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 & 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 Settingup a P rofile

FusionTools are available to all SchoolFusion Facul ty/Staff Members  after login via

Personal Dashboard > FusionTools orvia 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 6s Multimedia Brgog,
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
Memberds profile page. The reque
includes:
A Public Name : The name that will be displaye dto
your users (i.e. Mr. Smith)
A Your P icture : A placeholder image appears here
until the Faculty/Staff member adds an image of
their own.
A 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. T

wsing ban ie-bmed tools, Bt frat, here are a bew poirtrs

Populate all of the necessary inform  ation. [

> Continue SR

Congratulations, your profile has been created! ¢ it e - e

After selecting the #Cymnwilibauesod e e et e

presented with a welcome page that includes additional e ot S o 42 o i ottt

information about FusionTools, including a direct link to e

your profile page. To  start populating the Multimedia

Bl og, select the AContinue to

Profile P age BILL PETERS 1) Piokie. | Waiodta g, | Fuskcaraie¥ @
The profile page displays your picture, the information ; et et Uy G sy oo b beem s

. . I onjoyment and success and e beliel that the e of mformation technology i cortinue to
that you entered into your Personal Message, links to the ok o i s Wevech i moden coiner Sl reevey i by Gy
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 s s Pitessages I8 ) BT 9y B
FusionPages, analytics of your discussion topics and a -
usage graph. .

0% My Profee

Usage Graph Vew Asescr Uzage Azaydce

L
-

»

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

links to the Multimedia Blog and any public FusionPages. L T T
Only the Multimedia Blog owner will have access to this rF I rr 2 riET
usage chart, analytic information and list of students. PR

My Students v s o Piontges

Note. mnde Siudents 1o your clazafes] to see - ARSHAL EERAThge

et Mh;clmiwﬂwﬂ

Anahics TR 2o Clauu;on FMAW‘

« My Aotivity Student Activities FusionPages

5 Bogs you've created 8
0 Blogs youve shared Dapasment FusicalPages
X WOZ‘ZW,:::‘ Facuy S FuionP pes
+ Your Swdenty o .
: Community FusionPages

Discussion Topics
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: Thi s page can al so be ac
Personal Settingso link in th
Personal Settings Tab 1. My Profile

This tab allows you to ma ke adjustments to your profile,

My Profile Tab
Add/ Update:

1 My Public Name: This name is what appears to
users in FusionPages.

1 Image: Toreplacetheimage, Click > Replace
Picture
This will remove the picture allowing you to add a
new picture in its place.

1 Personal Message . This can edited using the
cont ent editor .

> Save

Personal Settings Tab 2: Personal Info

Mr. PETERS 3
Ly

Welcome, Bill

Frofile | Mukmads Blog

' @

FusiarSagan

| grerwe up ina brge Bty Wiy parenis had 7 chikiren and | was the thind. Cher the years

several of my baachare helpad o shape my Ife and dirsction | realized that | thred in an
armgnment whers thare wees plenty of people that | could leam from, nieract with and

abserne. Being pard of a lage group of kide was shways comforing and famidiar. Adber moang

an fiom high school and duning et year of colege 3t Boston Urereity. | realized that |
wartied 1o simy parl of thal emaronmant | missed high school! So. | decided bo bacoma

banchar

EdE My Frofis

We can al lsam =a much fam ons another Lebs hores 2 greal year doing et that

including name, image a

My Profle  Personal info

Change Fasswoesd

nd message.

Hosfcations | Ay FumonPages

My Pubdic Hame: Mr. FETERS
Viour pubdic name iy what i dieplayed o your seor, o, M Seb,

Wy Factura:

Your personal stalemant:

IRk =1 L % %2 |

QT 2 1 & |arge lamidy. My parants Bad T Chilines @ad | mas e taed. Cvar e yaas saerd of iy leachins
Fealpcad 10 shapa iy s and deartion. | reskzed at | thased in an Siwisnment shons thars weea penty of pepls
hat | coukd kaam am, inbarect with and cheane. Seing par of  langs group of kids was always camfoting and
farraliar. Afsr mosang an em bgh schosl and deriag my Sest yaoe o collge ot Bosion akssiy, | raslized that |
wartad to stay pet of that amisement. | mEssed hgh school So. | decided 1o bacoms @ taachar. Wa can al
baam sa much bam o snsiher Leis bave & geaat yasr deisg just thai

-

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

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

=a =4 -8 -8 —a -9

Personal Settings Tab 3: Password
Based on the settings decided on by your organization, yo
Please contact a school administrator to update your information.

Wy Profk | Personal ik Chasge Pascwsnd  Metifications My FusinPoges

Usemame:
First Hame:
Laxt Mame:

Prhares #
Email Address
Jab Tile:

ase contact a

EFETERS
EdLL
FETERS

bpeten @choguzion.oos

Taachar

u may not be able to change

your p assword .
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Password Tab:
1 Password
T Confirm Password:
> Change Password

Enter the same password

Personal Settings Tab 4 Notifications

My Profle | Parsoral infe | Change Passwosd | Moslcations | My FusicnPagas

Fiem Pamawond
o e P
| Change Fassword »»

The Noatifications tab contains three links that allow the user to control all messaging options. SchoolFusion

send s out two types of daily emails:
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 , 1 finformation 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
Digestema i | will also be included

Activityo posting and any RSS
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 fiRecent Activityo |link
the userdéds Personal Dashboa
information is always available for their children
via theFami l yo |ink found i
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

the Recent Activity Digest and

the Daily Event Digest.

Daily Kcgvity Hotilicamkoes
Tirn caiad viar dad’y acfraTh el

Would you ke to recene a daily email coraimng all of your asctnity and evenis?
@ Yes O Mo
Submit
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Faculty/Staff Member

f
f
f
f
f

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 userisa mem  ber of

1 Responses to any comments that the user has
posted

1 Grades

1 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

Change Mg D

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

message is sent through the SchoolFusion Message
Center. See the My Message Center section for more
infor mation regarding Message Center.

Your Messaging Motifications

® Recenw an email for sach message

The two options are: An email will be sent immediately when someone sends & message.

) Do not recaie an amail

1. Receive an email foreach  message 7 An email will Inaleact you may be '-“*H*‘:"&":L’ e message whan you fog in
be sent immediately when someone sends a s well a3 your nightly Recent Activity emal
message. Sulmik =

2. Do not receive an email i 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

Satpp Oaily Oigests

Account lives. You will  need to sign up for this email and Chpals A% amals B4 1o o crary maming Wi 3 fafiag of M d3y's it

¥ou am ot suhaeried fo 4 dipesd

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 Would you like to be sent the "SF High Testing 2010 Digest” every
morning with all the day's SF High Testing 2010 events?
event. i ) i i }
. " . " Send me a daily "SF High Testing 2010 Digest” the day of
2. Sendmea c_ially Your Schoc_>| Digest the day e ——
before. In this case, the email will be sent the day @ Do not send ma 3 daily "SF High Testing 2010 Digest”
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

5 Last Updated: July 25, 2011



schoolfusion

list. Please contact your District Administrator for questions regarding this issue.

My FusionPages

i Visita FusionPage: > FusionPage name Wiy Prafle | Persondl i | Ghasge Passasnd | Netications | My FusinPoges
i Edit a FusionPage: > Pencil icon

Hthletic Teams

Warsit L,
This will take you to the FusionPage where you can edit Classrooms
everything from members of the page to the S
configuration of the page. R (rchwsd) #
Student Activides

Remove FusionPage Membership : > Red X I

This removes a your membership from within a . mem # 3
FusionPage. If you are the only Administrator within a

) . Gickthe & igon to adminigier or delets 3 geaup. Oick the Ximin quil @ group
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 My Profile  Personal Info | Change Password  Motificabons My FusionPages  Permissions

. . You may edit the following pages:
1 Edita CMS Page : > Pencil Icon next to the page

Cantact Us "
t|t|e Sehool Facts & @
1 Access the Settings of a CMS Page: > Gear Icon Volutecrs : -
) Emeargency Contact Information = o
Next to Page Title You may edit the following forms:
Wolunteer Registration

Form Permissions Traning .
. District Supply Request
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: Welcome, Bill b

FusionPages > FusionPage Name e ol
? Create » Class of 2009

‘; FusionPages =

Athletic Teams
Warsity Basketball
' Teachers = Classrooms

S’B Reports » 4th Grade Rm 206

ﬁf Website Admini| 4th Grade Room 308 (archived 10-05-06)
@ AskforHelp | Faculty/Staff
@ Logout Human Resources

Recent Activity Student Activities
View Recent Activity | prama club

T ———
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Add Content to FusionPages

Through your Personal Dashboard, you can add the following content to any of your FusionPages:
1 FusionPage Announcements
1 Class Homework
1 FusionPage Calendar Events

More content can be added to FusionPages by accessing th e actual FusionPage.
Add FusionPage Content . Personal Dashboard > ‘ﬁ Di i
Create > FusionPage Content L1l

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 : Announcamant | Homemrk Ansigrment | Evert
Add Tie
ﬂ T|t|e By
 Content I Bl B I SEFRRISIETE Ty
i AR Y- == B
1 Image (If desired)

A check box system is available when adding an

announcement , allowing you to designate which

Imaga: jopianal)

FusionPage(s) the announcements will appear on. This | e |

provides for easy posting of announcements in multiple @mmmmwm* _
. dth has annguncement shown on |2F1672000

places. A separate date can be set for each FusionPage s

for when the announcement should appear. I Soisnce Depariment has annowncement shown o [E872010_|

By clicking on fAMore Optionsbo e

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.
potihe pag Enddate [ ]
Once an Announcement has been added, please access Image Alt Text: |
the FusionPage to edit or delete the announcement. Also show at top of page:
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:
1 Assignment Name
1 Description
T Check AiAll ow students to s
if desired .
1 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
ASubmit y.oolhe neiktitimeehe 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

Annguncement  Homewark Assignmenl  Eeent

Ansigrment kame

Description
[t B B&R - ® P GEERSIE R N
SR @ O S F | [ESers | S -

bar |
Alow sludants 16 3uBmil Pamewark arline
Place a chock and sefoct Me appropriate date for sach cliss.
Arh dvace R 200 has assignment doe on | 211482010
Sava |

: Cancel

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

1 EventName : Thisfield isrequired and should
reflect the name of your event.

1 Date: This field is required. Click in the box and a
pop - up calendar will appear and allow you to select
the correct date.

I Start Time: The time the event will start; the
minute is in five minute incre ments.

T EndTime : The time the event will en
is in five minute increments.

1 Time Setting
9 Event has a time
9 Event has no time
1 Event | asts all day

T Summary: The summary will appear when you
mouse over an event on the calendar. It has a
maximum of 55 characters.

i Description: Use this to provide additional
information about your event. There is no limit to
the description field.

1 Home Game/Away Game . This will only appear
within a team page. This information will appear on
the calendar eeetames® DHoOMA
Game .0

d; the minute

Amnpurcement  Homework Assignmant  Everi

oo gkl e sl 1 Mrmafipe QPOGEEs, Rk Moo SEEPOpale Crea KGees Dekow. TResn averts wil Bppear in
FusionFage members’ personal calendars, as wel as Meir nghlly emails.
Evnt Hame:
Date: 2/1e/z0in

St Time: (648 [z][W0[z] @ Event has atime
Event hae nn tims
Eventl lasts all day
Summary s 35 oy

e R L aa=1 1 %

End Time: (220 [=][:00[=]

Cantact

Facikly are =
Link Mame: URL: bt

Emasl Netrfcatian | memediately (es| =] Eefora evernt

Azepl RSV PR Amd e 1 B o B8 v, s AP, B 4 SRS

Bl Elmwe =

Diwia Chib

Rapasd Ewani |WoRapast [ Utk | Fabruary
FusicnPagas: At G A 205

L Patis

Scince Department Wansity Basketiall

At Evant | [ Ak Evart

dban e nmuntbmngl | | i ne otk S
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1 Contact: Use this if you would like to include a
contact name and contact information in your event
information.

1 Location: If alocation has been created, you will
see this dropdown menu and will be able to select
the appropriate |  ocation.

1 Facility: If afacility has beencre  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.

1 Link Name: Provide a link to a website directly i n
the calendar event.
1 Email Notification: Set notifications for events to

be sent a specified amount of time before an event.
1 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.

= =4

Add the event: > Approval Options
1 Add Event then view event listing
1 Add Event then add another
1 Cancel

I f the AAccept R.S.V.Pso optic
the appropriate AAdd Event 0-upt
box requiring further information will appear. There are

three options with RSVP:

1 Allow anyone who can view this event to R.S.V.P.
1 Only allow people | invite to R.S.V.P.
i Enter a maximum attendance or leave it blank if

there is no limit.

Populate the necessary options, > Next .AnR.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
Memberds bl og post i ng svideoy, and phats albsmsdrondone 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 & student participation platform.

Students and parents can access a Faculty/Staff Member & Multimedia blog through the Faculty/Staff
Member & Faculty/Staff Profile, through one of the Faculty/Staff Member & s Fu s i oartAraugtetiseir
personal Recent Activity.

View My Blog

E

D Blog Thrsday, Febuany 3, S | i B e
The View My Blog page shows all of the various public e T .
Multimedia Blog posts that you have created in one T o o ey U et e 15 s R
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. e LBy aco a8 e 10 e o sk o i s s S Bora s ol e e

& Tip for Snsdean
M e [ by

Login> My Account > Multimedia Blog

o | ol rekain Bom eadermg T B | cpe g e i man

Users will be able to comment on any public blog post il ey
that the Faculty/Staff Member  allows th rough the R
system & student participation

Add Discussion Topic

Adding Content to the Multimedia Blog

Al'l Bl ogs, Podcasts, Videos, Slideshows and Wi kis will b
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 aP  ublishing Date —
User Arrows to selec  t a publishing week & FusionPage Content
or

Click in date box to choose a specific date.

gg Step 1: Choose a Publishing Date
Step 2: Add your content

1. Add a Title 4 Week of February 15th b  There are no fopics for this weeks yet
2 Add Content 2010-02-16 ;{,?;r_,i!:_?e”m will thank you for creating
3. Share with My Colleagues T 1f checked, this

option allows you to share this post wit h other

Faculty/Staff Member s inyour school andev en

publish to the fildea Exchanc

Exchange section for more information.
4. More Options T This link allows the blog owner to

determine several options.

a. Enable C ommenting i This allows users to
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comment on this post. Mare
b. Anonymous P articip ation i The defaultis

unchecked o r i MUsers are required to have a Enable Commenting

login to the organization to post to a blog. [C] Anonymaus Participation 0 [C] Private Maoderation i ]

Changing this setting to yes .a”OWS anonymous [¥] Schoolwide Participation i ] Use Codenames 0

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

to the selected blog. I Private @
c. Private Moderation I The defaul t i

unchecked, giving moderators across the district

the ability to approve comments. This ensures

the most rapid approval time. Setting this to

AYeso will only allow the

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 AAdmino | ink whic
blog has been published.
d. School wide P articipation I The default is

checked obediYésng this to
users who can patrticipate 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

AAdmino | ink, which appeat
been published.
e. Use Code Names T The default is checked or

fi Y e ®This allows the blog owner to determine
if this  blog will be shown in the Multimedia blog
i st. tld o AiPs icvlee c ked, andh e
all associated comments will only be visible to
the FusionPage members that the blog is
assigned to. I f AUse Code
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 1 The defaultis set to unchecked or
fi N.o 0This allows the blog owner to determine if
this blog will be shown in the Multimedia blog
i st. tl o fAiPs icvlee c ked, ardh e
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. &. Step 3: Choose Your FusionPage(s)
Posting your Blog : Select All | Mone

Post a blog and add another discussion topic : [™ 4th Grade Rm 206 I Drama Club

> Save, and Schedul e Next Week ™ Science Department I Varsity Basketball

This will add content seven days from the date you

selected for this Discussion Topic.

[ Save, and Schedule Next Week's Content

1 Postablog and return home . >Save,an d
Return Home [ Save, and Return Home ] |
1 Cancel : > Cancel
Cancel
Administrative Options
Once your Discussion Topic has been posted, you can
edit any of the options that you chose under
Opt i o Mhese ghoices ar e the same for Blogs,
Podcasts/ Videos and Slideshows.
Click > Admin
Admin Options
1. Enable C ommenting 1 This allows users to
comment on this post.
2. Anonymous  Participation I The defaultis
unchecked Wdsersar&requited to have a
login to the organization to post to a blog. Changing
this setting to yes allows anonymous users, who Add Comment | Refresh | Admin |

have not logged into the site, to post to the

selected blog.
o ] Enable Commenting i

3. Private Moderatio ni The default s 7] Private Moderation @
unchecked, giving moderators across the district | Anonymaus Participation )
o . [#] Use Codenames &
the ability to approve comm ents. This ensures the @ Schoolwide Participation &)

most rapid approval time. S 71 Private @ [ Highlight Comment Age )
only allow the blog owner to approve in this -
discussion. Only comments from users who have

not earned the right to post freely wil | 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 thiso  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 AAdmino | i
the blog has been published.

4. School wide P articipation I The defaultis
checked obediYéesrg this to AN
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 al dmbo
link, which appears after the blog has been
published.

5. UseCodeNames -The default is <ch

This allows the blog owner to determine if this blog

will be shown in the Multimedia blog list. If

APrtegeada i s checked, andhllen t hi
associated comments will only be visible to the

FusionPage members that the blog is assigned to. If
AUse Code Namesodo is uncheck
automatically private. Public blogs must use code

names. This option can be checked in conjunction

with the Pri  vate option.

6. Highlight C omme ntAgei The def aulot i
Setting this to fiYeso wildl
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. Private 1 The default is set to
This allows the blog owner to determine if this blog
will be shown in the Multimedia blog list. If

=a =4 -8 —a -

iPriewatis checked, then this
associated comments will only be visible to the

FusionPage memb ers that the blog is assigned to. If
APrivateo is selected, and

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 > AXO0 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 : Doy Ve @S -
1 Title -
1 Body Content: There is no limit to the amount of — s .
text that can be added to a Blog Post and items neamenss -

such as hyperlinks, images and Flash clips can be
added using the Editor Options.

1 Additional O ptions as outlined above
1 Save as Draft: The defaultisunchecked or f Mo
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 St with My Collaguns
view the blog in the Multimedi a Blog listing P
— Do —0
Frivaie @

B s Dkt

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 0g. 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
BBk P vidotudio  §§ Skdeshow | gy Wiki | 5§ Mea Exchanga

Locate the file on your desktop or personal file storage

Llbraed Filic
device. | O
Tills
Add additional information: Short Descripiion
1 AddaTitle :
1 Add a Short Description T
1 More options as outlined above % Enaitk Commenting
1 Long description: Add more information El frarmymus Partiigation @ [ Frivate Misterstion 9
regarding the Video or Audio post. * 3“‘”"‘;“'“““‘“" @ & use Cotenames B
1 Im age | Pt
f  iTunes Keywords: Add keywords so the o Dot
video/audio is quickly found via iTunes.
1 Author & Name: The owner & nameis fmoge —
automatically added. e e e
1 Author G Email address: Add your email e Kayweds
address so that if the audio is posted via iTunes, Authars Hame

Wr. FETERS

then users may contact youd irectly. thars Emat Addass

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 albumt 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

ﬂ Tltle i DBy T Videude [ Sldeshow | O Wiki 3 Mes Exchangs
1 Browse for images for upload
ﬂ Add a Sllde Captlon I Thls WI” dlsplay to users at Tocridie @ raw shoeshow l_,fpmnyml'.lli wd_:-;r uplead up io 100 images. Please be carelul o addiass
the top of the photo . Fhgioya. e 1 i e s 3 gh S50 Carmaci cou ot 10 e, 5 10
1 Check Color Enhance to allow pictures to be as B
vibrant as possible. —
1 Continue uploading the remaining images you mage i it Caption S
would like included in your slideshow;, if yo u would B .
like to add more than 5. P .
Click > Add another slide = .
1 More Options as outlined above — .
= Pl
When the images have finished loading, you will receive (i motecsi ]
a message st at desipwwas ofeated , sahdit Y Share with by Caleaguee
is now visible within your Multimedia Blog. LESEE
[¥| Erable Commenh)
| Anenymous Pa‘n:mnn B 1 Psat Moseatien @
If you have loaded a large number of images, it may 7 Sctuckda Panicgstion B ZUsa Coseeancs B
take several minutes for all images to load. Please be # P @

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 howt heir podcast will appear in a podcast reader.
FusionTools > My Multimedia Blog > Configure

Podcast Feed
Configure Your Podcast Feed
Please enter:

This mformation will be displayed to subscrbers

l Feed Title L of your podcast faed within their podcast receiing

ﬂ Feed DeSCI’IptIOI’] programs (iTunes elc)
When a user subscribes to a Faculty/Staff Member 6 s :fad;;';f_
podcast, this is the information that is displayed in the ir - B

Fead Description
podcast player.
. . . Save
Users will subscribe to the podcast by pasting the —
SnCE|

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 wikiis essentiallyad atabase for creating,

browsing and searching through information.

fiA 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 t o c-Bé&gh a tcaokiefdy 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 someti mes even to read th

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 aw 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.
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Create a Wiki Topic : Selecta Group Wiki>Se  lecta @y | videotudo | B Sldaton W | 8 I Excharnge
FusionPage from the drop down menu

Select & group wiki
Wiki Topics can only belong to one FusionPage. - Select a Group - -

1 Name your Topic
1 Provide Students Instructions
1 Select an Editing Window

Hame your topic

Give students instructions
Once that editing window closes, students will not be frees:thci: an the biplc in Relp St (NS M,
able to access the Wik i to edit the topic pages.

Sebect an editing window

For more information on creating and using the 7 dayis)
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 ldea Exchange B oy | @ VideolAudio | @ Slideshow e Wiki %5 Idea Exchange
From this page, Faculty/Staf ~ f can search the Idea
Exchange and then either add the appropriate posts to ~ Search for blog posts here -~ | All grades | Search |
their own blog or suggest the post to another The kiea Exchange allows you to find great publicly avaiable content
Facu]tylstaﬁ Me mber . for your blog. This content comes from other teachers, curriculum

developers, SchoolFusion super teachers and your colleagues
Add a search term and then select the appropriate grade

level from the dropdown. > Search =
-~ Add

The results are shown. Choose the topic of most interest Add this post into your own Blog by
toyou. > Topic selecting the date you want it to

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

i ™ Schedule Post x
appropriate class from the For: drop down menu > ; -
or | All Classes

Select a Date > Schedule
i February 3010 ¥

Su Mo Tu We Th Fr Sa

B 1 2|3 |4|56|6

78 910 11[12]13

14 15[16] 17 18| 19| 20

M X2 23 2425|2627

] 4 s
[Schedule]|| Cancel |

Share with your colleagues

The content sharing involved within the Idea Exchange ‘@Sham

was designed to help  Faculty/Staff Member s improve
each other's blogs by steering each other to better
content.

Do you know someone this post would
be perfect for? Share it with your
colleagues.

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

page where they can schedule that content into their
blog and in turn share it with any of their friends.

the

Reusing Discussion Topics

Share Gone with the Wind with colleagues
Eaibact thie colkasyisis ik you would [Be by shara 1his ankry with. Than chek "share”
a the bottom of the screen Those indraduals wl be notified about this contert. and
then hawa 1w abdity io add & b0 ihair mulimedia bog
My Colleagues School Faculty
Saleci o
- ABBCTT WILLIAM BEATTY_HEMRY *
GLEASON COHNERY.
HERBERT THOMAS
HARTLEY, ViViaN b
JEMKNG
RICHARD
SONES, MAaRGD
LEEMAN
GLADYS
B Invite moen coleaguen

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 nsis
reset to the default settings of:
1 Enable Commenting
1 Schoolwide Participation

Select the appropriate FusionPages

When the appropriate changes have been made to the
Discussion Topic: > Save, and Schedul
Content or Save and Return Home

Update a reused Discussion Topic Blog: From the
Multimedia Blog > Pencil icon

e

3 Biog: Friday, July 30, 2010 [Srsesss]

Is Pluto a Planet? £ ¥ (sware) [reuse]

When | was growing up, there were supposed to be 9 planets in the solar
system: Mercury, Venus, Earth, Mars, Jupiter, Satumn, Uranus, Neptune and
Pluto. There were also various other celestial bodies including asteroids which
formed the asteroid belt that lay between the planet Mars and Jupiter and the
various ‘moons’ which were pulled by the grawitational pull of each planet. And of
course the Sun, which ran the whole show, apart from being the protagonist of
what we call the Solar System. But recently, there was some kind of convention
on our humble planet that felt that Pluto didn't quite make the grade as a ‘planet’
and stripped it of its planetary status.

Hence, in the light of all these events, the common people around the world
cannot help but wonder, is Pluto a planet?

E Step 1: Choose a Publishing Date

4 Week of August 2nd I
2010-08-02

There are no topics for this week yet. Your students wil thank you for
creating one riow!

L’ Step 2: Add Your Content!

O Blog | ) Video/Audio | & Sideshow | ¢ Wiki | % Idea Exchange

‘Is Pluto a Planet?

|[All grades [-|[ Search |

Reusing Multimedia Blog Content: Do not select a grade level from the dropdown menu, but do select the
new Date, More Options, and FusionPage(s). Click > Save. Reused Blogs can be edited upon Save from the
Multimedia Blog. Reused Podcasts and Slideshows cannot be edited

[E Is Pluto a Planet?

When | was growing up, there were supposed to be 8 planets in the solar systern: Mercury, Venus, Earth, Mars,
Jupiter, Satum, Uranus, Neptune and Fluto. There were also various other celestial bodies including asteroids which
formed the asteroid belt that lay between the planet \zrs and Jupiter and the various ‘moons’ which were pulled by the
gravitational pull of each planct. And of course the Sun, which ran the whole show, apart from being the protagonist of
what we call the Solar System. But recently. there was some kind of convntion on our humble planet that felt that
Pluto didn't quite make the grade as a'planet and stripped it of its planstary status.

Hence, in the light of all these events, the common people around the world cannot help but wonder, is Pluto a planet?

More Options:

& Step 3: Choose Your FusionPage(s)

Select: All| Hone

[[J 4th Grade Rm 206 7] 5th Grade Room 708
Class of 2009 Drama Club
[[)Varsity Basketball

another new classroom Bamboo Growing
[THuman Resources  [CJPTO [T Science Department

| save, and Schedule Next Week's Content | [ Save, and Return Home | [ Cancel
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The content of Videos/Podcasts and Slideshows cannot iore Options;
be edited. However, you can edit the More Options by: >

. . . 7 i
Enter Discussion > Admin Enable Commenting

[T] Anonymous Participation i ] [T] Private Moderation 0
Schoolwide Participation 0

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 AEdit Configurationodo |Iink on all
Log in > FusionTools > Reports

The Reports page and Edit Configuration can be seen

? i . “‘ﬂ Students
from one user interface. This allows a FusionPage

administrator or  Faculty/Staff Member  to view the Discussions
FusionPage members, to drop members, view student v

rank, view participation entries on Discussion Topics, 4~ Analytics
review specific FusionPage Analytics and edit FusionPage

settings. B Online Grades

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 Jump To: All my FusonPages
c al | Judp TH: 0 This box allows the FusionPage All my FusionPages e

anfiguration

administrator to decide what FusionPage to view. T hey Alumni FusionPages
can choose All FusionPages  or a singular FusionPage. Class of 2009 _

Athletic Team FusionPages
This function is available on all Reports T abs. Varsity Basketball

¢ Palic /Classroom FusionPages
5 ¢4 4th Grade Rm 206

5th Grade-1

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 6s Fusi on

who have participated within a Multimedia Blog. The i — N!Il Rk ) Radic o Aeada | Comments,..iinappion 1
automatic display show s all students within  all of the | | Oiive O 17 wo  §o o6 iy
FusionPages where you are an administrator. n [Si0aEHS O wil e @ @ Ao

. . i POREY, HEtors £17 wo Jo | D7 0
The upper right hand corner displays the total number of L TG i e 4
members based on the option you have sel ected in the

AReports fdawn.06 dr op
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There are several options to narrow or expand your 28 total mombars
membership report. Stateats

Meszags | | Drop | kaks Admin
Ealact

1 Filter:  Filter the report to display only Students, o Rank  Patic Atz Commems napsrs
Parents, Faculty/Staff, Non  -Member Participants, or g |BACCSTAE TR Se : Ao
choose to display all. Basue

 Message : Select membersto message via Message B
Center using the checkbox to the left of the
member name to  message one, some or all of the
displayed members.

1 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.

T 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.

1 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.

1T Wi el a Ly

= - 1T | %0 Je 1 Y

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 14 ] s 3o 3 LY
they need.
|'cisess all parhicipants n your Biog descussons. mil ust geoup membees. dick
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
student s act i vel6ydagsvirarderttoh e
earn the highest level of participation stars, the
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student must actively participate in all five leve Is 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 c¢cl ass member
see all participants in your blog discussions, not j ust
FusionPage members, selecthere 0 | ink. Thi s
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 Marbecetiy ADcmeont Anaytics | Cortgaien

and all comments to that post.

Chek on the comment knks to the nght to wew 3 repost of comments groupes by studert

8] ana;v Febnm, 313, 2009 i’
> Comments  to view the individual threads and see & IR sk erp
comments that were posted by each s pecific user, as P D i
well as the number of comments, replies and awards BB Moy, e 200, 200
associated with each commenter. This page will show [ s miamm miine)

comments from all posters, regardless of their class
membership. If a user has posted a comment, their
name Wl” appear W|th|n thls I|St |ng Paticipstion in your post 15 grouped by user, dlomng quick reference 1o each student's commerts, ther eards and

commarnt court in one place

Civil War Stang (16 commernts) created. Fab 23, 2009

PETERS, BRL T 3commems  Brepis  Dowwos
You are dght. TheGe woeds ase st i use todey

Good setenca, That is 3 bard word 10 use on 3 diby basis. Sut | might hawe 10 Suid thst mlo my
everyday vocal Kind of Kke o word o day

whit would she call you back
scosta, billy & Zcommerts  1rapies O mwardts

& has shways been my dream 10 Be 3 contortionist of an enumerator not sure what that iz St it
=ounds cool! BOASIA think we should reertroduce the ward “fumaddde”

ha hal that's Lenyf that & one Beg word that ewenyana should know. You sound so much smatal sien
YOU US4 big wonds

Reports Tab 3: Analytics

The third tab, Analytics, displays a usage graph and general information regarding general participation i na
Faculty/Staff Member 6 s Mul t i m@ dnformmatiBr saoch 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.

Membarshiz | Discussions | Amalylics  Caonfiqurstion

Avisite FlCommants T Mesaages & |z09-12.00 |- 20L0-02-17 | By [ Weak [=]
148

My Multimedia Blog
This quick view displays the information that you, the
FusionPage owner, has completed:

T Blogs youdve created \
1 Blogs youdve shared ﬁf i éf fR 'l ; i ; f: F.é‘ i
1 Awards youdve given £ 08 5 5 7 F 7 7
T Commentsyoubve moderated ® s § Corrann
1 Comments in your discussion: Last 4 hours , Last

My Multimedia Blog Studant’s Multimedia Blog

week , Last month and Last year
Elogs pou've crealed 3 Pasting fraety /27
MogE pau've ghared 0 Pagitrss awdids D
Studentos Multimedia Blog oD s Mo Consarndcamman:0

Cenigied By pau 8

This displays the students that are members of the
FusionPage you have selected.
1 Posting freely st
1 Positive awards
1 Negative awards

9 Censored comments
1 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
Class Name: [ath Grade Rm 206 |

This section allows the FusionPage administrator to Web address: [4th-grade-rm-20¢ sfhigh.beta groupfusion net
change the common information regarding this Abbreviation: i4th | (4 character limit)
FusionPage. The information that can be updated is: Class Color: | purple -0
1 FusionPage Name: This is the name of the Class Instructor: [Mr. Pitt
FusionPage as it will appear on the top of the og. M. Smith
FusionPage or on the FusionPage listing. For Privacy: © Class is wewable by anyone
example: AP English or Technology Department. @ Onty Members: X cas ey Vew
PLEASE NOTE: If the FusionPage name is updated Catogosy: |Spechis v
. Ext Course 1D #1: 468
manually, the updated name could be overwritten

Ext Course ID #2: [4306 |
Ext Course ID #3: [4406
Ext Course I1D #4: m408

Ext Course 1D #5:

Ext Course 1D #6: |

by data imports. The page could al so display out
of order on the FusionPage listing.

1 Web A ddress: Thisis the direct URL to this
classroom. This information can only be changed
by Website Administrators.

o o . [ save |
T Abbreviation: The abbreviation is what will e

appear in a userds peécatingotoal
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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.

1 FusionPage Color: The color is what will appear
in a userb6s personal cal end
event b elongs to this FusionPage, as well as the
highlight color on the FusionPage

1 Season (only available to Athletic Teams ):
This will designate what season the team belongs
to.

1 FusionPage Instructor: How the name of the
instructor will appear on the FusionPag e listing. For

example: Mr. Connery  or Ms. Jones.
1 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.
1 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 avalil able in
the drop down menu

1 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 featuresallowadd i ti onal options. For exar
Pageso can be set so that students can fealudes aanddhle setimgs we b p
available for each feature wil/l be discussed in depth in
Turn on a FusionToo I: >the box

Tasks 4 max

| Contacts Contacts o o have 2 commo toct database or FusionPage.

For detailed step -by-step instructions for this section,
please see the Managing a FusionPage section of this s Fies o
document v Chss Web Pages 7 Gve
| FusionPage Links ~
| FusionPage Calendar e 1
v Announcements Ao
| Homework Decide nhether 1o 5
v ?chedu&e e whethe

Online Quizzes
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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.

Misc
V_Vhen a .Fu'sionPage he_ls been a_rchived, it is no longer B Archive this FusionPage
visible within  the FusionPage listing, or through a » Delete this FusionPage
Fusi onPage memberés personal d « Edit Background or Sound
be accessed by the FusionPage administrator. Archived * Export this FusionPage conlent for use in another fusionpage (i ]
FusionPages can still be edited and updated by the page . :“"m Cmt:"'.f:““l‘:a“.'"h;' FusionPage
administrator while in the archived state. * 'mport even's in‘o Fusiontage
s Merge other FusionPages into 4th Grade Rm 206

. . . . e Set administrator email

When Fusion Pages are archived, the archival date will

th

appear after the FusionPage name, for example, 4
Grade Room 308 (Archived 05  -06-2010). This date will
appear anywhere an archived FusionPage appears,

|nC|ud|ng the FUSIOHPage Tab avallable through My The page at http:/f4th-grade-rm-206.sfhigh. beta.groupfusion. net says:
PersonalSet ti ngs and the Member shi A rchives lass wll ik be viswable by el mambsrs s the puble. Tt wil 21 sppese n pour
persond lsting, Are you sure you would ke o proceed?

Account from Website Administration.

o) (e ]

Please note: any FusionPages archived prior to May 15,
2010 will not have an archived date.

Archive a Fusionpage: > Archive th|S CIaSS > OK This fusiongage is archived e of 05690, and will 8ot b viesabio by fusionpage membars and iha public k may raw

i permaneily kil ed wsing the lnk on the botiom el of "Updats Sectien Conlguation.”

Once a FusionPage has been  archived, a message will be
displayed at the top of the FusionPage, indicating the
archived status. Classrooms
Unarchive a FusionPage > Click here to unarchive

g 4th Grade Rm 206 # X

FusionPage

4th Grade Room 308 (archived 05-6-10) & X
This will make the FusionPage visible in the FusionPage ) )
l'isting, as wel |peraosal dashboarégsmb e r 6 Reading (archived ) # %
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
your organization is interested in activating this feature,
please have a District Administration submit a Support
Ticket titled fAExpand Archi

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

>Delete this FusionPage >

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:
from the dropdown > Save

Select > No Background

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

to the page. If

Misc

o Archive this FusionPage

® Delete this FusionPage

o Edit Background or Sound

o Export this FusionPage content for use in another fusionpage (i ]
o Import content from another FusionPage

o Import events into FusionPage

o Merge other FusionPages into 4th Grade Rm 206

» Set administrator email @

Are you sure you want to delete 4th Grade Bm 2067

Misc

* Archive this FusionPage

o Delete this FusionPage

® Edit Background or Sound

o Export this FusionPage content for use in another fusionpage (i ]
* Import content from another FusionPage

¢ Import events into FusionPage

s Merge other FusionPages into 4th Grade Rm 206

e Set administrator email @

Add backaround to 4th Grade Rm 206 pages

Choose background: | Mo background
(OR)
Upload your own:
Upload your own GIF or JPG fike. Plaass keeap lile size under 40
KB to ensure 3 qually user experance.
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Website Administrator choose. If you would like to Add sound to 4h Grade Rm 206 pages
turn off one or both options, District Chooss clip: [fia sound 3
Admini stratorés, please submit o (0R)
. ~ . . pload your own Brorwss.
tit I e d AFusionPkPa g e: Turn 0 f f b ;'meadwwannmm..wmﬂwmpﬂﬁe Plaass heep Wie =iz
undier 150 KB 1o snsure & qually user expenence.
Export this cl  ass content for use in another
FusionPage -Misc
Content will be exported as a zip file, and the FusionPage PR —
administrator will be able to designate where to save the * B
fil h heir desk ble flash dri * Delete this FusionPage
ile, such as their desktop or porta e flash drive. On_ce e Esit Background or Sound
Cont_ent has been exportgq it can be imp ) orted into any ® Export this FusionPage content for use in another fusionpage (i ]
FusionPage, as long as it is the same FusionPage type. ® Import content from another FusionFage
Content exported from a team page cannot be imported ¢ Import events into FusionPage
into a classroom page. An export file can be uploaded ® Merge other FusionPages into 4th Grade Rm 206
into as many FusionPages as needed. * Set administrator email @
Export content: > Export this class content for use
in another class > Select the appropriate class T T
features> Export to Zip File ot 4 Gt om0 o Bt . 21 s e s o s gt 2
Pleass chock off e areas o e chysmoan yom s B bs sgort, ol cick "Expart n 2y (s =27,
> Download File > Save File R
] Clme Pictus
Save the zip file on your desktop or personal file storage SR
Space. H E::i\:::l‘wm
O sctatuk
] Harmsrwark
Please note that not all information contained within a 0 smncements
. . . . . Expuort to Zip filke
FusionPage is included in the export. The following
mformatlo_n is not included in the exported file: T ey B b A LA
ﬂ Fus'onpage Calendar ::;fﬁz:::;:::;wmulawlwlnIig weling e classmam’s “Update Class Configuration” page, and
ﬂ FUSIonPage TaSkS . . :;::I;:ll::ﬂ;’l‘:::":‘:;:m&lmdmtmlv.ﬂm“ﬂmmmmﬁhm
1 Online Quizzes (available only in Classrooms) Catabl S, TR O Lok
1 Athletic Team Schedule
T Athletic Team Members
Athletic Team Results
Import Content from another FusionPage (Misc
The import option allows Fusmnnge Admmlsf[ra_tors t(_) o Aschive thia FusionPage
reuse content created in other FusionPages within their o Delete this FusionPage
own pages. e Edit Background or Sound
s Export this FusionPage content for use in another fusionpage (i ]
Import content: > Import content from another ® Import content from another FusionPage
FusionPage > Browse for the conte nt> Add * Import events into Fusioni’age
» Merge other FusionPages into 4th Grade Rm 206
. . s Set administrator email
Please have patience; larger files can take several o
minutes to upload. Do not close your browser or navigate
away from this page until a successful upload Impart SichpaFusicn Clazsroom Cantsnt
COanrmatIOﬂ |S dlsplayed. m@&?mﬂxﬁfmcuww ek Gracle R 306 by cking the 2y0 file on your commter, and
Salect File: | =N
[Caaa)
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Import events into FusionPage Misc
This allows FusionPage admin istrators to import events

. . . . o Archive this FusionPage
directly into the FusionPage Calendar, and therefore into

* Delete this FusionPage

the Personal Calendars of FusionPage Members. » Edit Background or Sound
s Export this FusionPage content for use in another fusionpage (i ]
Please note: e Import content from another FusionPage
A The FusionPage Event Import will only import ® Import events into FusionPage

» Merge other FusionPages into 4th Grade Rm 206

events into the FusionPage where you have selected o :
s Set administrator email @

Al mportt €£viemt o Fusi onPageo.

A If an event exists on the FusionPage calendar, and
in the FusionPage Event Import, duplicate events
will be created.

A The FusionPage import cannot be undone.

Individual events will need to be manually deleted
to remove them from the ¢ alendar.
A The FusionPage Event Import cannot be used to add

RSVP6s to an event. Once th
created, it can be edited to reflect the RSVP
information.

A 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.

A 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 Please click here to download the FusionPage Event Import Template
Event Import Template Please click here to download the FusionPage Event Import Template Example

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.

A Event Name* - Use this colum n to name your
event. For example: fAParent
Year* - This is a dropdown menu; please select the
correct year.

Month* - This is a dropdown menu; please select
the correct month.

Day* - This is a dropdown menu; please select the
correct date.

Time Setting - This is a dropdown menu; please
select the correct time setting. Your choices are:

1 Eventhas atime.

1 Event has no time.

1 Eventlasts all day.

A Start Hour - Use this to designate the hour when
the event will begin. This is a dropdown menu;

p SIS ST S S
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please select the correct start hour.
A 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.
A 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.
A 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.
A Description - Use this field to populate your event
description. There is no character limit to your
event description. For exam
Conferences wil|l be held in
A Summary Use this field to populate your event
description. Ther e is a 55 character limit for the
summary. For example: #AFall
A Contact - Use this column to provide contact
information. For exampl55-AM
0911, info@school fusion.com
A 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
ASchool Fusi on. 0
A 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 Select File: Browse..
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. Cancel

If Data is correct: > Yes, the da talooks valid,

proceed with import

Event Verification

Even Time | Start|Sta End |End . Link
I n t h e p (0] p u p W| n d ow ﬁ A r e y ou Nam; jloay| Renth = Setting H:)ur: M‘il‘lrl.‘lle Hour | Minute WEmipl || Sy (e Name
roceed? Please be patient, as the import process ma e e 1 {Lions,
b P . R portp y Field Tip  |2011[August |6 i HE Tro. bing |[gEr=and|Mr -\ Demer
take a | ong timeo day bread foi feed | O Peters 1200
the Ducks i
> OK to proceed : — Ew—
g;zj:::nltatlon 2011 | October 18 Tasa ::‘M 00 Presentations
ime: are Due

Are you sure you WOUId Ilke to proceed’) Please be Yes, the data looks valid, proceed with the import | Mo, I'd like to try the upload again
patient, as the import p rocess may take a long time o v

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, I 6d 1i ke
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
1 .txtfiles
1 Tab delimited
1 .csvfiles (not notepad.c  sv files)
1 .xlsfile (Single pages; Workbooks, with multiple
tabs are not accepted)
T all fields set to Atext

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 Ayour <cl ass
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

\

(o]

t

t

Import complete. F=tum to Import Fage

Misc

o Archive this FusionPage

* Delete this FusionPage

» Edit Background or Sound

* Export this FusionPage content for use in another fusionpage (i ]
¢ Import content from another FusionPage

s Import events into FusionPage

® lMerge other FusionPages into 4th Grade Rm 208

s Set administrator email @

Marge dessas ino 4th Grade Rm 208

PR G @ N Gl T )G hak ol s s 12 Sy il 40 Orado R 105, and ehek “Sae™. Cloas id mi i and
Eramerkwi] be copied intn dih Grage Bm 205, 3nd theee classes wil be remaeed Fiesss note fatthis change cannd e
Texerid

O dth Grade Rpam 36
[ 4th Grads Roar 806

Save
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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:

1 FusionPage Contacts

1 FusionPage Tas ks
Wikis

Set Administrator Email

Within a FusionPage, a single administrator can be set to
receive all email communications sent through the
School Fusion system, such
Admini stratoro link that i
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

as
S

t
av

Misc

» Archive this FusionPage

o Delete this FusionPage

» Edit Background or Sound
e Export this FusionPage content for use in another fusionpage (i ]
L]
¢ Import events into FusionPage

» Merge other FusionPages into 4th Grade Rm 206

® Set administrator email o

Import content from another FusionPage

Set Administrator Email

The administrator selected will receive emails sent to the class administrator,

Admin: [BILL PETERS (BPETERS) \':

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:

1 Calendar Events

1 Classroom Tasks

1 Classroom Homew ork Assignments*

1 HomePage Files (files uploaded via
Announcements or Class Web Pages)
Membership
Multimedia Blog content (Blogs, Slideshows,
Podcasts, Videos and Wikis)**

1 Quiz question banks***

E ]

* Homework Assignments can be repurposed

Amansien: Somineration has completod the precess of sattieg up your class Wieliciles fartha naw schodl fear. in
order b G4 v fine, wa v craztad i feliowing Broces 1 ko pos 10 qUCkly reusa 1he cartart from ihe

WabGias F0u managas preva sl

Phease melect the classaoom Website b uss with your new sites.
Piavinis Class Siies Haw Class Sites
D revt rausn pravinus class wehets W = Gih Grade: Raom 206

warbste w — Gih Geads Ranm 306

wrbets v = Tl Grade: Raom 406

D reil r8usie previus cless mebsdn v — Bih Geads: Raos SI6

Activate hew Class Stes 5>

| Add FusionTool -

i Class Tasks
Class Wik
Class ¥ideos and Podeasts

Class Slideshows

30
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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

me mb e rpérsonal 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.

Fusi onPages are a | arge part of the success of your scho
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:
1 Alumni Pages : Alumni FusionPages were designed as a place for a graduating class to find information
about class ¢ ontacts or scheduled reunio  ns. Examples are the Class of 1972, Class of 1989 or the Class

of 2000.
91 Athletic Teams: Teams were built for coaches and athletic directors as a place to post information
about each school 6s athletic teams. I nf or mat andteamsesguith ¢
can be posted. Team examples are Boys Soccer, Girls Swimming and Cross Country. Team FusionPages
can be assigned seasons, so that on the team |isting ¢

1 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.

1 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.

1 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.

1 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.
1 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 AFusi onPageo wildl be used to descr

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 BiLL PETERS Frulle | Mddmedi Bl | Febeafrges ¥
move features betwe en the larger left hand column and 4th Grade Rm 206% e

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

%
Pl

(T

A

s Contaes |

Features displayed within the left hand column will be

displayed in liquid boxes. Features displayed in the right e
hand column will not be displayed in liquid boxes. Gl ek £
Class Arnouncamants J \:' - o

SRELLIMNG TESTS J A |
Cuyeisys 11 aptars -6 £ &
Speling Tosts ey Frday maomisg 0, 708

pa f X r purt £ &
[hpiayn T i)
Femember 1o brisg yeur sneakers for B E claes sm Tuesdaps e T
Class Fi a4 P il e
optors 7-3 £ K
' CONFERENCER] L K =]

ABonkE |-
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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 lcon> 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:
update title > Submit

>pe ncili cons>

Fusio nPage Announcements

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

Add an announcement:
Announcement

Click > Add FusionPage

1 Give your announcement a title

T Provide details in the

1 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 fiMore Optionso

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.

" ClassFiles B [

Soit Ovder | Add Fila[s) | Add Fakler
CImoak Reparts Faldar [ o

Cipwasantatbons S

B itk staguont Prasantation fubeicdo: £ 94
Fubiic far vl Pragsritiars

®] n.ook Aeport Rubric.adoo /4
Rubsiic Bar Buach Rojurli

B pascipline pan.doc {9
Dici pline Plan for Rosiim 206

' Add FusionTool B3
‘Class Tasks
‘ Class Links

88

" Class Links / B8] (<]

Edit Class Lirks Titk

v - T el B s eBion, or %0 acd @ dirka e ssielion, pa to® Updaka © lasa S onfipuration® and elck anthie*Setings® b
Tilka: |Clamn Links

B Smos: st
3
[0
s o PO EE WD e =
JE AR O | Wi | -
g HowEE
(E==TH|
A P s P af e bt
B o o Eom 5 a1 vt L B AT
L ioate, it ! bl s 2 TLT0H
I ot Gy et v smatmarsd s e a7 TR
I P iy, Py iy sy et s 7 2
O P78 b peroarcmram phoss oa [z
P WO, ] e T Wi LTI
[
g
S v oy o g
avm | [ e
[0
M
Enddate: [ |
Image Alt Text: |

Algo ghow at top of page: [

Save Cancel
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Announcements can be edited by clicking on the Edit
tool (the pencilicon) or deleted by clicking on the
Deletetool (t he AXO i con)

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 fAAlIl ow students to
if desired

Select appropriate FusionPages
Add due date(s)

E ]

== =

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

ASubmit your file.o The next

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

Class Annauncerments £ Tl

Add Arnoare ement

SPELLING TESTS /
[Chmpdaya AN
Epedlireg Tasts every Friday mdiming!

PES &
[Cumpimyn ATEICD

Ramamber to bng your sreskers far PE. class an Tuesdays and
Fridaye.

COMFERENCES! [

[Chmpdaya AT

R b para k- Canfonanc s wil ba bl his Thusdey sfiemoan and Fridey &l
iy, Phacrdi chack your chibds polks taka. hanea fikdor fod o memndar slig of your
dartie e 1imie, a5 wedl as for @ papsar you can §1 ol 1o bring with you Plise be
g Rar your cormkarenca, S0 hal wa can siag on schadil. Thank jo i youw
cooperatian, ard |k fomwnd 10 misting with youl

ALED Thursdaey B a halbdey far shudanta. Friday = WO SCHOOU

@ Announcements Announcements displayed on the FusionPsge home page.
© Mo announcements

@ Only teachers can create announcements

Homework / |:EE:1:| |§|

Add Assignment | Reuse | Delete Multiple

Read Chapters 14 £ &
Due July 30, 2010

Book Report Presentations Due I R
Due August 3, 2010

View Previous "Homework” (8)

Add Assi Reuse Existing Assignment

Assignmert Name: [
Description

iEBBY B IUS

BRAE RO Y 2| EH 5w

Stle

Use Advanced Editor | Use Plain Editor
Allow students to submit homeuork online
Place a check and select the appropriate date for each class.
4th Grade Rm 206 has assignment due on
5th Grade Room 708 has assignment due on

Cancel

Book Report I &
Due July 1, 2008

Submit your file

There are no files in the "Book Report” dropbox,

View Previous "Classroom
FusionPage Homewaork™ (1)
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Changes > Save

Assignments are automatically added to t he class
calendar, and are therefore f
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 #fAVi
Fusi onPage Homeworko 1|ink.

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:

1 Assignment Na me
1 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 AAIIl ow
if desired

Select appropriate FusionPages
Add due date(s)

E ]

students to s

= =

- Submit Problems 4-11

Add Assignment | Reuse | Delete Multiple I

Reuse Homework

Assignment Name
. Assigned Problems from Lecture Notes

FusionPages
ath Grade Rm 206 Due Date: 01/21/2010
5th Grade Room 708 Due Date: 07/26/2010
Bamboo Growing Due Date: 01/21/2010
ath Grade Rm 206 Due Date: 01/25/2010
Bamboo Growing Due Date: 01/26/2010

2.Sec1.,p.7, # 12; Sec 1.2, p. 13, £ 5; Sec 1.4, p. 25, % 5,6;

3.Sec 13, p. 16, # 2abe, 3; Sec 1.4, p. 25, # 8,15; ath Grade Rm 206 Due Date: 02/04/2010
Bamboo Growing Due Date: 02/04/2010

4. Sec. 1.5, p. 31, # 2, 5, 7, and the problem assigned in class. 4th Grade Rm 206 Due Date: 02/16/2010

Bamboo Grawing Due Date: 02/18/2010

4.Sec. 1.5, p. 31, £2, 5, 7, and the problem assigned in class. 4th Grade Rm 206 Due Date: 02/18/2010

Bamboo Growing Due Date: 02/16/2010

5.Sec. 3.1, p. 97, # 1through 5; Sec. 3.2, p. 102, # 1, 2 ath Grade Rm 206 Due Date: 03/09/2010
Bamboo Growing Due Date: 03/09/2010

6.Sec. 3.3, p. 107, # 1, 3 (without the computer algebra component) 4th Grade Rm 206 Due Date: 03/16/2010

Bamboo Growing Due Date: 03/16/2010

g2 136, Numbers: 8, 10, 11; Sec. 4.4, page 149, Numbers: 9, ath Grade Rm 206 Due Date: 03/23/2010
m Dt

owing Due Date: 03/23/2010

o
2
b

Book Report another new classroom Due Date: 07/28/2010

Book Report Presentations Due ath Grade Rm 206 Due Date: 05/03/2010

Assignment Name
1. Aszigned Problems from Lecture Notes

Reuse

Reuse Existing Assignment

Edit Assignment
Mame: Problems from Lecture Notes

Description:
(i B@o B 7 UGSESEE] :
B R @ e 0Oy @ E s s -

[Assigned Problems from Lecture Notes |

Use Advanced Editor | Use Plain Editor
Allow students to submit homework online
Place a check and select the appropriate date for each class.
4th Grade Rm 206 has assignment due on
5th Grade Room 708 has assignment due on

Cancel
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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).
Add Assignment | Reuse | Delete Multiple l

When all chan ges are made to the assignment: > Save
Delete Assignments
Delete An Assignment: > X0 next to as Select & , Kl
name> OK [0 Read Chapters 1-3
[ Read Chapters 4-6

The administrator can also choose to delete multiple g Read Chapters 7-9 |
assignments at one time; please take these steps: Read Chapters 10-12

1. > Delete Multiple B

2. Place a check for all appropriate assignments. 7 iomenwor ociiswhthor o show bomssont. The assiganats wl hve kg seconn et iy Foge s 3

3. > Delete Selected @ Homewark s tumed on

2 Homework is turned off
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. Cuizzes
Help | Edit Questions | Mew Quiz

The Class Quizzes section allows the clas sroom «Mathmatics Quiz Deactivate | Scores
administrator to create interactive timed quizzes for SchoolFusion Ouiz Help

their students to complete online. An unlimited number
of questions can be created and stored. The Quiz
Question Pool is automatically shared between all Mathmatics Quiz Score: 0
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 QUIZ RULES:

cannot be shared between users. You willbe given © questions

You will have (0 seconds to answer each question

You will receive 10 points for each question you get right

You are able set the number of seconds a student has to TLIIE ) C De E  eE)
answer a question, the number of questions per quiz , as
well as the points each question is worth. Additional StartQuiz ==

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. C]Online Quizzes You can create online quizzes for your classroom. The quiz can

have any number of multiple choice guestions, and the students’ scores will be recorded.
@ Quizzes are tumned off

The sof tware automatically will keep track of all

N . @ Quizzes are tumed on. Only members of the class may take them.
studentsd scores and compil e 1t

@ Quizzes are tumed on. All users may take them.

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 aquiz. )
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 ora
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

=4 =4 =4 a8 _a_a_°

> 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

Class Contacts / B2
Add Contact
Peters, Bill = ]

Home; 1-800-906-0911
Business: 555-3159
Email; supporti@schootusion.com
Address: 953 18th Street Sute 2150

Chick on name to see detals.

Edit Contact

First Name: @il
Last Name: |Peters
Home Phone: | 1-800-506-0911
Business Phone: |555-3159
Mobile Phorne: ||

Email. | support@schoolfusian.com
Address: 993 16th Street Suite 2150 ‘

Notes: ‘

Contacts

Contacts alow you to have @ common contact database for
your Clzas. It can be used as & place for your class
members to find each other or for you to list key outside
comacts that may be of interest to your Class members

C Na contacts

@ Oniy teachers can create contacts

O #l students can creste contacts

| Click here to edit the contacts satting |

Cancel

@ Contacts Contacts allow you to have 2 common contact database for your FusionPage
It can be vsed as a place for your fusionpage members to find each other or for you to list key
outside contacts that may be of interest to your FusionPage members.

© Mo contacts
@ Only teachers can create contacts

@ All students can create contacts

4th Grade Rm 206

Instructor: Mr. Peters  Emall Entirg Class | Edit Configuration | Halp

Edit Dascriplion lJulm Picture | Enable Adrmin Moda

Claga Descripion

Class (esciipton:
ik B Doseapne’” whirs [ihed.

|8y r7iEH-% =088
I Fera - de SEE
“This course is designed to meet state mathematics regurements. The main emphasis of the
keeurse i ko help students erganze thoughts and schee mathematical preblems whis
prepaning them for further study n mathematics”

=] Sorcm

Cancsl
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t he

red AEdit Cl ass

Descriptic

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
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.

ganize

Create a folder: > Add Folder

 Add folder name

1 Add Description

1 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:
for the file >

> Add File(s) > Browse

1 Add a description
1 Mark as Active
1 Place in appropriate classrooms

> Add File

Class Files /. 33 (2|
Sort Order | Add File(s) | Add Folder
) Book Reports Folder / 4

1 presentations /

Book Report Presentation Rubric.doc / 4
Rubric for Oral Presentations

Book Report Rubric.doc /
Rubric for Book Reports:

B piscipline Plan.doc / £
Dizcipling Plan for Room 206

Sort Order | Add File(s) | Add Fulder'

Folder Name:
Description:

Active @:

Parent Folder: | None ¥
Attach the folder to your groups below.
4ih Graca Rm 206
O Book Cluty
[ Gross Countay
[ Principats Group
O P74
O Technology

=ort Crder | Add File(s) | Add Falder

Folder Name:
Description:

Active @;

Parent Folder: [None -
Attach the folder to your groups below.
At Grada Am 206
[ Book Club
[ Cross Country
O Principais Group
O pra
O Technology

ot Order | Add File(s) § Add Falder

Active files are visible to all users. Files that have not
been designated as AActiveod wi
Fusi onPageds administrators.

Add multiple files:
upload Multiple files

> Add File(s) > Click here to

Check Active > Choos e a Parent Folder from the
drop down menu > Place a check for the
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Select Files

appropriate FusionPages >

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
and then selecting the correct fold er from the
Fol dero 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

1 Add Link URL

1 Add Link Title

1 Add Link Description

1 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

B active @

Parent Folder. | Nons ~

Attach e e 10 your groups befow.
[l dth Grade Rm 206

O Book Ciub

[J Cross Country

[ Principals Growg

O Fra

O Technology

SelectFiles »»

o) o) ) )
= : L et [ 5] ot | e

i

@ Files Files allow you to store & directory of folders and files for your group.
@ Mo files

@ Only teachers can upload & access files

@ Teachers upload, everyone access files

Class Links
Create Category | Create Link

» Discovery Channel

Fun sducational garmeas for kids!

« Discovery Kids

« Ed Heads

A fun interactive science websitel

» Education Place

« Fun Brain

+ Math

Parerts and students alike may use this site. it offers students an interactiva way 1o
study their basic math facts. It offers parents strategies 1o help their child with math
« Scholastic Kids

Create Category | Create Link

Craaba Link
URL
. Mo e, poogks. com
Tk
Dlesacription:

[E Opeen link i mesw wind ow
ATV Vi Bk B8 o s s,
[ dek Grace Fm 205

[ -

O Coomn Country

O pencieats Greup

O era

O Tachmbgy
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appropriate FusionPages>

Create Link category

Create a link within a category:
category >  Create Link

Expand the

1 Add Link URL
1 AddLink Title
1 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 animage: > Add Picture > Browse for image >
Add Picture

SchoolFusion recommends that Fusio
under 50 KB.

nPage pictures be

Any image can b e used within a FusionPage;
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

A

suppliedb ef ore a studentds i mage

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

= =4 -8 A

> 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

however ,

Create Category lCreate Link

Create Link Cabagarny

Title
Discription

As1h S CAOrY o o rps bean:
[ ik Gracke Fimn 208

[ Book Cists

O Croas Coustry

O Prncipets Growe

(mie

O Technalogy

—science Sites /4
Create Subcategary | Create Link

@ FusionPage Links FusionPage Links iz an area to show favorite or relevant Web Page links.
@ No FusionPage Links

© Only teachers can create links

4th Grade Rm 206 e

Instuior M. Pesars. Email Eobre Class | Edd Condguraion | Help
EdiDEscueien | Delele Pxlen | Enabiesdmn Mads

“This courss is d
N emphes
solve mathemabcal problems while p

Fed Do mest Siate mathematics reguinements, The
the Couras iz o help students organize thoughts and
anng them for further study in mathematics”

4th Grade Rm 206

Instructor: Mr. Peters  Email Entire Class | Edit Confiquration | Help
Edit Description | Add Picture .gnable Admin Mode

Add Class Piciure

R AT SN & PNt et B FEL

Plotesa:
¥ §oar T @ it ety 0% 8 B SRR B A A o 1R IV g ek B LRDR " PRI /7 8 VRS, S e
o Vo g, 8 AR e ] b s B ity v, N e e 4 G by w0 L
Add Pitune =»

Team Members
Add Team Member
« Tany Mardente

+ Ada Prascott

« Johanna Smitk

Ciick on name 1o see delails

Aod Taam Mambsr
Firsi Klama
Lt Rhyrmas
Prestin
Commants
Click T A Tazm Mambes
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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

all recent results from the past seven days.

Add a result: > Add Result
1 Add Date
Add Re sult | 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
example, in a first grade classroom, where time is
regulated through the day, the schedule might look like
this:

ionPage. For

> Edit Schedule
with the important information.

Create a schedule:
Populate the box

> 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)

@ Team Members List members on the homes page.
@ Team Member listing is turned an

@ Team Member listing is turned off

Team Results
Add Result

B/23/2009 State Champions
Edit | Delete Result

6/20/2009 BEoth Teams Cualify for the State Meet
Edit | Delata Result

6/15/2009 2005 ER Irwitational

The Gids took home a trophy and 4th place 31 Ssturday's Evergreen
Rapids Invitational. Mandy Hame and Lilly Bailey were both in the top 10
fiar the team. Ryan Berg and James nisse also placed in the top ten and
the boys tearm placed Sth.

Edit | Delata Result

Craata Raaul
Oabw: | Juns M| 2% % 2009 %
Resuht
Cruats Resul

@ Results Creste game resuilts that will also sppesr on the Athletics Overview page.
@ Results are tumed on

@ Results are turned off

Ath Grade R 206 Cakndar
Edil Schadule

Class Scheduls
*  Wardey 330 AW - 1015 AW
& Sparish- Sra, Fireda
= Tuesaday 930 A0 - 10:15 A
& Phipsical Educaisarn e Miliman
* Wadnesday 930 AM - 1015 AM
i Seience- M, Shehaes
= Thursday 9:30 A - 10:15 AN
& Sparish- Gra. Firada
*  Friday 230 &M - 1015 &M
% Physical Educatian- Me Milman

@ Schedule Decide whether to show the FusionPage schedule. If schedule is turned on,
it will need to be created by clicking the 'Set Schedule’ link on the top right of the
FusionPage homepage.

@ Schedule is turned on

© Schedule is turned off
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Team Schedule
(This featur e only available in team pages
when the Schedule feature is activated )

and only

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 fil

personal calendars.

Add an event: > Add Game
T Add Game Name
1 Add Date
Add Start and End Times
1 Select time setting
o Eventhasatime
o Eventhas no time
o Event lasts all day
1 Select Home Game or Away Game
1 Select Location
1 Add Description
> Click here to add game
Events can be | 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

tere

Tearn Schedule £

Add Game

" Calorado State

# Girls State Relays

Edit | Delete Game

Edit | Delete Game

Wiew previous schedule)

B3(&
June 27, 2009

G:00 Ak

July 4, 2009
8:00 AM

Add Gamea
Guaried i
Ontw
Stant Time

Erel Tiriea

Loz aidi
ez i ph o

B n

LICL

LR

& Evart hasa a lina
¥ Evart has m lime
& Evart lasts al day

Home Game: & Away Game: O

o HOnil -

JBw s 2 | = O s

E] The schedule allows you to create home & away games that will also show up in the fusionpage calenc

Add Event | Edit Events

22
29

June 2009

T oW T F
2 3 43
s @@ 1 1z
16 17 18 19
3 24 @ =
@

Wiy Full Calendar
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is in five minute increments.

5. Time Setting
a. Event has a time
b. Event has no time
c.Event | 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 fAHome
Game .0
9. Contact: Use this if you would like to includ ea

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 location.

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.

Link Name: Provide a link to a website directly in
the calendar event.

Email Notification: ~ Set notifications for even

be sent a specified amount of time before an
event.

Accept R.S.V.Ps:
invitation, accept R
attendance.
Repeat Event: An event can be set to repeat.
FusionPages: Available when Advanced Add Event
is turned on. This allows the FusionPage
administrator to add the event to all FusionPages
that they administer.

10.

11.

12.

13. tsto

14. Allows you to send out an

.S.V.Ps and place a limit on

15.
16.

Add the event: Click > Approval Options

Ackvancad group Event
Ewerri Marma
Dale: [resizme
Etan Tima
Erd Tima
Summany
Deacription

e w| m =

a6n w0 =

JivysreEa=Ondv |

15 Epark havs & ime
O Evart hara ro fimi
¥ Evant lwste al day

Plan Binhay )

ol

Lesdion, | -— Hone -—

Faciity Hixie

B

Link Mama LIRL: |barg:
Erradl Motification: L] immadaaly [ary w | bakare el
PECAE BBV P [ s ywito e il i, gl FobiulPs , s i § il oy Sl
Repeal Evenl. | Mo Repest %) Unbk | Jure IE T -
Groups: [0 Aih Grada Rm 206 [ 5th Grada
M Fatera FT
] Bk Chib [ Ciesas Couriry
WPELLS M P
Fah 101
O W Jorew O Printipati Group
Aidd Everi Ak B
b ira e laingl s aackd s b | | Cancal
Add Event ‘ ‘ Add Event ‘ ‘

[that wiewe event listing)

[that add another)

Cancel ‘ ‘

1 Add Event , then view event listing 21 22 2 @ s =
1 Add Event , then add another ag | =g
1 Cancel
I f the HfAAccept ioRhasheevi chBsem oncep t Add Event | Edit Events l
the appropriate AAdd Event 0-upt e Full
box requiring further information will appear. There are
three options with RSVP: o oo fo Catuesta | vt Bt T
Fwast Hamn Data T Actian
1 Allow anyone who can view this event to R.S.V.P. B B A JELL
1 Only allow people I invite to R.S.V.P.
1 Enter 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
ANexto button. An R.S.V.P. Cor
the choices will appear, and ¢
Fusi onPage homeo wi lnistratoetdthier n t
FusionPage site.

Any existing events can be edited or deleted at any
time.

Edit an event: > Edit Events > Edit > Make
Changes > Edit Event

Delete > Confirm

Delete an event: > Edit Events >

deletion > OK

U pdate the settings for this feature: > Edit
Configuration > Select Configuration Tab>

Advanced FusionTools Settings > FusionPage
Calendar > Choose (FusionPage Calendar is off or
FusionPage Calendaris 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 wildl have the
parentheses, and open tasks will be designated by a

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

acceptt he task. Completed tasks will be indicated by

the word fAdone. 0

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 g1
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)

@ FusionPage Calendar The fusionpage calendar appesrs on the top right of the homepage
sppear in fusionpage members’ personal calendsrs.

© FusionPage calendar is off

@ FusionPage calendar is on

Class Tasks
Add Task

Bring Kleanex (DGREGORY)
Edit | Delete Task

+ Bring Snacks
Edit | Delete Task

Create 4th Grade Bm 206 Task
Task;

|nu one (open registration) v|
Create Task =

|_ Tasks A task can be a5 igred to a specific classroom n.ls fonpage member of can be ﬂerr unazsignad in order to aliow a
mmmmmmm fusianpage member fo valuntser. Once & task is assigned or sccapled, the entire classroom fusionpage can see who is
responsibie for that lask

@ No tasks

Assigned To:

O Teachers can create tasks
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FusionPage Web Pages

The FusionPage Web Pages feature allows the
FusionPage administrator to create their own simple
FusionPage web pages, or photo alboum 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
gray box

1. Select the number of images from the dropdown
2. Add Title
3. Add Summary
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[ Frinejpis Grasp

O #7a

O Techneigy
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Create Category | Add YWeb Page l

Tith 1o b displayed on the class by

ue
-
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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

Link

Link Info | Taiget | Advanced

Lirk Type
[uAL

-

Prolacal  URL
[heprr |

Browse Server

Updoad 2 ness file in this fokder

| i {Browse. | I
Upload Mubiple Files
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