will be public or
restricted, and you must agree to the group request policies (as described above).
Once you have done this, complete the following steps to request the group:

1. Inthe Group Name field, enter the name of the group as you want it to appear
in the groups’ index.

2. In the Title field, enter a title for the group. This title will appear next to the
group name in the Groups Index.

3. From the Guest Page Description drop-down box, select whether the group's
description will be formatted as plain text or as HTML formatted text.

4. In the text entry field below the drop-down box, enter a detailed description
of the group. This description can be up to 10,000 characters in length and
can include a purpose or a mission statement. This description is initially
posted to the group's guest view screen and can be changed at any time by
the group leader.

5. From the Group Category drop-down box, select the category under which
you would like to put the group.

6. Use the Group Type radio buttons to specify whether the group will be public
or restricted. If you are requesting creation of a restricted group, enter the
group's access criteria in the text entry field below the radio buttons. Please
note: If you would like to make the group open for anyone to be able to join,
then you should make the group "Public". If you would like to add your own
members, you should make the group "Restricted". Users will still be able to
request membership to a restricted group, but will have to wait for you to
authorise them first before they will be able to access any material.

7. In the Request Comment field, enter any optional comments your institution
should know as it evaluates whether to accept the request and create the
group.

8. From the Groups Policy field, read the University’s policy governing online
groups. Check the box showing you have read and understand the policy. You
cannot submit the application until you have checked this box.

9. From the Group Applications checkboxes, specify the applications and tools
you want provided to the group through the homepage. Click the appropriate
checkbox if you want to be able to delegate management of group application
and tools to other group members. Unless you plan to maintain the group's
homepage entirely yourself, you should check this box.

10. Click Submit Request to submit the application. To exit without requesting
group creation, click Cancel.

11. If you chose to submit the request, you will see a window stating your
request has been submitted. Click OK. You are returned to the My Groups

page.

Back to top
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Your group must be approved by a group studio administrator. Once approved, you
will become the group leader.
Group leaders use Group Studio to complete the following tasks:

1.

2.

vl

Create and manage the group homepage, including the links, news articles,
files, and photos posted to the homepage

Create and manage the group guest view page, including the group
description and information, and any links or photos that would be
appropriate to be viewed by non-group members

Set up the group message board with topics and an overall description, and
deleting topics, messages, or replies as necessary

Create and manage the group calendar

Activate and deactivate group members as necessary, including approving or
disapproving membership requests for restricted groups

Assign privileges to group members so responsibility for any of the above
tasks can be delegated

Back to top

Customising the Portal
Page 8 of 30



Portal Help Material

Groups Activity Channel on the home tab

By default, there should already be a “Groups Activity” channel on your home tab. If
not, then please follow the instructions to add this channel from the Adding
Channels section above.

Within this channel, you will see a list of recent activities done by the groups’
members, such as files and documents being added. In this example, there was a file
added to the group called “Portal Help Group Test”. When you click on the document
link, it will open the file.

Groups Activity EEX A file called “Portal Help

Weh Services Team / GrOUp Test” has been

Files: / added to the group’s files.
Portal Help Group Test.doc (Mar 30, 2007)

Back to top
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Using the Group Tools

Sending Group Announcements

As a group member you can send announcements to the members of your group.
These announcements will be displayed under the members “Personal

Announcements” channel located in their portal account. Announcements will be
displayed for 7 days.

To send an announcement,

Click on the ‘groups’ icon from the top right menu.

Then click the title of the group from the ‘My Groups’ section. A new

window will pop up, displaying your group’s homepage.

From the menu on the left, click on the ‘Announcements’

Then ‘Send Announcement’.

link

Portal Groups

My Groups Groups Index Reqguest Group

Click on the
Announcements link

b Homepage - Photography club

on: Group Homepage

® Exit (@ Help

Algust 3, 2009

Mo Announcements,
Announcements r/
Mews | ® More announcements... F Send annourCements

Group Tools | Announcements

Homepage

Then, click on the Send
Announcement link

Photos
Links

Files | Message Board Topics
Message Board

Calendar

E-mail | ® More Topics... 1 Post a topic
Chat

Members

There are no message board topics.

Man

Manage Guest Wiew

Manage Photos

Content Tools
age Homepage

Manage Mews

Manage Links
Manage Files
Manage

Moccana Paard

Back to top
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Portal Groups
My Groups Groups Index Request Group * Exit (@ Help
Compose Announcement - Photography club August 3, 2000
Your Location: Group Homepage / Announcerments / Cormpose Announcement
Group Tools . -
* Title: [Memnbers Meeting
Homepage
Announcements | Announcements: | Announcement Uses Rich Text - |
Mews . g — .
Phatos £ o e el il B B @ Give your
Lihlks HIv a5 &7 | =] Source | i= | iz : 1 Ar:_rli)urlﬁement
Files E — == . atitle en
Message Board === &0 = & type y’OUI"
Calendar ‘ Format | Narmal - | Fant | Size : announcement
E-mail .
chat Members meeting on 10th August at Club Ha | / and click the
Members send button.
Content Tools
Manage Homepage
Manage Guest Wiew
Manage MNews
Manage Photos
Manage Links
Manage Files
Manage
Message Board
Manage Calendar Delivery Date: Mon Aug 032 2009
Manage g |
Announcements Days Active: |7
Expiration Date: Mon Aug 10 2009
Configuration Tools
-ml __l:ancel
eneral Sattinns

The Compose Announcements screen lets a group leader, course leader, or group or
course member with appropriate permissions compose an announcement to be
displayed on the group or course homepage. Please note that the email addresses of
the group members do not appear in the To box.

1. To compose an announcement, enter a title for the announcement in the Title
field.

2. Enter the text of the announcement in the Announcement field.

3. To send the announcement to all group or course members, click Send. To
exit without sending, click Cancel.

The announcement will then appear under the ‘Personal Announcements’ channel
the next time any member of that group logs into the portal.

Announcements ==

The announcement will appear under
Your Announcements:

the members’ ‘Your Announcements’
section of the Announcements

» Members Meetingd . .

o Help the Union freshen up its image! Channel, the next time they log in. The
+ University bus to Medway - introduction of fares title that was glve.n tq the

+ Summer bus service to Medway Campus announcement will display here.

.

Classified Ads Channel

University Announcements:

Back to top
Customising the Portal
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The full announcement will be displayed when this link is clicked (see image below).

Back to - 1% 5
Home Tab E-mail Calendar Groups Admin feedback

- ©

Logout  Help

Personal Announcements

« Members Meeting

» Help the Union freshen up its image!

* University bus to Medway - introduction of fares
+ Summer bus service to Medway Campus

+ Classified Ads Channel

Date: August 10, 2009 & Delete

Subject: Members Meeting
The next members meeting is at the club HQ

[ back to top

Date: August 7, 2009 ¥ Delete

Subject: Help the Union freshen up its image!

With a new academic year approaching the Students’ Union is looking to change its logo by adopting 3 new re-freshed
version to symbolise a fresh start. Please follow the link below to submit your opinions & feedback. We'll also draw one lucky
student to receive a £25 Amazon voucher.

http://www.surveymonkey.com/s.aspx?sm=ubZrg3t56MSar1eV0OglgUQ_3d_3d

Thank you in advance,
Brnean i Anncn

sl

[ @ mtermet

fporee [ I |

Sending Emails to your Group

H100% -

The E-mail Members page lets you specify which members of a group you want to

receive an e-mail message.

From the list of group or course members, tick the box next to the name of the
members you want to receive the e-mail message. If you want to send the e-mail

message to all of the group or course members, click the Select All button.

Portal Groups

My Groups  Groups Index  Request Group

E-mail Members - Photography club

Your Location: Sroup Homepage £ E-mail Members

x Exit @ Help

August 3, 2009

Group Tools | Te e-mail all members, click Select All and then click Send E-mail. To send e-mail to
more members, select their checkboxes and click Send E-mail.
Homepage
Announcements ;
Member List
Mews
Photos ember Marme Member Type
Links Merber
Files 1gg229, ugg22s Leader
Message Board
Calendar
E-mail

Back to top
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Then click the
Send E-mail
button.
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Information:

This message will be sent (Bce) to the members you selected in Photography club, even though their names
are not displayed in the Bec field,

Feel free to add any other recipients, but remember that any addresses you add to the To or Ce fields will be
visible to all recipients of the message.

Enter Recipients: Separate recipient names with commas.

. — ] You can specify other
To: IUndlscIosed-rec:|p|ents:,' Addegss .. .
e | Becs | \T—"—‘i recipients, who are not in

¢ e the group, to also send

Enter Subject: | your email to.

Enter Message:

IHTMLText vI
T e e % @ @ 1 Esoue
HEE = 3k = ) $ 0O &

‘E Farmat |Marmal ~ | Font * | Size < Tﬂ' @'

f

1

Enter your email text then br T add signature [T Reguest Read Receipt
click the Send button

»
> Cancel

Back to top
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Viewing and Posting Group Files

You can view and access files posted to the group from the Group Files page. This
page lets you navigate through the folders created to store shared files, displays a
list of the files stored in each folder, and lets you search for files.

You can also add a file for members to view. The leader(s) for the group must
approve of your file before it is released to the group. The leader will not receive any
notifications that files are waiting to be uploaded, and must therefore be sure to
check the portal regularly for any updates.

Portal Groups

My Groups Groups Index Request Group ® Exit (@ Help
Group Files - Photography club August 3, 2000
Your Location: Group Hormepage / Group Files
Group Tools | Folders Files in Photography club R
See a list of
Homepage | & photography club Carmera.htrml ¢ files already
. Announcements . .
Click on the Nowe Compatison Chart.xls posted to the
Files link to Bhotos Pictures of Squirrels.dac group
access and Links
postgroup | 5 Fies .
files Message Board ® Add a new File to Photography club
Calendar
E-rnail Fil .
Chat Click on the Add a
Memb search for: W File Mame New File link to Content
embers . -
that cantain: | add more files.

Content Tools
Manage Homepage
Manage Guest Wiew

Manage Mews

Manage Photos

Manage Links

Manage Files

Once you have clicked on the Add a New File link, you will have to browse for the
file from your computer or other storage device.

Back to top
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Portal Groups

My Groups  Groups Index Request Group

Add a File - Photography club

Your Location: Group Homepage f Group Files £ Add = File

® Exit (@ Help

August 3, 2009

Group Tools Add files of any type. Files may not be larger than 1 ME.

Homepage

Added By: Web Services Team Login
Announcements

Mews Folder Mame: Photography club

Browse for the file from
your computer or other

Photos File Mame |

Links

Files

Message Board
Calendar
E-rnail

storage device, and then
Browse 4 click the Add File button

| add File || cancel |

Your file has been submitted for approval by your
Group Leader

Once you have added your file,
you will get this screen. You must
wait for your file to be approved by
a group leader.

Please note:

e Maximum file size for files allowed is 50MB
e Disk quota per group is 10GB

e Maximum files per group is 500

e Maximum news items per group is 300

e Maximum info per group is 300

e Maximum links per group is 300

e Maximum photos per group is 300

e Maximum members per group is 1000

Back to top
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Additional Tools Available for Group Leaders

As the group’s leader, you will have more tools available. These will be accessible
from the menu on the left, as shown below.

Portal Grc

My Groups Groups

Group Hom

Your Location: Group He

Group Tools
Homepage
Announcements
MNews

Fhotos

Links

Files

Message Board
Calendar
E-rnail

Chat

Mermbers

Content Tools
Manage Homepage
Marnage Guest YWiew

Manage Mews

Manage Photos Manage Files link allows you to approve of

Manage Links

Mamage Filos files submitted by other members, as well
Manage as move, remove or update existing files.

Message Board
Manage Calendar

Manage
SNNOUnCeEments

Configuration Tools
General Settings

The Members link allows you to see a

spplications list of members, assign permissions to
Sub-eroues individual members and approve of
Permissions pending membership requests.

Personal Tools
Groups Policy
My Profile

Back to top
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Manage Group Files

The Manage Files page allows a group leader, or group member with appropriate
permissions, to manage the files available through the group homepage.

Portal Groups

My Groups Groups Index Request Group

Manage Files - Photography club

Your Location: Sroup Hornepage / Manage Files

The group leader (or member with

— appropriate permissions) can edit
Group Tools | Folders Files in Phaotography club__{ - files or delete them here.
HOMEPAgE | % photography club I & cam
Announcements -
— - parison Chart.xls
Photos [ & Pictures of Squirrels.doc
Links
: )
Files [Delete | The leader will
Message Board also be able to
Calendar see any files
E-mail i
Chat Mew File Requests: There is 1 request for a new file. pendlng approval
Members Add New File: | Lo, |
Content Tools o tew |
Manage Homepage Hb-roider:
Manage Guest YWiew
Manage News
Manage Photos File and Folder Search
Manage Links
ge Search for: ¥ File Names ¥ Folder Names ¥ File Content
Manage Files
Manage that contain: | Search
Message Board

When you click on the link for the new file requests, a window will pop up with a list

of pending file requests.

Portal Groups

My Groups Groups Index Request Group

File Request Queue - Photography club

Your Location: Group Homepaqge / Manage Files / File Request Queue

August 3, 2009

Group Tools
Homepage
Announcements
Mews

Requests for new files

File Mame
[T Blue hills.jpg

Folder

Photography club

Requestar

Miss Alysa Mangal

Photos

[ Activate || Delete || Done |

Links
Files

hilmer—me On-ed

The selected files have been activated

Back to top
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file, and then clicking the
Activate button, the file will be
made viewable to all members.
A confirmation will appear.
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Manage Group Members and Membership Requests

L
Configuration Tools

General Settings

Applications

Sub-Groups The Members link is only available to the group
Mermbers leader, or member with delegated permission.

Permnissions

The Manage Members screen lets a group leader, or member with delegated
permission, manage the status of group or course members.

Any new membership requests must be approved by the group leader (this is only
necessary for a restricted group and does not apply to public groups).

To approve new members, click on the Members link, located under the
Configuration Tools menu, on the left (see image above). Then, click on the
Membership Requests link to see a list of pending members. Then click either the
Approve or Deny button. To view the member’s profile, click on the name.

- . . . o . - . - - . i

Rakd = o

Portal Groups

Click on the
Membership Requests

to see a list of pending ]
Manage Members - Cookery club members. g I

Your Location: Sroup Hornepage / Manage Mernbers

Group Tools | €lick a member name to view mber
qroup,

Hormepage
Snnouncements | ® Membership Requests | ¢ Kctive Members | [

My Groups  Groups Index Request Group Exit @ Help

Then click either
Approve or Deny.

ofile, change m

mbers [ Add Members

Mews
Phatos | New Membership Reguests

Links [ Hame Requgfted On

Files | [ Miss Alysa Mangal August 02, 2009
Message Board Approve Members | | Deny Memhersﬂip requests
Calendar
E-rmail
Chat
Back to top
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From the Active Members link, the leader can see a list of all members of the group
and their Member Type - that is if they are a leader or a member. They will also be
able to see the last time that that member visited the group’s page, as well as
Inactivate or Delete that member. To Inactivate or Delete a member, tick the box
beside their name and then click on the Inactivate or Delete button at the bottom
of the page.

To view the member’s profile, click on the member’s name.

Under Active Members link,
Portal Groups leaders can see all members

and their status.
My Groups  Groups Index  Request Group =it @ Help

To see the member’s profile,
Manage Members - Cookery club click on his/her name.

Your Location: Sroup Homepage / Manage Members

Group Tools Click & rmernber narme to view mermber ppdfile, chfange rmermber status or Femove from
aroup.
Homepage

[+ Membership Requests [ ive Mimbers [ Inactive Members ©» Add Members

Announcements
Mews . .
Photos | Active Members Tick the bOX’bES|de
! -~ the member’s name
Links I_ Mame Mermber Type Hormepage Last Wisit h | k
Files | [T Miss Alysa Man August 03, 2009 ar:g t Ent:;: Ic i on
| r n
Message Board | 59215 Mernber Tgust 03, 2009 either button 1o
Calendar Inactivate or Delete
E-mail | [ uo9te a member.
chat | [ Mermber
Members r Web Services Team | August 03, 2003

Lagin *

| Inactivate Members | [ Delete Members |

Content Tools
Manage Homepage * %ou may not inactivate or delete yourself because you are a Group Leader.
Manage Guest View

Manage Mews

Manage Photos

Manage Links

Manage Files

Manage
Message Board
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Portal Help Material

Once you click on a member’s name, you will have access to edit that members
profile via the Edit Member Profile screen.

The Edit Member Profile screen lets a group leader delegate group management
tasks to another group member. The screen also lets a group leader deactivate the
group member's membership in the group.

Portal Groups

My Groups Groups Index Request Group ® Exit (@ Help

Edit Member Profile - cockery club

Your Location: Group Homepage / Merbers / Edit Maermber Profile

August 3, 2009

Group Tools
Homepage

Member Information

A " MName: uggz21l7
nnDuncer;eer:V; Member type: Member
Photos Member siﬁcg: August 03, 2009 The Edit Member Profile
Links HLaSt Visit: August 03, 2009 Screen allows the leader to
Files pmepager delegate tasks to other
Message Board Status: [active =] group members.
Calendar
E-mail | Delegated Permissions

Chat

Tick the desired task box,

vempare || Group Leader and then enter an
W Home Page V¥ Guest Page explanation for why
c ¥ News Publishing 2 Tto Publishing permissions have been
ontent Tools ted in the Expl ti
Manage Homepage | ™ Link Publishing ¥ File Sharing ?raget_ n be Xplanation
i Oor ACtiOn DoxX.
Manage GuestView | [ massage Board ¥ Calendar
Manage News
W aAnnouncements

Manage Photos
Manage Links
Manage Files

Manage
Message Board

Manage Calendar

Manage
Announcements

Configuration Tools

General Settings
Applications

Explanation for action

Mote: vou must explain every change made to a member's profile,

To save your changes, click
the Update Profile button.
To exit without saving, click
Cancel.

| Delete Member | [ Update ProfiLH Cancel |

Back to top
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Portal Help Material

Adding Members to Groups

You can only add members to a RESTRICTED group. If you are unable to add
members, change the group type to Restricted from the General Settings link.

Configuration Tools

General Settings

Apart from adding members who request membership, a leader can also add
members proactively by performing a search. Searches can be done by User’s
Name, ID and Login details or by Email Address.

In the example given below, the Search was done by typing in the user ID ugg226
and then clicking the Search button. The results are displayed in the Search Results
box. Simply click on the name that you would like to add, and then click on the Add
button. You will then need to type a brief message which will be sent to that user to
notify him/her that they have been added as a member to the group.

Portal Groups

% Ex

—

My Groups Groups Index  Request Group
From the Manage
Members screen,

click on the Add

Manage Members - Cookery club

Your Location: Group Homepage / Manage Membars

August 3, 2009

Group Tools | Click a member name to view member profile, change member status or remove from MemberS ||nk to
N he Add
omepage
Arnouncements | M Membership Requests | ® Active Members | [ Inactive Members [ Add Members get to the

Members screen.

Blrse

Portal Groups

<

My Groups  Groups Index Request Group = Exit @ Help

Add Members - Cookery club

Your Location: Group Homepage / Members / Add Members

August 3, 2009

Group Tools To add members, select the method you would like to use, Choose from Search for Users,
Add by Login, Add by Email
Homepage
Announcements | Search for Users
MNews Search for Users  &dd by Login add by Email
Photos
Link Login Mame: [ugg2ze You can search by any or all of
ks ) 4 the following: login name, first
Files First Mame; | name and last name. You can
Message Board do wild card searchs by using
calendar ' the asterisk (*) character.
[ search | [ Reset | Example: *3* in the login name
E-mail _ - field would return all users
chat whose login name has the
letter 1,
Members

Content Tools
Manage Homepage
Manage Guest View

Manage Mews

Manage Photos

Manage Links

Manage Files

Manage
Mere=mm OA=eA

[ |

Select the users you want to
add from the results list and
click Add. You rmay also add all
users in the results list by
clicking Add all.

Search for user, then click on
user's name and click on the
Add Members button.

|_Add Members || Add All as Members | [ Cancel |

Back to top
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Group Member Permissions

You can delegate group tasks by clicking on the group members name and then
editing their profile. You can also delegate tasks to more than one member at a time
via the Permissions page, located under the Configuration Tools.

Configuration Tools

General Settings

Applications Click on the Permissions
Sub-Groups link, located under the
Mermbers Configuration Tools

section, to delegate tasks
to group members.

Permissions

Portal Groups

My Groups Groups Index Request Group ® Exit (@ Help

Group Permissions - Cookery club

Your Location: Sroup Homepage / Group Permissions

August 3, 2009

Group Tools
Homepage
Announcements

Permission Listings
Apolkackn Hempes Descrlockon

Web Services Team
Login

Group Leader Manage Group

Mews

Phaotos

Links

Files

Message Board

=
=
=
2]
Calendar E Photo Publishing
=
=
2]
=
2]

Horme Page Edit Home Page

Guest Page Edit Guest Page
Mews Publishing Publizh Group News Articles
Uplaad Group Photos
E-mail
Chat
Members

Link Publishing Add Group Internet Links

File Sharing Shared Sroup Files
Message Board Share Group Messzages
Calendar Group Calendar Events

Content Tools
Manage Homepage

Manage Guest View

Announcernents

\ To assign tasks to group

members, click on the Edit
button beside the task that
you wish to delegate.

Froup Announcernents

Once you have clicked on the
Edit link beside the task that
you wish to delegate (from the
previous page), then click on all
the members that you wish to
assign this task to. Then click on
the Add button.

Portal Groups

My Groups Groups Index  Requ

Edit Delegated Permissions - Cookery club

Your Location: Group Homepage / Group Permissions / Edit Delegated Permissions

August 3, 2009

Group Tools | Te Add a member to this permission set, select them from the Membership Lis click the
"Add" button, To Remowe a member, select them from the Current Dele Admins list and
HOomMepage | dick the "Rermove” buttan.

A””D“”EE”&Z:z NOTE: Group laaders are not listed sincs they automaticalkTiave all delegated permissions. If a member has already been
Fhotos | Edit Delegated Permissions for e Page aSSign_ed this task, you can click
Links | ¢ Memb o ¢ Deleaated Admi on their name from the Current
' urrent Members urrent Delegate mins .
Files 4 2 Delegated Admins box and

Message Board | [Miss Alysa Manga\zl
uggZly
Calendar ||10515
E-mail ||uggzis
Chat

Members

then click the Remove button.

Content Tools = Once you are through

Manage Homepage
Manage Guest Wiew
Manage News
Manage Photos
Manage Links

W e Cilae

[add | [ Remove |[ Done j&——___ | adding or removing

HINT: Each time you click the add button or the remove button,
the Delegated admin list is re-saved and is active. This means you
may simply click the "Done" button when you're finished.

Back to top
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Portal Help Material

Adding Sub-Groups

tonfiguration Tools To manage or add sub-
General Settings groups, click on the Sub-
Applications Groups link located under the
Sub-Groups Configuration Tools section.
Mermbers

Permissions

Portal Groups Click on the Create
New Sub-Group link to
My Groups Groups Index Request Group add a new sub-group
Group Tools | popant Group
Homepage
Cookery club
Announcements
Mews
Photos | Click on a sub-group title to modify it To inactivate a sub-group, check the box and dlick
. "Inactivate,"
Links
Files | Active Sub-Groups ¥ Create a New Sub-Group
Message Board Sub-Group Name
Calendar
E-mail | There are no active sub-groups.
Chat

Members | Inactive Sub-Groups
Sub-Group Marne
Content Tools
Manage Homepage
Manage Guest View
Manage Mews
Manage Photos
Manage Links
Manage Files

Manage
Message Board

Manage Calendar

Manage
Announcements

There are no inactive sub-groups.

Back to top
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Portal Groups

My Groups  Groups Index  Reguest Group ® Exit (@ Help

Create a New Sub-Group - cookery club August 3, 2009

Your Location: Group Hormepage / Manage Sub-Groups f Create a New Sub-Group

Group Tools
Homepage * Sroup |
Announcements Mame:

News | graug | Givethesub-groupa
Photos Title: name, title and
Links » Guest description. Then click

Files Page IDescription Uses Rich Text ;I on the Create GrOup
Message Board | Description:

Calendar button.
E-mazil im S o e P
E = { ] Souce [& E = =

Chat
N =1 P

Mermbers
Content Tools E Format | Mormal - | Font - | Size
Manage Homepage =
Manage Guest Wiew
Manage Mews
Manage Photos
Manage Links
Manage Files
Manage
Message Board
Manage Calendar ™ Sort by last name

Manage
Announcements

by

Ak
m

m & e

[T

Pl

Create Group || Cancel |

Configuration Tools
Ganeral Settings
Applications

Content Tools
Manage Homepage
Manage Guast View

Manage News

Manage Photos

AR L Manage Files link allows you to approve of

Manage Files ¢ files submitted by other members, as well

Manage as move, remove or update existing files.
Message Board

Manage Calendar

Manage
Announcements

Configuration Tools
General Settings

Applications ;
The Members link allows you to see a

list of members, assign permissions to
Members 4 individual members and approve of

Permissions pending membership requests.

Sub-Groups

Personal Tools

You are a Group Leader
Groups Policy

My Profile

Back to top
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Group Calendar

When you create a group, a group calendar is automatically created for you. All
members of that group will have access to the group calendar (see the Adding Group
Members sections for more information on adding members to your group). To
access the calendar, click on the “Calendar” icon located at the top left of the portal
home page.

- ©

Logout Help

From the “Current Calendar” drop down list, select the group’s calendar. Members
of the group will be able to view all entries made in the calendar, however, they will
not be able to add or edit entries unless they have been given permission to do this
by the group leader (see below for more information).

m Calendars  Calendar Sets  Optlons * gt Y elp
‘E) D | Q | B | & cataron, [50% skt )
Mav Event  Maw Task ump To Pantable Sesrch >
Web Services Taam
Pectel Suppont
LETPOP
< averview | day | week | month | jrem
= August 2007 year | companson Dawd Cane
Mr Anthony Cifton Xandler
- Mz Alyea Mangal
= o2 04 03 06 07 08 OF 10 13
|® @® @ @® @ @® @ 13 13 14 1% 14 17 28
!OS 58 5 o6 5 T i 1% 20 21 22 23 24 29
e @ @ ® ® @® ® 26 27 20 29 30 34
| Today (81 07/00/2007
l12 13 14 15 16 17 18 e
® @® @ ® @ @ @
l19 20 21 22 23 24 25 Action items
j‘@ @® @ ] @ @ @
;26 27 28 29 30 3 [T
;0 0 O test 0 0 0
-‘ anothaer test
SUNGARD'
. HIGHER EDUCATION _ =]
"]M | f_‘ Internat &
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Portal Help Material

Assigning Calendar Permission

As group leader, you can assign permissions for group members to be able to edit
the calendar. To do this, click on the “Groups” icon from the portal home page.

E-mail Calendak Groups feedback

= ©

Logout Help

Then click on the name of the group.

The next screen brings up the Groups Homepage. On the left are various options.
Click on the “Permissions” link located under the Configuration Tools section.

Next, click on the Edit button beside the Calendar application (see image below).

Portal Groups

My Groups Groups Index Request Group ® Exit @ Help

Group Permissions - Cookery club

Your Location: Group Hormepage / Group Permissions

August 3, 2009

Group Tools | parmission Listings

Homepage Anlizackn Hempes Desclmion
Announcen;zr::z E Group Leader LwozliJnSeruices Team Manage Group
F‘hD.tDS E Home Page Edit Horme Page
LF”TkS E Guest Page Edit Guest Page
Message BD;er; [# news Publishing Publish Group News Artides
Calendar E Photo Publizhing Upload Group Phatos
E-mail E Link Publizhing Add Group Internet Links
Chat | [ File sharing Shared @roup Files
Members E Message Board Share Group Messages
Calendar Group Calendar Events
Content Tools | @roup Announcements

Manage Homepage
Manage Guest View
Manage Mews
Manage Photos
Manage Links
Manage Files

Manage
Message Board

Manage Calendar

Manage
Announcements

Configuration Tools
General Settings
Applications
Sub-Groups

Membeﬂry
Permissions

Step 2. - Click on the Edit
icon beside the calendar.

Step 1. - Click the
Permissions link
(located under the
Configurations Tools)

Back to top
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On the next page, click on the name of the person(s) you wish to have permission to
modify the calendar and click on the Add button. Once all members have been
assigned permission, click the Done button.

Portal Groups

My Groups  Groups Index Request Group

Edit Delegated Permissions - Cookery club

August 3, 2009

Your Location: Group Homepaage / Group Perrmissions / Edit Delegated Permissions

Group Tools
Homepage
Announcements
Mews

Phaotos

Links

Files

Message Board
Calendar

E-rail

Chat

Members

Content Tools
Manage Homepage
Manage Guest WView

Manage Mews

Manage Photos

Manage Links

Manage Files

Manage
Message Board

Manage Calendar

Manage
Announcements

Configuration Tools

General Settings
Applications
Sub-Groups
Mermbers
Permissions

To Add a member to this permission set, select thern from the Membership List and click the
"#dd" button. To Remove a rmember, selec them from the Current Delegated Admins list and
click the "Rermove" buttan,

NOTE: Group leaders are not listed since they autornatically have all delegated permissions,
Edit Delegated Permissions for Calendar

Current Members Current Delegated Admins

ugg2l7 =

E=

| Add || Remove H Done

or the remove button,
dis active. This means yau
en you're finished.

HINT: E¥ch time you click the add butt
the Deledated Admin list is re-saved
may simpl¥ click the "Done" button

Click on the person’s name and
then click the Add button. When
finished, click the Done button

® Exit (2 Help

The above instructions will allow you to give more than one person permission to
modify the calendar. Alternatively, if you would like to give only one person

permission to do many things, then you can follow the guidelines below.

Click on the Members link located within the Configuration Tools menu.

Back to top
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Portal Groups

My Groups  Groups Index Request Group ® Exit (2 Help

Group Homepage - Cookery club August 3, 2002

Your Location: Group Hamepage

Group Tools | Announcements

Hormepage
No Announcements.
Announcements
Mews | [ More announcements... [ Send announcements
Photos
Links

Files | Message Board Topics
Message Board

Thare are no message board topics.
Calendar

E-mail | ® more Topics... ® Post a topic
Chat

Members

Content Tools
Manage Homepage
Manage Guest View

Manage MNews

Manage Photos

Manage Links

Manage Files . .
Manage Click on the Members link to
Message Board aSSign permissions to an
Manage Calendar individual person
Manage
Announcements

Configuration Tools
General Settings
Applications
Sub-Group,
Members
Permissions

The next screen displays the “Manage Members” screen. Click o the “Active
Members” link to see a list of current members, and then click on the group
member that you wish to give access to edit the calendar.

Portal Groups

My Groups ~ Groups Index Request Group . . X Exit (@ Help
Cligk on Active
Manage Members - Cookery club mbers link. |, 3 200s
| Your Location: Group Homepage / Manage Mermbers
Group Tools | Click a member name to view member pfi\e, change member status or remove from
Homepage o &
Announcements | Membership Requests [ Active Members | [ Inactive Members [ Add Members
Mews
Phatos | Active Members
Links | [T Mame Member Type Homepage Last Visit
Files | [T Miss Alysa Mangal  Mernber August 03, 2009
Message Board | = o5 Delegated August 02, 2009
Calendar
uggzls Mernber August 03, 2009
E-mail r b
Chat I_ ugggle Member August 03, 2009
Mermbers - t\;eg?n ervices Team | oo August 03, 2009
Content Tools | Inactivate Members H Delete Members |
Manage Homepage * ¥ou may\not inactivate or delete yourself hecause you are a Group Leader.
Manage Guest View Y
Manage News Click on the group

member’s name who you
wish to assign permissions

Back to top
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From the next page, tick the box next to Calendar and type an explanation for your
change. Then click on the Update Profile button. The explanation will be emailed to
the group member.

Portal Groups

My Groups Groups Index Request Group ® Exit (2 Help

Edit Member Profile - cookery club

Your Location: Group Homepage [ Members / Edit Member Profile

August 3, 2009

Group Tools | mMember Information
N Homepagte Mame: ugg219
mnouncerrn\lzr‘wlé Member type: Member
Phatas Member sm.cei August 03, 2009
Links Last Visit: August 03, 2009
Filas Homepage:
Message Board Status: Inctwe 'I
Calerdar s Tick the Calendar box, type an
E-mail | Delegated Permissions X J
Chat P explanation, and then click the
Members Update Profile button.
Home Page Guest Page

MNews Publishing Photo Publishin

Link Publishing

Content Tools
Manage Homepage
Manage Guest View

Manage Mews

Manage Photos

Manage Links

Manage Files

Manage
Message Board

Manage Calendar

Manage
Announcements

JOan

Calendar

Message Board

[ B A e R

Announcements

Explanation for action

| Nete:You must explain every change made to 3 member's profile.
Configuration Tools
General Settings
Applications
Sub-Groups

Delete Member H Update Profile H Cancel
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Remove a group

1. Click on the 'groups' icon at the top of the portal page.

- m - .:I

E-mail Calenda eadback

= O

Logout  Help

2. You should be on the "My Groups' page which will list all the groups that you
are currently a member of.

3. Tick the box beside the group(s) that you no longer wish to be a member of

4. Then click on the 'Remove’ button.

Click on My Groups tab

Por‘tTGry

My Groups T Groups Index  Request Group Xl Exit (2 Help

Tick the box beside the
group you wish to remove. August 3, 2003

My Groups

To wiew a group, click on the gro
Femouve,

itle, To remowve a group from your My Groups List, dick the check box and then dick

-
-
v

Cake Eaters Group

Cookery club -
Then, click the

Remove button
Photography club Photagraphy club

Paortal Training Restrict Restricted Access Group
¥ Groups Index ¥ Request Group

Groups Policy - Click here to read the rules and regulations for creating and leading a group.
Membership Policy - Click here to read the rules and regulations for joining and participation in a group.

i Cricket Fan Club Cricket

5. A dialogue box will appear asking you to confirm that you wish to remove
that group. Click 'ok'.

6. This will remove your membership from that group, and remove the group
from your 'My Groups' list.

Microsoft Internet Explorer 5]

\ ? ) Are you sure you want to remove your membership(s)?
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