
 

Last Updated: July 25, 2011  1 

Faculty/Staff Member  Help Guide  
FusionTools and FusionPages  

Audience: Website Administrators, Faculty/Staff  
Overview: What are FusionTools?  
FusionTools is a comprehensive, multimedia platform offering Blogs, Photo Slideshows, Videos, Podcasts, 

Wikis, messa ging and RSS Feeds. These tools all coexist in an integrated K -12 safe (i.e. CIPA compliant) 

environment.  It is organized in a manner that is ideal for Faculty/Staff Member s through incredible 

simplicity and efficiency, and provides tools that merge the v alues of class w ebsites and email 

communication.  

 

The student participation platform (commenting on blogs, podcasts, videos, etc .) enables students to 

converse online regarding educational topics posted by their Faculty/Staff Member s. This is an incredible  tool 

for Faculty/Staff Member s who wish to engage students in interactive learning activities after the traditio nal 

time in a classroom ends ð all this in a 100% safe environment that's appropriate for K -12 educational use 

and 100% CIPA compliant.  

 

Fusion Tools include a unique RSS feed solution, which gives each user their own personal feed.  These 

personal RSS feeds contain information regarding their personal events, general school information and any 

updates from all of their Faculty/Staff Member s.  Add itionally, traditional RSS feeds are available for the 

school and each Faculty/Staff Member .  To learn more about RSS Feeds, please visit our RSS section.  

 

Begin Using FusionTools by Setting up a P rofile  
FusionTools are available to all SchoolFusion Facul ty/Staff Members  after login via  

Personal Dashboard > FusionTools  or via Personal Dashboard > My Personal Settings .  

 

Once FusionTools are activated, a Faculty/Staff  member is guided through a simple and fast set -up wizard, 

enabling them to activate the fe atures that will best help them communicate with their students.  The profile 

page is the first step to begin using FusionTools and is the launching point into Blogs, Photo Slideshows, 

Podcasts, Videos, Wikis, and more.  This profile will be accessible to users from the Staff Listing and at the 

top of any FusionPage where they are an administrator.  

 

Users will only be able to create a profile at the site where their account lives; even if a 

Faculty/Staff Member  belongs to multiple schools, he/she will only  have one profile. Website and 

District Administrators will be able to edit a Faculty/Staff Member ôs Multimedia Blog, including 

editing or deleting a post and updating the settings of a particular post .  

 

Create a Profile   

The first step of the wizard popu lates the Faculty/Staff 

Member ôs profile page. The requested information 

includes:  

Á Public Name : The name that will be displaye d to 

your users (i.e. Mr. Smith) .  

Á Your P icture : A placeholder image appears here 

until the Faculty/Staff  member adds an image of 

their own.  

Á Personal Statement:  This provides Faculty/Staff 

Member s with a place to tell visitors something 

about themselves, such as why the y became a 

teacher  or what their favorite class was when they 
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were a student.  

 

Populate all of the necessary inform ation.  

> Continue  

 

Congratulations, your profile has been created!  

After selecting the ñContinueò button, you will be 

presented with a welcome page that includes additional 

information about FusionTools, including a direct link to 

your profile page.  To start populating the Multimedia 

Blog, select the ñContinue to Your Profile Pageò link. 

 
 

Profile P age   
The profile page displays your picture, the information 

that you entered into your Personal Message, links to the 

most recent  public Discussion Topi cs (Blogs, Phot o 

Slideshows, Podcasts, Videos and Wikis), a list of 

classrooms  and/ or FusionPages that you are the 

administrator of, a list of student members of your 

FusionPages, analytics of your discussion topics and a 

usage graph.  

 

Any visitor will be  able to view this page and access the 

links to the Multimedia Blog and any public FusionPages. 

Only the Multimedia Blog owner will have access to this 

usage chart, analytic information and list of students.  

 

 

 

FusionTools Personal Dashboard  
Once you ha ve activated your FusionTools Profile, you will have access to your Pr ofile, FusionPages 

FusionTools and Reports through your Personal Dashboard. This information can be edited from any site that 

you log  in to within your organization . 

 

My Profile  
The pro file page displays the profile picture, message center, the information entered into the Personal 

Message, links to the most recent  public  Blogs , Slideshows, Podcasts, Videos and Wikis, plus a list of 

classrooms or FusionPage s that the user is the administ rator of via the FusionPages link.  

 

Any visitor will be able to view this page and access the links to the Multimedia Blog and FusionPages, if they 

are set as public.  
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Access  Your Profile:  > My Account > Profile  

 

Edit your profile: > Edit my profile  

 

Note: This page can also be accessed through the ñMy 

Personal Settingsò link in the Personal Dashboard.  

 
Personal Settings  Tab 1: My Profile  
This tab allows you to ma ke adjustments to your profile, including name, image a nd message.  

 
My Profile Tab  

Add/ Update:  

¶ My Public Name: This name is what appears to 

users in FusionPages.  

¶ Image: To replace the image, Click > Replace 

Picture .   

This will remove the picture allowing you to add a 

new picture in its  plac e.  

¶ Personal Message : This can edited using the 

cont ent editor .  

> Save  

 
Personal Settings Tab 2: Personal Info  
This tab allows you to update your personal information. Please note: Based on the settings decided on by 

your organization, you may not be able to change pieces of your personal information. Ple ase contact a 

school administrator to update your information.  

 

Personal Settings Tab  

Add/ Update :  

¶ User Name  

¶ First Name  

¶ Last Name  

¶ Phone Number  

¶ Email Address  

¶ Job Title  

Note: A ny areas that you are unable to update will be 

grayed out.  

> Change Information   

 

 

Personal Settings Tab 3: Password  
Based on the settings decided on by your organization, yo u may not be able to change your p assword . 

Please contact a school administrator to update your information.  
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Password Tab:  

¶ Password  

¶ Confirm Password: Enter the same password  

> Change Password  

 
Personal Settings Tab 4 : Notifications  
The Notifications tab contains three links that allow the user to control all messaging options.  SchoolFusion 

send s out two types of daily emails:  the Recent Activity Digest and  the Daily Event Digest.  

Daily Activity Notifications aka Recent Activity 

Emails : > Daily Activity Notifications > Yes/No > 

Submit  

 

Daily Activity Notification is an e mail that all users, 

including Faculty/S taff and parents , are automatically 

signed up f or. This email will contain information 

regarding all FusionPages that you and your child(ren) 

are members of. It will be sent every Sunday to 

Thursday, with information from Friday and Saturday 

appearing in the Sunday edition , i f information has been 

ente red within the proper time  frame. If information has 

not been entered within the proper time frame, a daily 

email will not be sent , or the information will be 

included in the next edition . 

 

Any information that is included in the Recent Activity 

Digest ema il will also be included in a users ñRecent 

Activityò posting and any RSS feed. This is available to 

the user two different ways.  

 

1.  A Recent Activity box is at the top of your 

SchoolFusion site upon logi n. The box containing 

this information will appear upo n login once every 

four hours. At this time, this feature cannot be 

permanently turned off.  

2.  The ñRecent Activityò link that is available through 

the userôs Personal Dashboard. For parents, this 

information is always available for their children 

via the ñMy Familyò link found in their Personal 

Dashboard.  

 

The Recent Activity Digest email contains information 

added to the system within the prior 24 hours, and will 

contain information for the upcoming three days. In 

order for parents to be notified of upcomi ng events in a 

timely manner, we do suggest that Faculty/Staff 

Member s are entering events and assignments into their 

classrooms at least two days prior to the due date.  

 

This email could potentially include the following 

information, based on the conf igu ration of each 

organization and the information entered by the 
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Faculty/Staff Member :  

¶ Home work assignments  

¶ Class announcements  

¶ Class Calendar Events  

¶ The addition of new Class  files  

¶ Blog entries by Faculty/Staff Member s of 

FusionPage s that the user is a mem ber of  

¶ Responses to any comments that the user has 

posted  

¶ Grades  

¶ Message Center Notifications  

The email will break down this information by 

Classroom/ FusionPage  Name. For Example: Math 101 

Homework.  

 

Change Messaging Options : > Change Messaging 

Option s > Submit  

 

This allows you to select how you will be notified when a 

message is sent through the SchoolFusion Message 

Center. See the My Message Center section for more 

infor mation regarding Message Center.  

 

The two options are:  

1.  Receive an email for each  message ï An email will 

be sent immediately when someone sends a 

message.    

2.  Do not receive an email ï Instead, you may be 

notified of a new message when you log in, as well 

as your nightly Recent Activity Email.  

 

 

Set Up Daily Digest : > Set up Daily Di gests  

 

This email includes information contained within the 

community calendar that belongs to the site where your 

Account lives. You will  need to sign up for this email  and 

have three options:  

1.  Send me a daily "Your School Digest" the day of. 

In this cas e the email will be sent the day of the 

event.  

2.  Send me a daily "Your School Digest" the day 

before. In this case, the email will be sent the day 

before the event.  

3.  Do not send me the daily "Your  School Digest ."  

 

 
Personal Settings Tab 5: My FusionPages  
This tab displays a list of all Fusio nPages that you are a member or an administrator of, including archived 

classrooms. A user can view each FusionPage, but will not see the pencil or red x.  Only an administrator can 

edit or delete a FusionPage.  If data  synchronization is used by your district to create FusionPages, and 

membership is removed by the user, a previously deleted FusionPage may reappear on the My FusionPage s 
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list.  Please contact your District Administrator for questions regarding this issue.   

My FusionPages  

 

¶ Visit a FusionPage: > FusionPage name  

¶ Edit a FusionPage:  > Pencil icon  

 

This will take you to the FusionPage where you can edit 

everything from members of the page to the 

configuration of the page.  

 

Remove  FusionPage  Membership : > Red X  

This removes a your membership from within a 

FusionPage. If you are the only Administrator within a 

FusionPage, you will not see the red X.  

 

Based on your District Settings, if Membership is 

created and managed though the Automated process, 

your membershi p in a FusionPage may return.   

 

Tab 6: Permissions  
The My Permissions Tab displays all Content Management Pages and Forms Beta that you have been given 

permissions to edit. This will include CMS Pages and Forms where you have permissions from all sites in the 

District Organization.  

 

For Further information on CMS Pages and Forms Beta, please see the HelpCenter .  

CMS Page Permissions  

 

¶ Edit a CMS Page : > Pencil Icon next to the page 

title  

¶ Access the Settings of a CMS Page:  > Gear Icon 

Next to Page Title  

 

Form Permissions  

Access a Forms Beta :  > Form Title  

 

My FusionPages  
My FusionPages provides links to all FusionPages that you are the administrator of, or are a member of, 

broken down by FusionPage type.  

Access a FusionPage:  
FusionPages > FusionPage  Name  
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Add Content to FusionPages :  

Through your Personal Dashboard, you can add the following content to any of your FusionPages:  

¶ FusionPage Announcements  

¶ Class Homework  

¶ FusionPage Calendar Events  

More content can be added to FusionPages by accessing th e actual FusionPage.  

Add FusionPage Content :  Personal Dashboard > 

Create > FusionPage Content    

 

 
Add Content Tab #1: Announcement  

The Announcements section is where you can post announcements and messages for FusionPage members.  

Add  a  FusionPage An nouncement :  

Add  

¶ Title  

¶ Content  

¶ Image  (If desired)  

 

A check box system is available when adding an 

announcement , allowing you to designate which 

FusionPage(s) the announcements will appear on.  This 

provides for easy posting of announcements in multiple 

pla ces. A separate date can be set for each FusionPage  

for when the announcement should appear.  

 

By clicking on ñMore Optionsò you can designate when 

the announcement should no longer be visible, add an 

image alt text, or choose to also display the 

announceme nt at the top of the page.  

Once an Announcement has been added, please access 

the FusionPage to edit or delete the announcement.  

 

 
Add Content Tab # 2 : Homework Assignment  

The Class Homework section allows the class administrator to post homework assig nments with due dates, 

as well as provide the additional option of allowing students to submit homework online. When assignments 

are added using this feature, they automatically appear on the class calendar.  Please note that this feature 

is only available  in a classroom FusionPage .  
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Add a Homework Assignment:  

¶ Assignment Name  

¶ Description  

¶ Check  ñAllow students to submit homework onlineò 

if desired .  
¶ Add due date(s)   

If the classroom administrator has chosen to allow 

students to submit their homework onlin e, students will 

see a link under the assignment name that reads 

ñSubmit your file.ò  The next time the class administrator 

logs in, if students have submitted files, they will see a 

red link under the homework assignment that indicates 
that assignments ha ve been uploaded.   

Once a Homework Assignment has been added, please 

access the FusionPage to edit or delete the 

announcement.  

 

Add Content Tab 3: Event  

The FusionPage Calendar allows the FusionPage administrator to post dates on your FusionPage calenda r, 

which automatically filters to the personal calendars of all FusionPage members.  

 

Any events that you add to the FusionPage calendar will appear on the personal calendar of any FusionPage 

member .  

 

Please note: Events can only be added to FusionPages th at belong to the logged in site. If you are the 

administrator of FusionPages that live at other sites within the organization, please login directly to those 

sites to add events to those FusionPage Calendars.  

Add a FusionPage Event  
¶ Event Name : This field  is required and should 

reflect the name of your event.  

¶ Date:  This field is required. Click in the box and a 

pop -up calendar will appear and allow you to select 

the correct date.  

¶ Start  Time:  The time the event will start; the 

minute is in five minute incre ments.  

¶ End Time : The time the event will en d; the minute 

is in five minute increments.  

¶ Time Setting  

¶ Event has a time  

¶ Event has no time  

¶ Event l asts all day  

¶ Summary:  The summary will appear when you 

mouse over an event on the calendar.  It has a 

maximum of  55 characters.  

¶ Description:  Use this to provide additional 

information about your event. There is no limit to 

the description field.  

¶ Home Game/Away Game : This will only appear 

within a team page. This information will appear on 

the calendar event as ñHome Gameò or ñAway 

Game .ò 
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¶ Contact:  Use this if you would like to include a 

contact name and contact information in your event 

information.  

¶ Location:  If a location has been created, you will 

see this dropdown menu and will be able to select 

the appropriate l ocation.  

¶ Facility:  If a facility has been cre ated,  it will appear 

in this dropdown menu. By associating a facility 

with an event, you are reserving the facility and 

preventing it from being double booked.  

¶ Link Name:  Provide a link to a website directly i n 

the calendar event.  

¶ Email Notification:  Set notifications for events to 

be sent a specified amount of time before an event.  

¶ Accept R.S.V.Ps : Allows you to send out an 

invitation, accept R .S.V.Ps and place a limit on 

attendance.  

¶ Repeat Event:  An event ca n be set to repeat.  

¶ FusionPage s:  Available when Advanced Add Event 

is turned on. This allows the FusionPage  

administrator to add the event to all FusionPage s 

that they administer.  

 

Add the event:  >  Approval Options  

¶ Add Event then view event listing  

¶ Add Event then add another  

¶ Cancel  

If the ñAccept R.S.V.Psò option has been chosen, once 

the appropriate ñAdd Eventò button is selected, a pop-up 

box requiring further information will appear. There are 
three options with RSVP:  

¶ Allow anyone who can view this event to R.S.V.P.  

¶ Only allow people I invite to R.S.V.P.  

¶ Enter a maximum attendance or leave it blank if 
there is no limit.  

Populate the necessary options, > Next . An R.S.V.P. 

Complete window confirming the choices will appear, 

and > Back to FusionPage Hom e  will return the 

administrator to the FusionPage  site.  

 

To edit or delete an event, please access the 

FusionPage.  

My Multimedia Blog   
(Accessed through Account > Multimedia Blog and/or Create >Discussion Topics)  
The Discussion Topics  link within Fusio nTools is available to all Faculty/Staff  users who have activated their 

FusionTools profile and contains links to Blogs, Photo Slidesho ws, Videos, Podcasts, Wikis and more.  

 

What is a Multimedia Blog?   

SchoolFusion has taken the traditional elements of a blog, a Video and Podcasting system, a photo album 
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and Wikis, and combined them into one location. Users will be able to read and comment on a Faculty/Staff 

Member ôs blog postings, podcasts and videos, and photo albums from one page.  

 

The Multimedia Blog page shows all the various posts in one location regardless of the posting type. From 

this page, a Faculty/Staff Member  will be able to add more posts, edit existing pos ts, administer future 

postings and configure podcast feeds. Users will be able to comme nt on any blog post that the Faculty/Staff 

Member  allows through the system ôs student participation platform.  

 

Students and parents can access a Faculty/Staff Member ôs Multimedia blog through the Faculty/Staff 

Member ôs Faculty/Staff Profile, through one of  the Faculty/Staff Member ôs FusionPages or through their 

personal Recent Activity.   

View My Blog  
 

Log in >  My Account  > Multimedia Blog  

 

The View My Blog page shows all of the various public 

Multimedia Blog posts that you have created in one 

location, regardless of the posting type. From this page, 

you will be able to add more posts, edit existing pos ts, 

administer future postings and configure podcast feeds.  

 

Users will be able to comment on any public blog post 

that the Faculty/Staff Member  allows th rough the 

system ôs student participation  
 

Add Discussion Topic  
Adding Content to the Multimedia Blog  

All Blogs, Podcasts, Videos, Slideshows and Wikis will be created using the ñAdd Discussion Topicò link. 

Blogs, Podcasts, Videos and Slideshows are add ed to the site  using the same method, and have the same 

general options, although Podcasts/Videos and Slideshows have additional selections. Below is the basic 

method of creating a Discussion Topic. Specifics f or each Discussion Topic type are  discussed be low.  

 

Please Note: Wiki  Topics are created usin g a different format from Blogs, Podcasts/ Videos and Slideshows 

and will be discussed below.  

Create a Discussion Topic :Create  > Add Discussion 

Topic >  

 

Step 1: Choose a P ublishing Date  

User Arrows to selec t a publishing week  

or  

Click in date box to choose a specific date.  

 

Step 2: Add your content  

1.  Add a Title  

2.  Add Content   

3.  Share with My Colleagues  ï I f checked, this 

option allows you to share this post wit h other 

Faculty/Staff Member s in your school  and ev en 

publish to the ñIdea Exchangeò library. See the Idea 

Exchange section for more information.  

4.  More Options  ï This link allows the blog owner to 

determine several options.  

a.  Enable C ommenting  ï This allows users to 
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comment on this post.  

b.  Anonymous P articip ation  ï The default is 

unchecked or ñNo.ò Users are required to have a 

login to the organization to post to a blog. 

Changing this setting to yes allows anonymous 

users, who have not logged into the site, to post 

to the selected blog.  

c.   Private Moderation  ï The default is ñNoò or 

unchecked, giving  moderators across the district 

the ability to approve comments. This ensures 

the most rapid approval time. Setting this to 

ñYesò will only allow the blog owner to approve 

in this discussion. Only comments from users  

who have not earned the right to post freely will 

be moderated. Comments from students who 

have earned the right to post freely and other 

Faculty/Staff Member s will not be moderated 

before they appear in the discussion thread. 

Please be c autious when usin g this option and 

understand the full implication of this choice. 

You must be an active moderator in order for 

this option to be successful. If comments are 

not approved in a timely matter, the overall 

conversation will be stifled. This can also be set 

under the ñAdminò link which appears after the 

blog has been published.  

d.  School wide P articipation  ï The default is 

checked or ñYes.ò Setting this to ñNoò limits the 

users who can participate to the members of the 

classrooms that are specified. All users in the  

site will still be able to view the blog, but not 

participate. This can also be set under the 

ñAdminò link, which appears after the blog has 

been published.  

e.  Use Code Names  ï The default is checked or 

ñYes.ò  This allows the blog owner to determine 

if this  blog will be shown in the Multimedia blog 

list.  If ñPrivateò is checked, then this blog and 

all associated comments will only be visible to 

the FusionPage members that the blog is 

assigned to. If ñUse Code Namesò is unchecked, 

then the blog is automatica lly private. Public 

blogs must use code names. This option can be 

checked in conjunction with the Private option.  

f.  Private  ï The default is set to unchecked or 

ñNo.ò  This allows the blog owner to determine if 

this blog will be shown in the Multimedia blog  

list.  If ñPrivateò is checked, then this blog and 

all associated comments will only be visible to 

the FusionPage members that the blog is 

assigned to.  

 

Step 3: Choose Your FusionPage(s)  
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Place a check in all the classroom pages that you would 

like this b log to appear in.   

 

Posting your Blog :  

Post a blog and add another discussion topic :  

> Save, and Schedule Next Weekôs Content 

This will add content seven  days from the date you 

selected for this Discussion Topic.  

 

¶ Post a blog and return home :   > Save, an d 

Return Home  

¶ Cancel :  > Cancel  

 

 

 

 

 
Administrative Options  

 

Once your Discussion Topic has been posted, you can 

edit any of the options that  you chose under ñMore 

Options.ò These choices ar e the same  for Blogs, 

Podcasts/ Videos and Slideshows.  

 

Click > Admin  

 

Admin Options  

1.  Enable C ommenting  ï This allows users to 

comment on this post.  

2.  Anonymous Participation  ï The  default is 

unchecked or ñNo.ò Users are required to have a 

login to the organization to  post to a blog. Changing 

this setting to yes allows anonymous users, who 

have not logged into the site, to post to the 

selected blog.  

3.  Private Moderatio n  ï The default is ñNoò or 

unchecked, giving  moderators across the district  

the ability to approve comm ents. This ensures the 

most rapid approval time. Setting this to ñYesò will 

only allow the blog owner to approve in this 

discussion. Only comments from users who have 

not earned the right to post freely wil l be 

moderated. Comments from students who have 

earned the right to post freely and other 

Faculty/Staff Member s will not be moderated before 

they appear in the discussion thread. Please be 

cautious when using this o ption and understand the 

full implication of this choice. You must be an active 

moderator i n order for this option to be successful. 

If comments are not approved in a timely matter, 

the overall conversation will be stifled. This can also 

be set under the ñAdminò link which appears after 

the blog has been published.  

4.  School wide P articipation  ï The default is 

checked or ñYes.ò Setting this to ñNoò limits the 

users who can participate to the members of the 
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classrooms that are specified. All users in the site 

will still be able to view the blog, but not 

participate. This can also be set under the ñAdminò 

link, which appears after the blog has been 

published.  

5.  Use Code Names -  The default is checked or ñYes.ò 

This allows the blog owner to determine if this blog 

will be shown in the Multimedia blog list.  If 

ñPrivateò is checked, then this blog and all 

associated comments will only be visible to the 

FusionPage members that the blog is assigned to. If 

ñUse Code Namesò is unchecked, then the blog is 

automatically private. Public blogs must use code 

names. This option can be checked in conjunction 

with the Pri vate option.  

6.  Highlight C omme nt A ge  ï The default is ñNo.ò 

Setting this to ñYesò will highlight comments within 

the blog, based on these ages:  

¶ Within the last hour  

¶ Within the last 24 hours  

¶ Within the last 72 hours  

¶ Within the last week  

¶ Older than a week  

7.  Pri vate  ï The default is set to unchecked or ñNo.ò 

This allows the blog owner to determine if this blog 

will be shown in the Multimedia blog list.  If 

ñPrivateò is checked, then this blog and all 

associated comments will only be visible to the 

FusionPage memb ers that the blog is assigned to. If 

ñPrivateò is selected, and no FusionPages are 

designated, then the blog will only be visible to the 

logged in Profile owner.  

 

Editing or Delet ing Discussion Topics  
Once  a Discssion Topic has been created, it can be e dited or deleted at any time. The same steps will be 

taken for Blogs, Videos, Podcasts and Slideshows.  

Edit a Discussion Topic : > Pencil Icon  

 

Make any need ed changes : > Save  

 
Delete a Discussion Topic : > ñXò icon  

 

This will permanently delete the Dis cussion Topic and all 

attached comments.  
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Discussion Topic Tab 1: Blog  
What is a Blog?  

A blog is a shortened form of weblog or web log. A traditional blog is a page with a regular series of entries, 

describ ing events or posing questions in many forms:  written, auditory and visual.   

 

Adding Content to a Blog :  

¶ Title  

¶ Body Content: There is no limit to the amount of 

text that can be added to a Blog Post and items 

such as hyperlinks, images and Flash clips can be 

added using the Editor Options.  

¶ Additional O ptions as outlined above  

¶ Save as Draft:  The default is unchecked or ñNo.ò  

This allows th e blog owner to start the blog and 

save the content without making the blog visible to 

the public. If this box is checked, the owner can 

view the blog in the Multimedi a Blog listing . 

 

 

Discussion Topic Tab 2: Video/Podcast  
What is a Video or Podcast?   

A Video is a series of digital video that is released periodically and made available for download by means of 

web syndication or RSS. Videos within FusionTools can util ize commenting.  Videos include a visual and 

auditory aspect for your Multimedia Bl og. You can upload quick clips or longer demonstrations directly into 

your Multimedia Blog or FusionPage.  

 

A Podcast is a series of digital audio that is released periodical ly and made available for download by means 

of web syndication or RSS. Podcasts within FusionTools can utilize commenting.  Podcasts are the auditory 

aspect of FusionTools Multimedia Blog. This is where you can upload sound files, such as a song or a lectur e 

that you have recorded.  

 

Video file types allowed:  

Preferred:  MPG, MOV, FLV are the preferred file types.  

Alternate:  MP4 also is accepted, but the user will see a blank black background instead of the image.  WMV, 

AVI  

Podcast file types allowed:  Pref erred and will play directly within the page:  MP3 

 

Alternate: Any other file type can be uploaded, but will require  the user to download the file and play using 

their own player.  

 

File Size limitations : Less than 300MB  
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Adding Content to a Video/Podcast :  

Click >  Browse  

 

Locate the file on your desktop or personal file storage 

device.  

 

Add additional information:  

¶ Add a Title  

¶ Add a Short Description  

¶ More options as outlined above  

¶ Long description: Add more information 

regarding the Video or Audio post.  

¶ Im age  

¶ iTunes Keywords: Add keywords so the 

video/audio is quickly found via iTunes.  

¶ Author ôs Name: The owner ôs name is 

automatically added.  

¶ Author ôs Email address: Add your email 

address so that if the audio is posted via iTunes, 

then users may contact you d irectly.   

 

If you have loaded a large file, it may take several 

minutes for the file to load. Please be patient and wait 

for the process to finish .  

 

Discussion Topic Tab 3: Slideshow  

What is a Slideshow ? 

SchoolFusion has built a flash -based photo album t ool that will allow you to insert up to 100 photos of any 

file format for display in your Multimedia Blog or in any FusionPage.  Please note: for some organizations, all 

FusionTools slideshows are created as private, requiring users to have a user account i n order to login and 

view the slideshow.  
 

Add Content to a Slideshow :  

¶ Title  

¶ Browse for images for upload  

¶ Add a Slide Caption  ï This will display to users  at 

the top of the photo . 

¶ Check Color Enhance  to allow pictures to be as 

vibrant as possible.  

¶ Continue  uploading the remaining images you 

would like included in your slideshow;  if yo u would 

like to add more than 5.  

Click > Add another slide  

¶ More Options as outlined above .  

 

When the images have finished loading, you will receive 

a message stating, ñYour slideshow was created ,ò and it 

is now visible within your Multimedia Blog.  

 

If you have loaded a large number of images, it may 

take several minutes for all images to load. Please be 

patient and wait for the process to finish.  

 

When the Photo Slideshow has b een published, you will 
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be taken to the Multimedia Blog.  

Configuring a Podcast Feed  
This additional step is for users who wish to subscribe to a podcast, u sing a personal podcast reader such as 

iTunes.  This allows each Faculty/Staff Member  to set how t heir podcast will appear in a podcast reader.  

FusionTools > My Multimedia Blog > Configure 

Podcast Feed  

Please enter:  

¶ Feed Title  

¶ Feed Description  

When a user subscribes to a Faculty/Staff Member ôs 

podcast, this is the information that is displayed in the ir 

podcast player.  

 

Users will subscribe to the podcast by pasting the 

provided URL into their preferred podcast player, such as 

iTunes or Juice. For information on subscribing to a 

podcast, please refer to your personal podcast player.   
 

Discussion To pic Tab 4: Wiki  
SchoolFusion Wiki System  

SchoolFusion Wiki system adds the functionality of wikis into all FusionPage  pages. A wiki system is a web -

based system that allows for the easy construction and revision of a number of interlinked topic pages. This  

results in a collaborative effort to create rich and full pages full of shared information.  

Overview: What is Wiki?  

A traditional wiki system allows for users to contribute to the overall knowledge base, without requiring 

additional software or login cre dentials. Wikis are continually growing, live documents that are self -policed 

and open to the general public for  editing and updates.  The best known wiki example is Wikipedia 

(http://wikipedia.org/ ).  

A wiki enables d ocuments to be written collaboratively, in a simple markup language using a web browser. 

A single page in a wiki website is referred to as a "wiki page ,"  while the entire collection of pages, which are 

usually well interconnected by hyperlinks, is "the wik i."  A wiki is essentially a d atabase for creating, 

browsing and searching through information.  

ñA defining characteristic of wiki technology is the ease with which pages can be created and updated. 

Generally, there is no review before modifications are acc epted. Many wikis are open to alteration by the 

general public without requiring them to register user accounts. Sometimes logging i n for a session is 

recommended to create a ówiki-signatureô cookie for signing edits automatically. Many edits, however, can  

be made in real - time and appear almost instantly online. This can facilitate abuse of the system. Private 
wiki servers require use r authentication to edit pages and sometimes even to read them.ò 

The SchoolFusion Wiki system has taken the traditional wiki tools and updated them to meet the needs of a 

school environment. Within SchoolFusion, each FusionPage has its own w iki, with an unlimited number of 

topic pages. A user must be a member of a FusionPage  in order to view and contribute  to a w iki. Wikis 

canno t be shared across FusionPages, and like the FusionTools Multimedia Blog, are associated with one 

Faculty/Staff Member . Due to the collaborative nature of a wiki, any member of the FusionP age can update 

and control the w iki.  

http://wikipedia.org/


 

Last Updated: July 25, 2011  17  

Create a Wiki Topic :  Select a  Group Wiki > Se lect a 

FusionPage from the drop down menu  

 

Wiki  Topics can only belong to one FusionPage.  

¶ Name your Topic  

¶ Provide Students Instructions  

¶ Select an Editing Window  

 

Once that editing window  closes , students will not be 

able to access the Wik i to edit the topic pages.  

 

For more information on creating and using  the 

SchoolFusion Wiki System, p lease see the FusionTools 

Wiki System Documentation . 
 

Discussion Topic Tab 5: Idea Exchange  
What is the Idea Exchange ? 

The Idea Exchange is a place to search for content written by other Faculty/Staff Member s to use in your 

own blog and a place to, in turn, share the content you are proud of with other Faculty/Staff Member s. This 

content comes from other Faculty/Staff Member s, curriculum developers, Scho olFusion super teachers and 

your friends. Content provided by the Idea Exchange may be in the form of an individual blog post, podcast 

or slideshow. Once scheduled, these topics will automatically app ear within the Multimedia Blog and 

therefore immediately  stimulate discussion and learning after class amongst students .  

Accessing Idea Exchange  
From this page, Faculty/Staf f can search the Idea 

Exchange and then either add the appropriate posts to 

their own blog or suggest the post to another 

Faculty/Staff Me mber .  

 

Add a search term and then select the appropriate grade 

level from the dropdown. > Search  

 

The results are shown.  Choose the topic of most interest 

to you.  >  Topic  

 

When the topic has been selected:  > Add > Select the 

appropriate class from the  For: drop down menu > 

Select a Date  > Schedule  

 
Share with your colleagues  

 

The content sharing involved within the Idea Exchange 

was designed to help Faculty/Staff Member s improve 

each other's blogs by steering each other to better 

content.  

 

Faculty/ Staff Member s can also share this post with 
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other Faculty/Staff Member s within the organization, via 

the Message Center, or invite other users via email.   

 

From the blog post screen where you added the 

blog:  >  Share  

 

This will open up Message Center wher e you can select 

which Faculty/Staff in your site that you would like to 

share with. >  Share  

 

Content shared with those already in the system creates 

entries in their recent activity letting them know who has 

shared what with them and giving them access to  the 

page where they can schedule that content into their 

blog and in turn share it with any of their friends.  

 
Reusing Discussion Topics  
This feature allows Multimedia Blog owners to repost any Blogs, Slideshows, Videos or Podcasts to any 

FusionPage. The reposted Discussion Topics will not have any of the original comments attached, and will 

default to the original settings under More Options, and will need to be associated with the appropriate 

FusionPages. Wikis cannot be reused.  

Reuse a Discussion T opic:  

 

From the Multimedia Blog Page : > Reuse  

 

This will open on the Idea Exchange Tab  

 

Step 1: Select a new posting date  

 

Step 2: Update Content.  

A reused DiscussionTopic opens on the Idea 

Exchange Tab. You will see the title box and All 

Grades drop do wn box. Any changes to the title 

will not be reflected in the reposting, and you do 

not need to select anything from the All Grades 

Drop Down  

> More Options to update the options for the 

Discussion Topic.  

 

When a Discussion Topic is reused, the More Optio ns is 

reset to the default settings of:  

¶ Enable Commenting  

¶ Schoolwide Participation  

 

Select the appropriate FusionPages  

When the appropriate changes have been made to the 

Discussion Topic: > Save, and Schedule Next Weekôs 

Content or Save and Return Home  

 

Update a reused Discussion Topic Blog:  From the 

Multimedia Blog > Pencil icon .  
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The content of Videos/Podcasts and Slideshows cannot 

be edited. However, you can edit the More Options by: > 

Enter Discussion > Admin .  

 

 

Reports  
The Repor ts link within FusionTools allows the Faculty/Staff Member to view FusionPage membership, 

Student P articipation, view Discussions and Analytics. This will help the Faculty/Staff Member  quickly view 

who is participating in their Multimedia Blog discussions.  

 

This page also contains a link to the edit Configuration Page, which allows Faculty/Staff Member s to update 

information concerning their FusionPages, such as FusionPage name, color, background and archive status.  

 

The Reports Page can be accessed from t he ñEdit Configurationò link on all FusionPages.  

Log in > FusionTools > Reports  

 

The Reports page and Edit Configuration can be seen 

from one user interface. This allows a FusionPage 

administrator or  Faculty/Staff Member  to view the 

FusionPage  m embers, t o drop members, view student 

rank, view participation entries on Discussion Topics, 

review specific FusionPage Analytics and edit FusionPage 

settings.   
 
Online Grades will only visible if the the District 

Oraganization has activated this feature.  

 

Jump To:  

From the Reports Page you will see a dropdown box 

called ñJump To: ò This box allows the FusionPage 

administrator to decide what FusionPage to view. T hey 

can choose All FusionPages or a singular FusionPage.  

 

This function is available on all Reports T abs.  

 

 

Reports Tab 1: My Students/Membership  
The My Students Link/Membership tab will display all users who have participated in any of your Multimedia 

Blogs, regardless of whether or not they are a member of any of your FusionPages.  

 

This tab is also a ccessed through the Members link on a FusionPage.  

The My Students Link/Membership tab will display all of 

the members of the Faculty/Staff Member ôs FusionPages 

who have participated within a Multimedia Blog. The 

automatic display show s all students within  all of the 

FusionPages where you are an administrator.   

 

The upper right hand corner displays the total number of 

members based on the option you have sel ected in the 

ñReports forò dropdown.  
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There are several options to narrow or expand your 

membership  report.   

 

¶ Filter:   Filter the report to display only Students, 

Parents, Faculty/Staff, Non -Member Participants, or 

choose to display all.  

¶ Message :  Select members to message  via Message 

Center using the checkbox to the left of the 

member name to message  one, some or all of the 

displayed members.  

¶ Drop:   Select members to drop or remove 

membership from a FusionPage.  A specific 

FusionPage must be selected from the Reports 

down to use this option.   

¶ Make Admin:  Select members to make an 

Administrator of a Fu sionPage.. A specific  

FusionPage must be selected fro m the Reports 

down to use this option.   

¶ Remove Admin Status:  Select members to 

remove their membership status. A specific  

FusionPage must be selected fro m the Reports 

down to use this option.  Note: If you are an 

administrator of this FusionPage you cannot remove 

yourself as an administrator or as a member. 

Another administrator will need to adjust your 

membership.  

 

Membership Table  

The membership table will display members based on the 

criteria you hav e selected above.  The display table can 

be sorted by selecting the column title and will 

sort/display from highest to lowest. This allows 

FusionPage Administrators to sort the data into any order 

they need.  

 

The table displays the following information:  

1.  Checkbox:  Emails, drops, makes an administrator, 

or removes administrator status.  

2.  Name:  Displays username by Last Name, First 

Name.  Underneath the username you will see their 

Codename (if the user has a codename) . 

3.  Rank: Rank  is earned by commenting on blog  

posts, commenting on the posts of other users and 

giving awards to other posts in a positive manner, 

and receiving positive awards for your own 

postings. Rank  can be lost by making negative 

comments, giving negative awards and by receiving 

negative awards  for inappropriate or unsuitable 

observations.  

4.  Participation:  Participation level is a measure of a 

studentôs actively over the past 60  days. In order to 

earn the highest level of participation stars, the 
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student must actively participate in all five leve ls of 

criteria.   

5.  Awards:  Number of any award given to the user by 

other members.  

6.  Comments:  Number of comments the member has 

posted to the multimedia blogs within the 

FusionPages selected . 

7.  Inappropriate Comments:  Number of comments 

that have been marked as inappropriate by the 

comment moderator.  

 

If you would like to include all users who have 

participated within the Multimedia Blog, including those 

users who are not class members, please select the ñTo 

see all participants in your blog discussions, not j ust 

FusionPage members, select here ò link. This will add 

non -class members to the chart and their names will be 

designated with an asterisk.   

 

Each of the columns can be  sorted from highest to lowest 

by selecting on the column title. This allows Faculty/St aff 

Member s to sort the data into any order they need.  

Reports Tab 2: Discussions  
The Discussions Tab allows the FusionPage Administrator the ability to quickly see which multimedia blogs 

have discussions/comm ents. The discussion topics are listed in date order, most recent first.  

> Multimedia Blog Title  to v iew the discussion topic 

and all comments to that post.  

 

> Comments  to view the individual threads and see 

comments that were posted by each s pecific user, as 

well as the number of comments, replies and awards 

associated with each commenter. This page will show 

comments from all posters, regardless of their class 

membership. If a user has posted a comment, their 

name will appear within this list ing.  

 

 
Reports Tab 3: Analytics  
The third tab, Analytics, displays a usage graph and general information regarding general participation i n a 

Faculty/Staff Member ôs Multimedia Blogðinformation such as total blogs created and shared, or number of 

commen ts approved and awards given, and a breakdown of the number of comments over specified periods 

of time.  
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Usage Graph  

The Usage Graph can display the following:  Visits , 

Comments , Messages  and By Date  

Check the views you would like to see and select a date 

range or by year, month or week.  

 

My Multimedia Blog  

This quick view displays the information that you, the 

FusionPage owner, has completed:  

¶ Blogs youôve created 

¶ Blogs youôve shared 

¶ Awards youôve given 

¶ Comment s youôve moderated 

¶ Comments in your discussion:  Last 4 hours , Last 

week , Last month  and Last year  

 

Studentôs Multimedia Blog 

This displays the students that are members of the 

FusionPage you have selected.  

¶ Posting freely  

¶ Positive awards  

¶ Negative awards  

¶ Censored comments  

¶ Censored by you  

 

 

Tab 4: Confi guration  
The Configuration page is the administrative page of each individual FusionPage. From here the 

administrator can turn features on or off, update the background and sound, merge and archive 

FusionPages, export and import content, or change the priv acy settings.  

 

This tab is also accessed through the Edit Configuration link on the top of all FusionPages.  

 

Please note for this tab, you must select a Fusi onPage from the FusionPage drop down menu. This page is not 

available if a FusionPage has not been s elected.  

FusionPage Settings General Information  
 

This  section allows the FusionPage administrator to 

change the common information regarding this 

FusionPage. The information that can be updated is:  

¶ FusionPage Name:  This is the name of the 

FusionPage as  it will appear on the top of the 

FusionPage or on the FusionPage listing. For 

example: AP English or Technology Department.  

PLEASE NOTE:  If the FusionPage name is updated 

manually, the updated name could be overwritten 

by data imports.  The page could al so display out 

of order on the FusionPage listing.  

¶ Web A ddress:  This is the direct URL to this 

classroom. This information can only be changed 

by Website Administrators.  

¶ Abbreviation:  The abbreviation is what will 

appear in a userôs personal calendar indicating  to   
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which FusionPage the event belongs. For example, 

AP English has been abbr eviated to APE. There is a 

four character limit to abbreviations.  

¶ FusionPage Color:  The color is what will appear 

in a userôs personal calendar indicating that the 

event b elongs to this FusionPage, as well as the 

highlight color on the FusionPage . 

¶ Season (only available to Athletic Teams ): 

This will designate what season the team belongs 

to.  

¶ FusionPage Instructor:  How the name of the 

instructor will appear on the FusionPag e lis ting. For 

example: Mr. Connery or Ms. Jones.  

¶ Privacy:  There are two privacy settings:  

o FusionPage is visible by anyone:  Any user 

can view this FusionPage; they do not have to 

be logged in to do so.  

o Only members of this FusionPage may 

view :  Only logge d in FusionPage members and 

their associated parents may view this 

FusionPage page.  

¶ Category:  This will further help categorize 

individual FusionPages on the FusionPage - listing 

page. For example, AP English belongs to the 

English category. Categories need to be created by 

a Site Administrator before they will be avail able in 

the drop down menu . 

¶ External Course ID : This information should be 

generated from your Student Management System 

and will automatically be populated if the class has 

been created through  the import process. This 

number is not necessary for all FusionPage types, 

but is extremely important for classrooms. This 

number is used to associate membership.  Please 

do not delete the information in these fields.  

Advanced Settings  
The Advanced  Settings section allows the FusionPage administrator to change the settings for the features 

that can be turned on and used in a FusionPage setting. The settings allow the administrator to turn a 

FusionPage feature on or off, and for some  features allow add itional options. For example, ñClass Web 

Pagesò can be set so that students can add a class web page. The individual features and the settings 

available for each feature will be discussed in depth in the ñFusionPage Home Pageò section. 

Turn on a FusionToo l : > the box  

 

For detailed step -by -step instructions for this section, 

please see the Managing a FusionPage section of this 

document.  
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Misc  
The Miscellaneous Options tab provides the FusionPage administrator with some additional ways to modify 

their page. Backgrounds and sound files can be added through this segment, and the page can be archived 

or deleted. Content can be exporte d for use in other FusionPages and imported in from other FusionPages.  

Archive this FusionPage  

Occasionally there are FusionPages that are no longer 

applicable in the current school year, but yet these 

FusionPages may become relevant in the future, and 

should not be deleted, for example, AP English Semester 

1. Once the second semester starts, the semester one 

FusionPage i s no longer relevant, but the Faculty/Staff 

Member does not want to lose the content that has been 

added to the classroom. This has been solved with the 

ability to archive a FusionPage.  

 

When a FusionPage has been archived, it is no longer 

visible within the FusionPage listing, or through a 

FusionPage memberôs personal dashboard and can only 

be accessed by the FusionPage administrator. Archived 

FusionPages can still be edited and updated by the page 

administrator while in the archived state.   

 

When Fusion Pages are archived, the archival date will 

appear after the FusionPage name, for example, 4 th  

Grade Room 308 (Archived 05 -06 -2010). This date will 

appear anywhere an archived FusionPage appears, 

including the FusionPage Tab available through My 

Personal Se ttings and the Membership Tab of a Userôs 

Account from Website Administration.  

 

Please note: any FusionPages archived prior to May 15, 

2010 will not have an archived date.  

 

Archive a FusionPage: > Archive this Class > OK  

 

Once a FusionPage has been archived, a message will be 

displayed at the top of the FusionPage, indicating the 

archived status.  

Unarchive a FusionPage  > Click here to unarchive 

FusionPage   

 

This will make the FusionPage visible in the FusionPage 

listing, as well as in memberôs personal dashboards.  

Only FusionPage administrators will be able to access an 

archived FusionPage.  

 

Additional Option: By default, standard users are 

unable to access archived FusionPages within the 

SchoolFusion System; however, if they have a direct lin k 

or a book mark to the FusionPage, they are still able to 

access the page. This feature makes archived 

FusionPages inaccessible to all users, other than the 

FusionPage Administrator and Site Administrator, even if 
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the user has a direct link or a bookmark to the page.  If 

your organization is interested in activating this feature, 

please have a District Administration submit a Support 

Ticket titled ñExpand Archived FusionPage Securityò 

 

Delete this FusionPage  

Occasionally a FusionPage may nee d to be completely 

deleted. This link will remove the page totally from the 

SchoolFusion system. Once a FusionPage has been 

deleted, it cannot be restored. Please use this link with 

caution.  

 

Delete a FusionPage:  >Delete this FusionPage > 

Delete  

 

Note: This will permanently remove the FusionPage 

page, and all of its contents from the SchoolFusion 

system, and it cannot be restored.  

 

 

 
Edit Background or Sound  

This link allows FusionPage administrators to change 

both the background and sound of a Fu sionPage page. 

Dropdown menus of preloaded backgrounds and sound 

files are provided, but the FusionPage administrator can 

upload their own.  

 

Change the background: > Dropdown >  Select a 

Background  

or find a file from your desktop or other file sto rage 

location: > Browse > Save  

 

Remove a background: Select > No Background 

from the dropdown > Save  

 

We recommend that files that you upload be under 40KB 

file size, and are pale or watermarked to ensure the best 

user experience. Backgrounds will a ppear behind the 

liquid boxes containing the individual features. Images 

uploaded by a FusionPage administrator can repeat 

horizontally and vertically based on image dimensions.  

 

Add a sound clip to your FusionPage page:  

Select a file from the dropdown me nu > Or use the 

browse button upload a file from your desktop> 

Save  

 

Remove a sound:  > No sound > Save  

 

Please note that sound clips must be in MIDI, WAV or 

MP3 format and less than 150 KB.  

Note: The sound or background option can be 

deactivated Dis trict - wide should the District 
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Website Administrator choose.  If you would like to 

turn off one or both options, District 

Administratorôs, please submit a Support ticket 

titled ñFusionPage: Turn off background or soundò.  

 
Export this cl ass content for use in another 

FusionPage  

Content will be exported as a zip file, and the FusionPage 

administrator will be able to designate where to save the 

file, such as their desktop or portable flash drive. Once 

content has been exported it can be imp orted into any 

FusionPage, as long as it is the same FusionPage type. 

Content exported from a team page cannot be imported 

into a classroom page. An export file can be uploaded 

into as many FusionPages as needed.  

 

Export content: > Export this class  content for use 

in another class > Select the appropriate class 

features> Export to Zip File  

 

> Download File > Save File  

 

Save the zip file on your desktop or personal file storage 

space.   

 
Please note that not all information contained within a 

FusionPage is included in the export. The following 

information is not included in the exported file:  

¶ FusionPage Calendar  

¶ FusionPage Tasks  

¶ Online Quizzes (available only in Classrooms)  

¶ Athletic Team Schedule  

¶ Athletic Team Members  

Athletic Team Results  

 
 

 

 
 

Import Content from another FusionPage  

The import option allows FusionPage Administrators to 

reuse content created in other FusionPages within their 

own pages.  

 

Import content: > Import content from another 

FusionPage > Browse for the conte nt> Add   

 

Please have patience; larger files can take several 

minutes to upload. Do not close your browser or navigate 

away from this page until a successful upload 

confirmation is displayed.  
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Import events into FusionPage  

This allows FusionPage admin istrators to import events 

directly into the FusionPage Calendar, and therefore into 

the Personal Calendars of FusionPage Members.   

 

Please note:  

Å The FusionPage Event Import will only import 

events into the FusionPage where you have selected 

ñImport Events into FusionPageò.  

Å If an event exists on the FusionPage calendar, and 

in the FusionPage Event Import, duplicate events 

will be created.  

Å The FusionPage import cannot be undone. 

Individual events will need to be manually deleted 

to remove them from the c alendar.  

Å The FusionPage Event Import cannot be used to add 

RSVPôs to an event. Once the event has been 

created, it can be edited to reflect the RSVP 

information.  

Å The FusionPage Event Import cannot be used to 

designate events imported into Athletic Team 

FusionPages as Home or Away. Once the event has 

been created, it can be edited to reflect the Home 

or Away status.   

Å If this FusionPage has been associated with a 

category on a Community Calendar, then events 

will appear on both Calendars. Once created, the  

event can be edited to remove the association with 

the Community Calendar.  

 

> Please click here to download the FusionPage 

Event Import Template  

 

Populate the fol lowing information for the Events Import 

Template; required columns are designated with an 

asterisk. Please do not delete or rearrange the columns. 

If you do not have information or do not need a column, 

please leave it blank.  

Å Event Name* -  Use this colum n to name your 

event. For example: ñParent Teacher Conferences.ò 

Å Year* -  This is a dropdown menu; please select the 

correct year.  

Å Month* -  This is a dropdown menu; please select 

the correct month.  

Å Day* -  This is a dropdown menu; please select the 

correct date.  

Å Time Setting -  This is a dropdown menu; please 

select the correct time setting. Your choices are:  

¶ Event has a time.  

¶ Event has no time.  

¶ Event lasts all day.  

Å Start Hour -  Use this to designate the hour when 

the event will begin. This is a dropdown menu;  
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please select the correct start hour.  

Å Start Minute -  Use this to designate the minute 

when the event will begin. This is a dropdown 

menu; please select the correct start minute, 

available in five minute increments.  

Å End Hour -  Use this to designate the hour  of when 

the event will finish. This is a dropdown menu; 

please select the correct end hour.  

Å End Minute -  Use this to designate the minute when 

the event will end. This is a dropdown menu; please 

select the correct end minute, available in five 

minute incre ments.  

Å Description -  Use this field to populate your event 

description. There is no character limit to your 

event description. For example: ñParent Teacher 

Conferences will be held in the Gym.ò 

Å Summary Use this field to populate your event 

description. Ther e is a 55 character limit for the 

summary. For example: ñFall 2011 Conferences.ò 

Å Contact -  Use this column to provide contact 

information. For example ñMiss Waters, 303-555 -

0911, info@schoolfusion.com.ò 

Å Link Name -  Use this column if you want to include 

a link to a particular website. This column will 

display the name of the site, for example 

ñSchoolFusion.ò 

Å Link URL -  Use this column if you want to include a 

link to a particular website. This column will 

populate the URL of the name of the site, for 

example : www.schoolfusion.com.  

 

Import Data: > Browse for File> Add  

 

Review the Data.  W hen the information has been 

loaded, the screen will display your import, and any 

system errors will be highlighted in yellow.  

 

If Data is correct:  > Yes, the da ta looks valid, 

proceed with import  

 

In the pop up window ñAre you sure you would like to 

proceed?  Please be patient, as the import process may 

take a long timeò 

> OK to proceed  

 

Are you sure you would like to proceed?  Please be 

patient, as the import p rocess may take a long time  

 

When the import is complete you will receive an Import 

Complete message  

 

Return to Edit Configuration: >  Return to imports 

page  
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If Data is incorrect: > No, Iôd like to try the upload 

again  

 

Please note: If impor ting large files, please be patient, 

they may take several minutes to load. Do not close the 

import page. You will be notified when the import is 

complete  

  

Imports Tips and Tricks  

Acceptable File formats  

¶ .txt files  

¶ Tab delimited  

¶ .csv files (not notepad.c sv files)  

¶ .xls file (Single pages; Workbooks, with multiple 

tabs are not accepted)  

¶ all fields set to ñtextò 

 

Apple/ MAC System  

When working on data import files on an Apple/Mac 

system, please complete your file within an Excel 

document. Copy the entire pag e, including the header 

line, and paste it into a Text Edit document.  

 

Save the document as a Text file (.txt) and import as 

usual. The .txt file format is not the default format, so be 

sure to change the file type setting to .txt before saving 

the file.  

 

This will ensure that all of the data is imported into 

SchoolFusion in the proper formatting.  

 

 

Merge other FusionPages into this page  

  

This allows FusionPage administrators to combine the 

content and associated membership of multiple 

FusionPages into one page. This is useful when a 

Faculty/Staff Member does not want to maintain 

separate FusionPages for all of their classes.  

  

The merge tool can be u sed for each of the seven 

FusionPage types, but pages can only be merged with 

like page types. For example, classrooms can only be 

merged with other classrooms; they cannot be merged 

with athletic team pages. FusionPages can also only be 

merged with other FusionPages on the same site.  

  

> Merge other classes into ñyour class titleò 

Check the applicable FusionPages > Save  

  

This tool will pull the content and memberships of all 

selected FusionPages into the FusionPage where the 

merge tool was activa ted. Please ensure the Merge tool 
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is used in the proper FusionPage page.  

  

The merge tool will add the Unique Class IDs into the 

original class and remove the merge classrooms from the 

system.  

  

Note:  Once FusionPages have been merged into one 

FusionPage , they cannot be separated. Please use this 

option with caution.  

 

Note :  Not all information contained within a FusionPage 

is included when FusionPage pages are merged 

together.  The following information is not included:  

¶ FusionPage Contacts  

¶ FusionPage Tas ks  

Wikis  

 

Set Administrator Email  

Within a FusionPage, a single administrator can be set to 

receive all email communications sent through the 

SchoolFusion system, such as the ñEmail FusionPage 

Administratorò link that is available to all members of a 

FusionPage.  A FusionPage can have as many 

administrators as needed, but one must be set as the 

main administrator. This administrator will not have any 

additional capabilities over the other administrators, 

except for the fact that they will receive all email 

communications. If there is only one administrator within 

a FusionPage, then the emails will automatically be sent 

to them.  

 

Set the administrator who will receive the emails: 

> Set Administrator >Select Administrator > Save  

 

 
 

 

Transition Wizard  
The Transition Wizard (also known as the Rollover Wizard) allows Faculty/Staff Members to transfer content 

from Classroom FusionPage to Classroom FusionPage. Faculty/Staff Members will most often use the 

Transition Wizard at the  beginning of a school year or semester, but will receive the Transition Wizard upon 

next login whenever a new classroom is created.  

Note: The following content is not included when 

content is transferred:  

¶ Calendar Events  

¶ Classroom Tasks  

¶ Classroom Homew ork Assignments*  

¶ HomePage Files (files uploaded via 

Announcements or Class Web Pages)  

¶ Membership  

¶ Multimedia Blog content (Blogs, Slideshows, 

Podcasts, Videos and Wikis)**  

¶ Quiz question banks***  

 

* Homework Assignments  can be repurposed 
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using the Reuse Feat ure. Please see the FusionPages   

Manage and Customize document for additional 

information.  

**Blogs Slideshows, Podcasts and Videos  can be 

repurposed using the Reuse Feature. Please see the 

Create Overview . 

*** Quiz Question  Banks are automatically shared  

between all Classroom FusionPages that a 

Faculty/Staff member administers. Please see the 

Quiz Documentation for additional information.   

Managing a FusionPage  
What is a FusionPage?  
SchoolFusion has created a unique set of FusionPages, which were designed to meet specific needs within 

your school communit y.  Classrooms, Athletic Teams and Department pages are just a few examples. Each 

FusionPage  type contains a basic level of functionality, including a calendar, whose events populate each 

memberôs personal calendar, as well as sec tions for announcements, files and contacts. Classroom pages 

and Athletic Team pages contain additional, specialized modules to assist in their specific usage. Any user 

can be the administrator of a FusionPage, giving them complete control over the content and look of the 

FusionPage.  

 

As the administrator, you can fully customize each of your FusionPages, including turning features on and off 

to best suit the needs of the FusionPage. You can rearrange the individual features  or add a background or 

sound clip.  

 

FusionPages are a large part of the success of your schoolôs SchoolFusion website. This is especially true for 

classrooms, where Faculty/Staff Member s communicat e with their students and parents. Faculty/Staff 

Member s can post homework assignments and even upload reference files. Thr ough the Recent Activity 

Email and RSS listings, reminders are sent to students and their parents concerning all events occurring 

within any FusionPages where the student or user is a member . 
FusionPage Types  
 

There are seven types of FusionPages, each designed for a specific use within your community:  

¶ Alumni Pages :  Alumni FusionPages were designed as a place for a graduating class to find information 

about class c ontacts or scheduled reunio ns.  Examples are the Class of 1972, Class of 1989 or the Class 

of 2000.  

¶ Athletic Teams:  Teams were built for coaches and athletic directors as a place to post information 

about each schoolôs athletic teams. Information such as a team roster, team schedule and team results 

can be posted. Team examples are Boys Soccer, Girls Swimming and Cross Country. Team FusionPages 

can be assigned seasons, so that on the team listing page, only the appropriate seasonôs teams appear. 

¶ Classrooms :  Classrooms are a page for Faculty/Staff Member s where they can post homework 

assignments, give quizzes and provide files to their students. In addition to the standard features, 

Classrooms also include quizzes and homework assignment sections. Examples of Classrooms are 

Algebra 101 , Language Arts and Advanced Biology.  

¶ Community FusionPages :  Community FusionPages were built to give parents and administrators a 

place to post information about community FusionPage s. Information such as FusionPage contacts, 

tasks and announcements can b e added. With a Community FusionPage, a parent can be the 

administrator of a FusionPage. Examples of a Comm unity FusionPage are PTA, MADD and Band 

Boosters.   

¶ Department FusionPages :  Department FusionPages offer the same functionality as the Faculty/Staff 

FusionPage, except that the FusionPage listing page is not private. Any user can access the Department 

Listing page. The Department FusionPages are built to provide users with a space to host FusionPages 

that did not fit into any of the other categories. S ome examples of a Department FusionPage are 
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Technology Department, Library and Counselor.  

¶ Faculty/Staff FusionPages :  Faculty/Staff FusionPages were built to give faculty and staff members a 

private place to post information. Information such as files, task s and announcements can be added. By 

default, all users whose status is set as Faculty/Staff will be able to view the Faculty/Staff Listing and 

the individual Faculty/Staff FusionPage pages. Users who do not have this status will not be able to 

view t he Fa culty/Staff Page Listing or access any of the Faculty/Staff FusionPages. Some examples of a 

Faculty/Staff FusionPage are Teaching and Lear ning Services, Human Resources and Training.  

¶ Student Activities : Student Activities were built to give students and ad ministrators a place to post 

information about their club. Information such as club contacts, tasks and announcements can be 

added. A student can be the administrator of a club. Examples of Student Clubs are Book Club or 

Cooking Club.  

 

In this documentatio n, the term ñFusionPageò will be used to describe any and all FusionPage types. When 

there are specialized features within particular types, these will be called out.  

Managing a FusionPage  
The SchoolFusion FusionPages were designed to allow FusionPage adm inistrators to easily arrange 

FusionPage features (FusionTools) to best meet the needs of each individual FusionPage. Not only can the 

FusionTools be turned on and off, but they can also be moved within the page.  
FusionPage administrators are able to use a simple drag 

and drop method to rearrange the FusionTools. You can 

move features betwe en the larger left hand column and 

the smaller right hand column, as well as up and down 

the page.  

 

FusionPage administrators can move content at any 

time, but FusionPa ge members without administrative 

status cannot move content.  

 

FusionTools within a FusionPage page have two icons in 

the upper right hand corner of the box. These icons 

allow you to move the FusionTool around a page using 

the drag and drop method or to h ide the FusionTool.  

 

Move a FusionTool within a Fusion Page:   Click and 

Hold the 4 - arrow Icon > Move the appropriate 

position > Unclick  

 
Features displayed within the left hand column will be 

displayed in liquid boxes. Features displayed in the right 

hand column will not be displayed in liquid boxes.  
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Hide a FusionTool from a FusionPage  

 

In addition to activating FusionTools from the Edit 

Configuration page, FusionPage administrators can 

activate and hide them from the main FusionPage .  

 

Activate a feature: Select FusionTool from the 

dropdown menu  

 

This menu will display all tools that are not currently 

active on the FusionPage  and  is only available to 

FusionPage administrators  

 

Hide a tool: > Arrow Icon> OK  

This will hide the FusionT ool from the FusionPage.  It 

can be reactivated at any time. Hiding a FusionTool will 

not delete the content contained within the feature.  

 

 
 

Feature Titles  

 

Change the title of a feature:  > pe ncil i cons> 

update title  > Submit  

 

 
Fusio nPage Announcements  

The Announcements section is where you can post 

announcements and messages for FusionPage 

members.  

 

Add an announcement: Click > Add FusionPage 

Announcement   

 

¶ Give your announcement a title  

¶ Provide details in the ñBody:ò box  

¶ Upload a coordinating picture if desired  

 

> Save  

 

A check box system is available when adding an 

announcement showing all FusionPages that you are an 

administrator of. This provides for easy posting of 

announcements in multiple places. A separate date can  

be set for each FusionPage for when the announcement 

should appear.  

 

By clicking on ñMore Optionsò you can designate when 

the announcement should no longer be visible, add an 

image alt text, or choose to also display the 

announcement at the top of the pag e.  
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Announcements can be edited by clicking on the Edit 

tool (the pencil icon) or deleted by clicking on the 
Delete tool  (the ñXò icon). 

Update the settings for this feature: > Edit  

Configuration > Select Configuration Tab> 

Advanced FusionTools Sett ings  > Announcements 

> Choose  (No announcements or Only Faculty/Staff 

Member s can create announcements)  

 

 
Class Homework  

Please note that this feature is only available in a 

Classroom FusionPage.  

 

The Class Homework section allows you to pos t 

homework assignments with due dates, as well as 

provide the additional option of allowing students to 

submit homework online. When assignments are added 

using this feature, they automatically appear on the 

class calendar.   

Add a homework assignment: > Add Assignment  

¶ Add Assignment Name  

¶ Add Description  

¶ Check ñAllow students to submit homework onlineò 

if desired  

¶ Select appropriate FusionPages  

¶ Add due date(s)  

Click > Save  

Homework assignments are automatically sorted by due 

date, with the earliest  due at the top of the list.  

If the classroom administrator has chosen to allow 

students to submit their homework online, students will 

see a link under the assignment name that reads 

ñSubmit your file.ò  The next time the class 

administrator logs in, if students have submitted files, 

they will see a red link under the homework assignment 
that indicates that assignments have been uploaded.   

Edit existing assignments:  > pencil icon > Make 
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Changes > Save  

Assignments are automatically added to t he class 

calendar, and are therefore filtered out to the memberôs 

personal calendars. Assignments appear in the Class 
Homework listing in date order, based on the due date.  

Assignments will remain visible on the page for five 

days past the due date. After  that date they 

automatically move to the ñView Previous Classroom 

FusionPage Homeworkò link.  

Click > View Previous Classroom FusionPage 
Homework  

From here you can edit or delete the assignment.  

The class administrator can delete individual 
assignments.  

Reuse Assignments  

The Reuse Assignment functionality allows Classroom 

Administrators to reuse past assignments. This will be 

particularly helpful at the beginning of a school year or 

semester. The Reuse link allows you to select any 

assignment, make adjust ments, and repost to any 
Classroom FusionPage.  

> Reuse  

The Reuse List is populated with all of your 

Assignments, as well as the assignments of any 

Teachers that you share Administrative Rights of a 
FusionPage with. This list includes:  

¶ Assignment Na me  

¶ FusionPages, and Due Date for Each FusionPage.  

 

Reuse an Assignment: > Reuse under the 

appropriate Assignment Name  

Make any necessary changes, including:  

¶ Assignment Name  

¶ Description  

¶ Check ñAllow students to submit homework onlineò 

if desired  

¶ Select appropriate FusionPages  
¶ Add due date(s)  
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Please Note: The Reuse feature will create a copy of the 

original assignment, and post it to the designated 

FusionPage(s).  

When all chan ges are made to the assignment: > Save  

Delete An Assignment: > ñXò next to assignment 
name> OK  

The administrator can also choose to delete multiple 
assignments at one time; please take these steps:  

1.  > Delete Multiple  

2.  Place a check for all appropriate assignments.  

3.  > Delete Selected  

Please note tha t deleting an assignment removes the 

assignment from all classes that it is a part of, as well 

as any assignments that have been added to the 
homework drop box.  

Update  the settings for this feature:  > Update 

Configuration > Scroll to Advanced FusionT ools 

Settings > Check Box >  Choose (Homework is turned 

on or homework is turned off)    

 
 

 

 
 

Class Quizzes  

Please note that this feature is only available in a 

Classroom FusionPage.  

 

The Class Quizzes section allows the clas sroom 

administrator to create interactive timed quizzes for 

their students to complete online. An unlimited number 

of questions can be created and stored. The Quiz 

Question Pool is automatically shared between all 

classrooms where a user is an Administrato r, and 

remains associated with that User. If a Classroom 

FusionPage has multiple administrators, they will have 

access to their own Quiz Question Pool. These pools 

cannot be shared between users.  

You are able set the number of seconds a student has to 

ans wer a question, the number of questions per quiz , as 

well as the points each question is worth. Additional 

information to appear after they answer may be 

entered, so if the student gets a wrong answer, they 
understand a little more about the topic.  

The sof tware automatically will keep track of all 

studentsô scores and compile the information. 

For more information on Quizzes, please see the 

Classroom Quiz Guide located on the SchoolFusion 
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HelpCenter.  

Update the settings for this feature: > Edit  

Config uration > Select Configuration Tab> 

Advanced FusionTools Settings > Online Quizzes > 

Choose (Quizzes are turned off, or Quizzes are turned 

on. Only members of the class may take them, or 

Quizzes turned on. All users may take a quiz. )  

FusionPag e Contacts  

The FusionPage Contacts feature is used to provide 

contact information for FusionPage members. Some 

appropriate contacts might be contact information for 

the FusionPage ad ministrator, a local librarian or a 

FusionPage speaker.  

 

Add a Contact: Click > Add Contact  

¶ Add First Name  

¶ Add Last Name  

¶ Add Home Phone  

¶ Add Business Phone  

¶ Add Mobile Phone  

¶ Add Email  

¶ Add Address  

¶ Add Notes  

> Click here to add contact  

All fields are not required; however , the last name field 

must be populated. Contac ts are automatically sorted in 

alphabetical order by last name. If an email address is 

entered, an email icon will appear, allowing the user to 

send an email to this contact through the SchoolFusion 
system.  

Update the settings for this feature:  >  Upda te 

Configuration > Settings tab > Choose (No 

Contacts, Only Faculty/Staff Member s can create 

contacts, or All students can create contacts) .  

 
FusionPage Description  

The FusionPage  Description is a place for you  to insert 

some informati on about that FusionPage. It could be 

why the Faculty/Staff Member  loves to teach, or 

department guidelines, or what the goal of the student 
club is.  

Add a description: > Edit Description > Add 
description information > Edit Description  

The description may be edited at any time by clicking on 
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the red ñEdit Class Descriptionò under the description. 

FusionPage Files  

The FusionPage Files section allows the FusionPage 

administrator to post handouts and other documents. 

These may be documents created in Word, Excel, 

PowerPoint or PDF documents. Folders to help or ganize 

the files may be created  (i.e. to be signed by parents, 

Class Handouts, etc.) .  While there is no limit to the 

number of files within a FusionPage, there  is a per file 

size limit  of 50 MB per file. Please use caution loading 

larger numbers of large files, as this can cause the page 

to load slowly, affecting user experience. To load larger 

files to a FusionPage page, please use the FusionPage 

Web Page feature.  

Create a folder: > Add Folder  

¶ Add folder name  

¶ Add Description  

¶ Place a check box in all FusionPages the folder 
needs to appear in  

Click > Add Folder  

When a folder has been assigned to multiple 

FusionPages, everything placed in that folder will appear 

within all associa ted FusionPages.  

When uploading a file, y ou can upload individual files or 

use the upload multiple files tool. This will load a 
number of files into a FusionPage page at one time.  

Upload an individual file: > Add File(s) > Browse 
for the file >  

¶ Add a description  

¶ Mark as Active  
¶ Place in appropriate classrooms  

> Add File  

Active files are visible to all users. Files that have not 

been designated as ñActiveò will only be visible by the 
FusionPageôs administrators.  

Add multiple files:  > Add File(s) > Click here to 

upload Multiple files  

Check Active > Choos e a Parent Folder from the 

drop down menu > Place a check for the 
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appropriate FusionPages > Select Files  

The parent folder dropdown displays all folders that are 

assigne d to the FusionPage that you are uploading the 

files into. A parent folder does not need to be selected 

when a file is uploaded. Once a file has been created, it 

can be moved into a folder by clicking on the ñEditò link, 

and then selecting the correct fold er from the ñParent 

Folderò dropdown menu. 

>  Add Files to locate files on your desktop > 
Up load as many files as needed > Upload files  

The 10MB per file limit applies to the upload multiple 

files tool. There is a total file upload of 150 MB p er 
upload.  

Update the settings for this feature: > Edit  

Configuration > Select Configuration Tab> 

Advanced FusionTools Settings  > Files > Choose  

(No Files, Only teachers can upload & access files, or 
Teachers upload, everyone access files)  

Note: PDF files will open automatically into a PDF 

Reader. To save the PDF file to a location of your choice, 

right click on the file name, and follow the browser 

prompts.  

 

 
FusionPage Links  

The FusionPage Links section allows you to po st links to 

websites that might be helpful for FusionPage members, 

such as a site about world records for an athletics team 

page.    

 

Create a link: > Create Link  

¶ Add Link URL  

¶ Add Link Title  

¶ Add Link Description  

¶ Attach the link to the appropriate  FusionPages  

> Create Link  

FusionPage Links are sorted alphabetically by the title .  

Users can click on any link and be taken directly to the 
website.  

Once created, links cannot be moved into a category. 
They must be created within a category to be gin with.   

Create a link category: > Create Category > Add 

Category Title > Attach the category to the 
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appropriate FusionPages> Create Link category  

Create a link within a category: Expand the 
category > Create Link  

¶ Add Link URL  

¶ Add L ink Title  

¶ Add Link Description  

>Create Link  

Update the settings for this feature: > Edit  

Configuration > Select Configuration Tab> 

Advanced FusionTools Settings > FusionPage 

Links >  Choose  (No FusionPage  Links, Only teachers 

can create  links)  

 

 

 

 
FusionPage Picture  

Any picture representing the theme of the FusionPage 

may be posted within a FusionPage page.  

 

Add an image: > Add Picture > Browse for image > 

Add Picture   

 

SchoolFusion recommends that Fusio nPage pictures be 

under 50 KB.  

 

Any image can b e used within a FusionPage;  however , 

we do suggest outlining a school policy on the types of 

images that may be utilized, such as no copyrighted 

materials or requiring that an authorization form be 

supplied b efore a studentôs image can appear on the 

SchoolFusion site.  

 
 

 
 

 

Team Members  

(Please note this feature is only available in Athletic 

Team pages .)  

 

This feature allows you to create a list of team 

members, including their first and last names, their  

position and any other pertinent information.  

 

Add a team member:   

Click > Add Team Member  

¶ Add First Name  

¶ Add Last Name  

¶ Add Position  

¶ Add Comments  

 

> Click here to Add Team Member  

Names will be listed in alphabetical order by last name. 

Because  information contained within FusionPage pages 

is not searchable by search engines, student names are 
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protected and will not appear on a search engine results 
page.  

Update the settings for this feature: > Edit  

Configuration > Select Configuration T ab> 

Advanced FusionTools Settings > Team Members  

> Choose  (Team Member listing is turned on or Team 

Member listing is turned off)  

 

 

Team Results  

(This feature is only available in Athletic Team pages .)  

 

Team Results provide a place for you to post team 

scores and results. Information entered into the feature 

will appear on the team listing page, in a scrolling list of 

al l recent results from the past seven  days.   

 

Add a result:  > Add Result   

¶ Add Date  

¶ Add Re sult I nformation  

 

Click >Create Result  

 

Results will appear in date order, with the newest result 

at the top of the list, a nd will remain in the list for seven  

days. Results will also appear on the athletic FusionPage 

Listing.  

 

Update the settings for this feature: > Edit   

Configuration > Select Configuration Tab> 

Advanced FusionTools Settings  > Team Results > 

Choose  (Results are turned on or Results are turned 

off)  

 

 
 

Schedule  

The Schedule feature allows the FusionPage 

administrator to post an agenda for the Fus ionPage. For 

example, in a first grade classroom, where time is 

regulated through the day, the schedule might look like 

this:  

 

Create a schedule: > Edit Schedule  

Populate the box  with the important information.  

 

> Save  

Update the settings for  this feature: > Edit  

Configuration > Select Configuration Tab> 

Advanced FusionTools Settings  > Schedule >  

Choose  (Schedule is turned on or Schedule is turned 

off)  
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Team Schedule  

(This featur e only available in team pages and only 

when the Schedule feature is activated .)  

 

The Team Schedule provides a place for you to post the 

team game schedule.  

Scheduled events are automatica lly added to the team 

calendar and are therefore filtered out to the memberôs 
personal calendars.  

Add an event:  > Add Game  

¶ Add Game Name  

¶ Add Date  

¶ Add Start and End Times  

¶ Select time setting  

o Event has a time  

o Event has no time  

o Event lasts all day  

¶ Select Home Game or Away Game  

¶ Select Location  

¶ Add Description  

> Click here to add game  

Events can be l inked to a location if locations have been 

established for the entire site.  

Update the settings for this feature: > Edit  

Configuration > Select Configuration Tab> 

Advanced FusionTools Settings  > Team Schedule > 

Choose  (Schedule is turned on or  Schedule is turned 

off)   

 
 

 
 

 

FusionPage Calendar  

The FusionPage Calendar allows the FusionPage 

administrator to post dates on your FusionPage 

calendar, which automatically filters to the personal 

calendars of all FusionPage members.  

Any events that  you add to the FusionPage calendar will 

appear on the personal calendar of any FusionPage 

member.  

Add an event:  >  Add Event  
Add in the applicable details:  

1.  Event Name: This field is required and should 

reflect the name of your event.  

2.  Date: This fi eld is required. Click in the box and a 

pop -up calendar will appear and allow you to select 

the correct date.  

3.  Start Time: The time the event will start; the 

minute is in five minute increments.  

4.  End Time: The time the event will end; the minute 
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is in five minute increments.  

5.  Time Setting  

a.  Event has a time  

b. Event has no time  

c.  Event l asts all day  

6.  Summary: The summary will appear when you 

mouse over an event on the calendar.  It has a 

maximum of 55 characters.  

7.  Description: Use this to provide additional 

informati on about your event. There is no limit to 

the description field.  

8.  Home Game/Away Game: This will only appear 

within a team page. This information will appear on 

the calendar event as ñHome Gameò or ñAway 

Game .ò 

9.  Contact: Use this if you would like to includ e a 

contact name and contact information in your 

event information.  

10.  Location: If a location has been created, you will 

see this dropdown menu and will be able to select 

the appropriate location.  

11.  Facility: If a facility has been created,  it will appear 

in  this dropdown menu. By associating a facility 

with an event, you are reserving the facility and 

preventing it from being double booked.  

12.  Link Name: Provide a link to a website directly in 

the calendar event.  

13.  Email Notification: Set notifications for even ts to 

be sent a specified amount of time before an 

event.  

14.  Accept R.S.V.Ps: Allows you to send out an 

invitation, accept R .S.V.Ps and place a limit on 

attendance.  

15.  Repeat Event: An event can be set to repeat.  

16.  FusionPages: Available when Advanced Add Event 

is turned on. This allows the FusionPage 

administrator to add the event to all FusionPages 

that they administer.  

 

Add the event:   Click > Approval Options  

¶ Add Event , then view event listing  

¶ Add Event , then add another  

¶ Cancel  

If the ñAccept R.S.V.Psò option has been chosen, once 

the appropriate ñAdd Eventò button is selected, a pop-up 

box requiring further information will appear. There are 

three options with RSVP:  

¶ Allow anyone who can view this event to R.S.V.P.  

¶ Only allow people I invite to R.S.V.P.  

¶ Ent er a maximum attendance or leave it blank if 
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there is no limit.  

Populate the necessary options, and then click on the 

ñNextò button. An R.S.V.P. Complete window confirming 

the choices will appear, and clicking ñBack to 

FusionPage homeò will return the administrator to the 

FusionPage site.  

 

Any existing events can be edited or deleted at any 

time.  

 

Edit an event: >  Edit Events > Edit > Make 

Changes > Edit Event  

 

Delete an event:   > Edit Events > Delete > Confirm 

deletion > OK  

Update the settings for this feature: > Edit  

Configuration > Select Configuration Tab> 

Advanced FusionTools Settings  > FusionPage 

Calendar  > Choose  (FusionPage Calendar is off  or 

FusionPage Calendar is  on )  

Note: Events can be imp orted into the calendar en 

masse, using an Events Import Template. Please see 

the Misc. Section for more information.  

 

FusionPage Tasks  
The FusionPage Tasks feature allows the FusionPage 

administrator to post tasks that need to be co mpleted. 

Tasks can either be assigned to FusionPage members, 

or left open for volunteers.   

Assigned tasks will have the assigneeôs name in 

parentheses, and open tasks will be designated by a 

blue check; any logged in user can click on the task to 

accept t he task. Completed tasks will be indicated by 
the word ñdone.ò 

Add a task:  > Add Task > Populate the task > 

Assign a  FusionPage member via the dropdown 

box> Create Task  

Once an assigned task has been completed, the person 

completing it sho uld check the blue check in front of the 

task. The task will fade to gray with the personôs name 
that checked it in parentheses and the word done.  

Update the settings for this feature: > Update 

Configuration > Scroll to Advanced FusionTools 

Settings > Check Box > Choose  (No tasks, Teachers 

can create tasks)  

 

 

 



 

Last Updated: July 25, 2011  45  

FusionPage Web Pages  

The FusionPage Web Pages feature allows the 

FusionPage administrator to create their own simple 

FusionPage web pages, or photo album pages that are 

linked to the main Fu sionPage.   FusionPage 

administrators can also create categories to help 

organize the web pages.  

Create a category: > Create Category >  

1.  Add Title  

2.  Add Description  

3.  Select which FusionPages this category should 
appear in  

>Create Web Page Cate gory  

Note: Web Page categorys will appear on the designated 

FusionPages, but the webpages created within the 

category will only appear in the FusionPage where they 
were created.  

Create a Web Page: > Add Web Page >  

The Content Editor available with in FusionPage Web 

Pages is the same editor that is used within any Content 

Management (CMS) Page. The Forms tools that are 

available within CMS pages and Website Administration 

are not available within FusionPages, including 
Webpages.  

Add a Title > Select  Category from dropdown 

menu > P opulate the body of the page > Add 
Article  

To use the templates that are available, which are the 

same templates available in content management 

pages, click on the templates icon that appears in the 

top row of the edi tor box. Several choices are 

presented.  When the appropriate choice is clicked, the 

template will appear within the editor window.  Populate 

the template with your information and images.  

Create a photo album:  > Ph oto Album link in the 

g ray box  

1.  Select the number of images from the dropdown  

2.  Add Title  

3.  Add Summary  
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4.  Upload Images and Optional Captions  

>  View Article  

Please note: Web Pages created using the photo album 
template cannot be included in Web Page categories.  

To use the FusionPage web pages feature to upload a 

file larger than the allowed 50 MB, a link will need to be 

created within a web page to a document that has been 

uploaded to the SchoolFusion server. This is the same 

process as uploading a document to a CMS Page 

(Content Mana gement Systems page)  FusionPage 

administrators will only have access to files that they 

upload within each FusionPage; they will not be able to 

access any files or documents that have been uploaded 

by other users.   

Upload and link to a larger document:  

Within the body of a web page > Type the name of 

the link > Highlight the relevant words > 
>Insert/Edit Link > Browse Server  

At the bottom of the pop -up box:  > Browse> Locate 

the a ppropriate file > Open > Upload   

The uploaded file will appear in the white box.   

Double click on the file name > This will 

automatically populate the URL box in the small 
pop - up window > OK  

Upload Multiple Files: Please note: you must have 
Java installed for this feature to fu nction.  

> Upload Multiple Files  

Select the type of files you would like to upload:  

1.  Images  

2.  Everything else  

> Continue  > Choose the location to upload your 

files > Select from the drop down menu of existing 
folders within the Resource Browser.  

Please note: Once files have been uploaded to the 

Resource Browser, they cannot be moved into existing 
folders.  

> Continue  

 
 

 
 

 
 

 

 

 

 


