

Timberlake Administrative Access Policy

Permissions

To administer the WIT web environment, there are five levels of access and responsibility based on role and responsibilities within the WIT organization.

Level 1 – Site Administrator

This level allows the individual to access all aspects of the Web Environment:

	(  Sitewide Access
	

	
	( ePublisher Administrator

	( Site Builder Administrator
	( Add Article

	( Add Web Pages
	( Manage Additions

	( Approve Web Pages
	( Modify Articles

	( Manage Web Pages
	( Manage Sections

	( Manage Special Text Areas
	( Manage Articles

	( Membership Administrator
	( Manage Associations

	( Add Members
	( Article Media

	( Manage Members
	( Headline Priority

	( Committee Management
	

	( Membership EMAIL Blast
	( Public Email Blast

	( RSVP Management
	

	( Configuration/Setup
	( Advertising Administrator

	
	( Add Campaign

	( Event Calendar
	( Manage Campaigns

	
	( Manage Advertisers

	( Photo Gallery
	( Manage Sales Reps

	
	

	( Online Polling
	( Site Statistics


No more than five individuals should have this level of privilege.  

1. Chair, Web Presence Committee

2. Vice Chair, Web Presence Committee

3. WIT Project Manager, Potomac Events

4. Web Presence Support Manager, volunteer who works to coordinate site upgrades and changes with Timberlake

5. Web Presence Architect; volunteer who provides technical support to other WIT groups.

Level 2 – Site Builder Privileges

This level allows the individual to access all aspects of the Site Builder Function: 

	(  Site Builder Administrator

	( Add Web Pages

	( Approve Web Pages

	( Manage Web Pages

	( Manage Special Text Areas


All members of the Web Presence Committee and Web Presence Liasons from Workforce Transition and Mentor-Protégé programs.

Level 3 – Content Manager

This level allows individuals to update content within the site including attaching documents as required.  

	( Site Builder Administrator

	( Add Web Pages

	( Approve Web Pages

	( Manage Web Pages

	( Manage Special Text Areas

	( File Library (TBD, Not yet available)


As requested by WIT Committee, SIG & Program Chairs.   Privileges to last for one WIT year and then they must be re-established by request of the Chairs.

Level 4 – Committee Administrator

This level allows individuals the ability to manage committees in addition to the Content Manager permissions.  

	( Site Builder Administrator

	( Add Web Pages

	( Approve Web Pages

	(Manage Web Pages

	( Manage Special Text Areas

	( File Library (TBD, Not yet available)

	( Membership Administrator

	( Add Members

	( Manage Members

	( Committee Management

	( Membership EMAIL Blast

	( RSVP Management

	( Configuration/Setup


Chair and Vice Chair of each Committee, SIG or Program.

Level 5 – Membership Administrator

This level allows individuals the ability to manage membership in addition to the Content Manager permissions.  

	( Site Builder Administrator

	( Add Web Pages

	( Approve Web Pages

	(Manage Web Pages

	( Manage Special Text Areas

	( File Library (TBD, Not yet available)

	

	( Membership Administrator

	( Add Members

	( Manage Members

	( Committee Management

	( Membership EMAIL Blast

	( RSVP Management

	( Configuration/Setup


1. Membership Committee Chair

2. Membership Committee Vice-Chair

3. Up to two Membership Committee Volunteers as requested by Membership Committee Chair or Vice Chair.

Level 6 – Advertising Administrator

This level allows individuals the ability to manage advertising in addition to the Content Manager permissions.  

	( Site Builder Administrator

	( Add Web Pages

	( Approve Web Pages

	(Manage Web Pages

	( Manage Special Text Areas

	( File Library (TBD, Not yet available)

	

	( Advertising Administrator

	( Add Campaign

	( Manage Campaigns

	( Manage Advertisers

	( Manage Sales Reps


1. Sponsorship Committee Chair

2. Sponsorship Committee Vice-Chair

3. Up to two Sponsorship Committee Volunteers as requested by Sponsorship Committee Chair or Vice Chair.

Adminsitrator ID & Password 

Administrator ID is to be composed of First Initial and Last Name of the individual.

Passwords are to be a minimum of six characters and may contain numeric or alpha characters.

Default password for setting up new Administrator ID: First Name, Last Name Initial & numeric value between 1 and 9.

When setting up a new administrator, Organization and Job Title should reflect WIT affiliation.  Example:  Ellen Manetti, Organization: Web Presence, Title: Vice Chair.  Both email address and telephone number are required.

� 	Currently the only way to provide administrative access to the File Library in Site Builder is to grant Site Administrator privileges, so there are over a dozen WIT members with this level of access.  The April/May release is expected to address this issue so that anyone with ‘Content Manager’ privileges can access the File Library.
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