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                                                                      Managing the Section Workspace

Objectives: To review Site Director Responsibilities from first online training and build an understanding of the Section Workspace.
Outcomes: By the end of this training you will be able to:

	· Sign-in & Navigate to a Section Workspace.

· Understand Layout of the Section Workspace.
· Create and Import Sections 
	· Modify the Options for a Section.

· Add & Edit Pages in a Section.

· Organize Pages within a Section.

· Assign Section Editor Privileges.
· Control Section & Page Viewing Privileges.




Who should attend?  Site/Subsite Directors, Channel Directors
How many should attend?  1 to 5 attendees is our recommendation
How long will training last?  1.5 - 2 hours

How is training conducted?  Audio: Conference Call / Video: Online GoToMeeting® Session
Prerequisites:  Initial Online Site Director Training or equivalent experience



Session Agenda
I. Site/Subsite/Channel Director Responsibilities 
a. The Channel Workspace

i. Creating a Section

ii. Section options
iii. Move a Section

iv. Delete a Section

b. The Site or Subsite Workspace

i. Section Robot

II. Section Management – Section Workspace 
a. Summary Tab Overview (Details below)
b. Tools Tab

i. App Manager

ii. Approve Visitor Comments

iii. Files & Folders

iv. Forms & Survey

v. Reports

c. Editors & Viewers Tab

i. Assign Section Editors {By Groups or Individual Users}

ii. Assign Section Viewing Rights {By Groups or Individual Users}

d. Statistics Tab

e. How Do I… Tab {Area-Sensitive Online Help Resources}
III. Overview of “Current Pages” 
a. Review Page Types 
b. Page Structure / Columns / Apps

c. Page Status
d. Organize Pages

e. Recycle Bin

IV. Adding a Page

a. New Page Button

V. Page Actions
a. Edit Page

i. Manage Apps & Layout

1. Page Layout
2. Adding/Moving Apps
b. Page Options
c. Get Link

d. Copy Page

e. Move Page

f. Delete

g. Set Viewers

VI. Editor Features
a. Overview of Editor
b. App Options

c. Inserting and Editing Text
d. Formatting Text & Paragraphs

e. Inserting & Formatting Images

f. Inserting & Formatting Tables

g. Inserting Links

h. Inserting Rich-Media Objects

i. Using ActiveBlocksTM
VII. E-Alerts
VIII. View Website, Community & Support
