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Introduction

This User's Guide is to document the methods used to create and maintain the Broomfield High
Schools Band's web site. The domain name is BroomfieldBands.org which was established with the

web site hosting company.

Procedures
Who does what.
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Web Site Updating and Maintenance Tasks

The Broomfield Bands web site is managed and updated by accessing the host site's administration
pages. Access is restricted to thosegranted with a valid userid/password as managed by the Broomfield

The web site can be managed and updated by accessing the link broomfieldbands.org/admin . The
current site was built using a JustHost.com's web site template and then adding/modifying pages as
appropriate. This method allows for web site updates from any computer anytime anywhere with the
required web site credentials.

Admln Access File Edit View History Bookmarks Tools Help
Access the admin site via the link 8 [ et Pt ¥ st i~ ey [V [ st [T com
broomfieldbands.org/admin from any S— B ccocneto chate Takder A Famet
browser window. A valid userid/password
iS required, The primary panel ShOW here @ vain venu (1 Please click here to update your contact information (e-mail address)
. [ Home |
will be presented. 0 TheSandsamicu
o Z:m:;ﬁznd Please click here to update your Security Question, you will need this if
0 élemn;re st you forget your username or password.
[ Band Parents
News Items 0 posne
[ Contact ,’? To edil page content,
B Add a new page '\// selecta page from left menu
Adding

O oy Add a new page)m“m Modify poll

To add a News item click on the “Add
news” icon.

The Add news panel creates a news items in @, @5 ?1
four fields: oy yout conty preve websie
1. Header: This text is only used in the 05
Add news panel where all the P

currently displayed news items are
listed. It will not be seen on the web
site.

2. Date: Select the 'Month dd, yyyy' format.

3. Short text: This is the headline text shown in the news column along side the item's date. This
becomes the click-able text to bring up the full news item.

4. Long text: Here is where the complete news item is composed and created. It will be seen as
the primary panel whenever the item is selected from the news column.

Editing
To modify an existing news items click on the Add news icon and scroll to the bottom of the resulting
page. The “News currently displayed on the website” section is displayed where the heading field and

short text of each item is shown. Click the “Edit” button beneath the item to be changed. Make the
modifications and save the changes.
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Deleting

News items eventually become, well, not news. To remove an item from the web site click the Add
news icon, scroll to the bottom, and select the “Archive” button on the news item to be removed.
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Calendar

The Broomfield Band's calendar is hosted by an external site http://my.calendars.net/ and is only a link
from the BroomfieldBands.org site. Calendars.net is a free online web calendaring service made
available by the Policy Initiatives Group and Public Online Group of Portland, Oregon.

Viewing
The calendar can be viewed from the Calendar link in the BroomfieldBands.org menu. Alternatively
the calendar is accessible directly from any browser using the URL my.calendars.net/broomfieldbands .

From the calendar BroomfieldBands.org is accessible via a link embedded within a heading in the
Calendar.

Other than these two cross-referrenced links the Band site and the Calendar are completely independent
of one another.

Events

Adding Events

Events can be added by simply viewing the calendar and double-clicking on the day the event is to
occur. After entering a valid userid and

password a page similar to the right will be — J
displ d File Edit View History Bookmarks Tools Help
1Splayed.
p y View (whfssmiwhit s s m it whfs smiwhitssmiwh March May
Calendail 1 7 3456789101112 13 141515 17 12 1920P8092 2324252627 282930 Duraion  Periodic

The “Calendar Text” field is the text to be
displayed when the calendar is viewed.

The “Popup Text or URL link” field is the
text to be seen when someone clicks of the
event in the calendar.

Create New Calendar Entry Tuesday, April 21, 2009

Calendar Text Start Time am/pm End Time am/pm

BN

Draw Border Category

A
Select the Start and End times from the drop- | PepupTexter UAL link

down boxes or simply leave blank for an all ’

day event. Click the Submit button and the Color Select | Default  Background Color Default  Text color
3 '
event will be added to the Band's calendar. Note: For the Popup Text or URL Link field, entries like http-/www domainname com or

simply www.domainname. com Will create www links on the calendar. Other entered
text will cause a popup window link to be created.

Categories Submit | Reset | Cancel | Help

Events can be categorized by any defined
categories and will be displayed in the
calendar with that category's selected color. Categories are not used in the Band's calendar and should
be avoided until reasonably defined.
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Editing and Deleting Events

Events can be modified

or deleted by selecting
that day from the
calendar bringing up a
web page page similar
to this. Click “Edit” to
change the event entries

File Edit View History Bookmarks Tools Help

“Wievey 'whfssmiwh f = s m 1 w h f s s m 1w h fs s m1wh March May
Calendat 1 7 3456729 1011 12 13 14 15 16 17 18 19 20 21 23 24 25 26 27 28 29 30 Duration Periodic

Create Daily Events for Wednesday, April 22, 2009
7mpe30, BBPA Meeting -Election of BBPA Officers, Approval of

or click the scissors icon| Edt Marching Season Budget ®

at the right to delete the

event from the calendar.

Edit 7mopooop Band Program AWARDS Dessert Celebration &

Calendar Administration

Overall calendar settings and options are manged by clicking on “Administer: This Calendar” at the
bottom of the Band's web calendar. Administration requires what my.calendars.net refers to as the
Settings Level userid and password. This userid/password combination is the same as that of the
BroomfieldBands.org web site administration userid/password.

Security in my.calendars.net is relatively simple. The Administrator or Settings level userid/password
has authority to administer the calendar and manage events. The Add/Delete Events level
userid/password combination only has the authority to manage events. These are the only two userids
defined for the Band's web calendar.
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Web Site Administration Tasks

Web site administration tasks are performed using the link broomfieldbands.org/cpanel .
Administrative tasks include user definitions, file maintenance and site backups.
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