DRAFT

Timberlake Online Publishing System (TOPS) 

Outline for Resource Manual


Approach:
-Use Screen Shots to highlight functions for that page

-Create Scenarios for the Major Site Functions as examples:
------How to Add a Web Page
------How to create a link

------How to Add and Use a Photo
------How to Add and Use a File
-Need to create dummy user ids and passwords for all permissions
-Need to agree on format and structure for manual
-Create manual in Power Point format for posting to WIT site?
Audience:
All Users
1) Login Page {Screen shot}

User Access

· Link: 


http://secure151.timberlakepublishing.com/wit2/login.asp
· User ID and Password



See Access Policy
Site Permissions 

· See Access Policy
2) Home Page {Screen shot}

Top Toolbar (brief description of each & whether available for use)
· Site Builder

· Member Manager

· ePublisher

· eMarketing

· Advertising

· Administrative


Left Navigation (brief notes on each)
· View Site


      -Displays your changes to WIT site for viewing prior to final submission

      -URL for this location is  http://www.wit.timberlakepublishing.com

      -Note: Link is NOT same as live web site link 






(www.womenintechnology.com)
· Sign Off

3) Technical Support
· Contact ### for all web site questions

· Contact Timberlake for ???

4) Other General Issues

Session Length

· Tool will time out after ## minutes, if you are not actively working within the site
Publishing of Content

· Location of Staging Content
· Submission Process

· Length of Time from uploading content to go live?

Audience:
Site Builders
5) Site Builder Home Page {Screen shot}

· Add Web Page

Select Page Location
· Choose a section from the Drop Down Menu for the location of your Page




--Root Level = WIT Home Page


Select Webpage Type


Content Area



–Allows you to switch from Normal to HTML Modes




--Normal Mode functions like MS Word
(Each area needs to be explained……..
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Use of Font Types & Size


-- Best to minimize font type use if using Normal Mode


Creating Tables



--

Cutting/Pasting Documents from MS Word



--Open MS Word document and select text to be copied



--Open Notepad


--Copy text from MS Word into Notepad to create a plain text document



--Paste text from Notepad into TOPS Content Area
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· Manage Web Page

--Choose section of your page from drop down


--Click on Page Name Link to view web version of your page


--Status Policy??


--Priority?


--Actions:
Modify, Delete

· Special Text Areas


--Can new special Text Areas be created? By Timberlake?

· File Library


--You must Upload Files to the File Library FIRST before linking to them on your 

web page


--Create File name that will be used as part of the link for this document


--To reference this file, www.womenintechnology.org/files/documentname.doc

--You may upload the following types of documents:




-Word




-Excel




-Power Point ?



-EXE?




-TXT?


--You may also delete the document from the list

· Add Photo to Gallery


--Photo must be in jpg format only

--Categories 

--Photo Title


--Photo Description
· Manage Gallery Photos


--Available for all yet?
· Manage Gallery Categories


--Can anyone create new categories?  Or this just for administrators?


--Define 1st, 2nd, 3rd level of categories?

Audience:
Membership Administrators
6) Member Manager Home Page {Screen shot}
Left Navigation

· Add New Member 



· Manage Members
· Manage Committees
· Manage Member Types
· Site Access Groups

· Directory Categories

· Directory Permissions

· Pending Committee Memberships

· Membership Mail Blast

· 
Who has permissions for this?  All users?

· Membership Fields

7) ePublisher Home Page (Available yet?)
Left Navigation

· Add New Article



· Manage Articles

· Headline Priority

· Configure Editions

· Configure Sections

· Link Sections to Editions

8) eMarketing Home Page (Available yet?)
· View Site Statistics

· Polls

· Event Calendar

· Send Public Email Blast

· Manage Email Blast

· Manage Email Subscribers
Audience:
Advertising Administrators
9) Advertising {Screen shot}
· New Ad Campaign
· Manage Ad Campaigns
· Manage Advertisers

· Manage Sales Reps

· View Ad Size Specs
Audience:
Site Administrators?
10) Administrative {Screen shot}
· Edit Your Profile (Since only available for Site Administrators, what is process for user to update their information?)
· Add Staff Member

· Manage Staff Members

· Staff Contact List

Questions/Suggestions:

1) Can new sections be added under Add Web Page for use in creating resource manual? 

2) Can we create a thread so people can post their questions?  Someone would have to monitor it, but it would help with the site issues & others could see responses to repeated questions on certain problems.

3) Be available at certain WIT functions to respond to technical questions.

Type full URL link here





??
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