Creating and Setting Up the Initial Content
[

Creating and Setting Up the Initial Content

The following sections outline the steps necessary to create and set up the initial content
displayed on the homepage.

Creating a photo album

The system lets you create and maintain a photo album for images and photos that are
relevant to the group or course and its activities. For example, a golf group may want to
post pictures from its last tournament, or a geography course may want to post pictures of
places mentioned in the course of study.

The photo album can contain any number of images and photos up to a default limit of 12
MB. When you upload files, the system will downsize photos and images to an average size
of 40 K. If each image were to take the average size (40 K), an album could contain just
over 300 images. It is important to note that the 12 MB size limit also includes any photos
that have been submitted but not yet posted and those that have been inactivated. If you
attempt to submit or post an image to an album that contains no more space you will
receive an error message.

Note: The amount of space allocated for storing photos may be different than the default
limit. See you system administrator to determine the amount of space available to your
institution.

The photo album supports two file formats: graphic interchange format (GIF) and Joint
Photographic Experts Group (JPG or JPEG). Once files have been posted, you can give
them titles and captions. When members first click into the photo area, they see
thumbnails of each image, including the title, when the image was posted and by whom,
and the caption. Clicking on the image displays the photo viewer web page, which allows
members to see the larger image and to navigate forward or backward through the album.
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Steps
Follow these steps to create a photo album.

1. Access the group or course home page.

2. From the Content Tools menu, locate and click Manage Photos. You'll see a
Manage Photos page similar to the following:

Groups Index Create Group
Manage Photos - American history group

Your Location: Group Homepage / Manage Photos

May 10, 2007

Group Tools | Click on a photo or its title to view it. To activate a photo, check the box
Homepage | and click "Activate." To remove a photo, check the box and click "Delete."

Announcements
nees | Submitted Photos
Fhotos
Links Title Posted By Posted On
Files

There are no submitted photos.

Message Board

Calendar
E-rmail |
chat | T o .. .. ... .
Membere | Click on a photo or its titls to view it. To inactivate a photo, check the box
and click "Inactivate." To remove a photo, check the box and click "Delete.”
contentTool: | Active Photos 51 Post a New Photo

Manage Homepage

Title Posted By Posted On

Manage Guest View

Manage Mews 5

" There are no active photos.
anage Photos

Manage Links

Manage Files

Manage

meszsge board | LNACtiVve Photos

Manage Calendar -
o Title Posted By Posted On
Manage
Announcerments

There are no inactive photos,

ronfinneatinon Tanls

3. It contains three sections:

e Submitted Photos: A list of all photos that have been submitted by
members, but not yet reviewed and posted.

e Active Photos: A list of all active (posted) photos.

¢ Inactive Photos: A list of all photos that have been deactivated
(removed from the homepage), but not yet deleted.

Note: At this point, there should be no content under any of these sections.
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4. Locate and click the “Post a New Photo” link that appears within the Active

Photos list.

You see the Post a Photo window.

WYEEel[stR Groups Index Create Group

Post a Photo - American history group .. .. ...,

Your Location: Group Homepage / Photos / Post a Photo

Group Tools
Hormepage
Announcerments
Mews

Photosz

Links

Filas

Message Board
Calendar
E-rnail

Chat

Mernbers

———
Content Tools

Manage Homepage
Manage Guest View
Manage Mews

Mzanzage Photos

Manage Links

Manage Files

Manage
Meszage Board

Manage Calendar

Manage
Announcements

————————
Configuration Tools
General Settings
Applications

Sub-Groups

Members

Post photos in jpeg or gif format (file extensions .jpg, .jpeg or .gQif) only. Photo
files may not be larger than 1 mb.

Posted By: Administrator

* gratuz: [N~ |

Photo File I
Harne:

#*

Browse... |

* Photo Title: |

* Photo Caption: ICaption Usez Plain Text;l

5. From the Status field, use the drop-down to select Active.

6. In the Photo File Name field, enter the path to the photo or image or click the
Browse button to locate the photo or image on your machine or a network
location.
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7. If you click Browse, you see a dialog box similar to the following that allows you
to search for a file.

Choosefle ——— HE|
T =

=2 33 Floppy [&:] =pDataM:] = comp
2 [T 2 utilitie on 'antlia’ [0:]

2 (D] =2 downloads on 'Sisyphus' [0

:._—T Zip 280 [E:] =2 company on 'nal' [R:]

=0 cp30docs [F) =2 home on 'nal' (U]

=) [ ata [3:] = Data M)

4] | I

File name: I Open I
Files of type: &l Files (-] = Cancel |

8. After you have specified or searched for the file, use the Photo Title field to
enter a title.

Laak: ir: Cornputer

Note: This field is required and only supports 60 characters.

9. In the Photo Caption field, enter a caption for the photo.

Note: This field is also required. It supports 5000 characters. The caption field
also supports basic HTML formatting so that you can change the characteristics
of the font (color, size, etc.) or add a link. For example, if you want the caption
to be displayed in a red font, you could bracket the text with the following HTML
tags:

<font color="Red”>here is some red text</font>

10. When using HTML formatting, the following tags are not typically supported:
<applet>, <area>, <base>, <basefont>, <bgsound>, <body>, <button>,
<caption>, <div>, <embed>, <fieldset>, <form>, <frame>, <frameset>,
<head>, <html>, <iframe>, <input>, <label>, <layer>, <legend>, <link>,
<map>, <meta> <nobr>, <noframes>, <noscript>, <object>, <optgroup>,
<option>, <pre>, <script>, <select>, <span>, <style>, <textarea>, <thead>,
<title>, and <wbr>.

11. These may vary at your institution. Additionally, you may not employ JavaScript.
The non-supported tags and JavaScripting will be removed by an application
called Tidy. The system also uses Tidy to detect and fix minor errors, to flag an
error on an uncorrectable problem, and to close any unclosed tags that might
cause problems in certain browsers.

© SunGard 2004-2008 Groups and Courses
Page 36



12. To add the photo or image to the album, click Post. To exit without adding the
photo or image, click Cancel.

Note: If you posted the photo, you will see a dialog stating that your photo has
been posted. Click Ok. You are returned to the Manage Photos window, where
you see a thumbnail of the photo you just added listed under the Active Photos

section.

13. To add more photos to the album, repeat the steps 5 through 10.
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Creating Links
[

Purpose

The system allows you to create and maintain a list of Internet links that provide resources
for the group. For example, a ski club might want to add links to local ski resorts or the
local ski report, an engineering course might want to add links to commercial Web sites for
companies conducting research in areas the course is studying.

When you add links to the homepage, you must include a title for the link, the URL (Web
address), and a link description. The title provides the actual link that members will click to

access the URL. The description should provide some indication to users of the contents of
the page that they will be accessing. Any number of Internet links can be posted.

Steps
Follow these steps to create an initial set of links for group or course members.

1. Access the group or course home page.

2. From the Content Tools menu, locate and click Manage Links.
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3. You see a Manage Links page similar to the following:

Groups Index Create Group
Manage Links - American history group .. .. ...,

Your Location: Group Homepage / Manage Links

Group Tools | To view or edit a link, click on the link title, To activate a link, check the box
Homepage | and click "activate." To remove a link, check the box and click "Delete."

Announcernents

vev: | Submitted Links

Photos -

e Title Posted On Posted By

” =2 | There are no submitted links.
essage Board

Calendar

E-rnail

Chat

SR To view or edit a link, click on the link title, To inactivate a link, check the
box and click "Inactivate." To remove a link, check the box and click "Delete.”

ctontentTools | A ctive Links [l Posta New Link

Manage Homepage

Mansge Guest View Title Posted On Posted By
Manage Mews | [T History of the United States March 28, 2007 Administrator
Manage Photos
Manage Links |_Inactivate || Delete

Manage Files
manaze | IMactive Links
Message Board
Manage Calendar Title Posted On Posted By
Manage

announcernerts | There are no inactive links.

It contains three sections:

o Submitted Links: A list of all the links that have been submitted by
members, but not yet reviewed and posted.

e Active Links: A list of all active (posted) links.

e Inactive Links: A list of all links that have been deactivated (removed
from the homepage), but not yet deleted.

4. At this point, there should be no content displayed under any of these sections.

5. Locate and click the “Post a New Link” option that appears within the Active
Links list.
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6. You see the Post a Link window.

Post a Link - American history group

Your Location: Group Homepage / Links / Post a Link

May 10, 2007

Group Tools e
Posted By: Administrator
Homepage

Announcements Status: _ -

News
Photas

* Title: |

Links * RL: I

Files

* Link IDescription Uses Plain Text;l

Meszage Baard
9 Description:

Calendar

E-rnail :I
Chat
Members
Content Tools LI
Manage Homepage
Manage Guast Wiew | Post | Cancel

Manage Mews

7. In the URL field, enter the complete Internet address of the link. For example,
if you were adding a link to CNN.com, you would enter the following:
http://www.cnn.com

The URL field also supports addresses containing the following protocols:

e https://
o ftp://

e nntp:

e mailto:

8. In the Description field, enter a one or two sentence description of the page
that will open when the users click on the link.

Note: This field is required. It supports 1000 characters. The Description field
also supports basic HTML formatting so that you can change the characteristics
of the font (color, size, etc.), add tables, include images, etc. For example, if
you were managing a homepage for a golf club and were adding a link to a local
golf course, you could add the course logo by using the <img src> tag pointing it
to a server were the image was stored.
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9. To add the link, click Post. To exit without adding the link, click Cancel.

10. If you posted the link, you will see a dialog stating that your link has been
posted. Click Ok.

Note: You are returned to the Manage Links window, where you see information
about the link listed under the Active Links section.

11. To add more links, repeat these steps.
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Creating News Articles

[

Purpose
The system allows you to create and maintain a list of news articles. A news article might
be nothing more than an informational announcement, or it might be a treatise on a topic of
interest for the group. For example, a movie club might post articles with brief information
about upcoming movie festivals or screenings; a literature course might post a book review
written by a course member.
When you add articles to the homepage, you must include a title for the article and the
actual text that constitutes the article.

Steps

Follow these steps to create an initial set of news articles.

1. From the Content Tools menu, locate and click Manage News.

Manage News Articles page similar to the following:

YREl IR Groups Index  Create Group

You'll see a

Manage News - American history group .. .. ...,

Your Location: Group Homepage / Manage Mews

Group Tools
Homepage
Announcerments
Mews

Photos

Links

Files

Message Board
Calendar
E-rnail

Chat

Members

Content Tools
Manage Homepage
Manage Guest View

Manage Mews

Manage Photos

Manage Links

Manage Files

Manage
Message Board

Manage Calendar

Manage
Announcerments

Configuration Tools
General Settings
Annlicatinns

© SunGard 2004-2008

To view or edit an article, click on the article title. To activate an article,
check the box and click 'activate.' To remove an article, check the box and
click 'Delete.’

Submitted Articles

Title/Subject Posted By Posted On

There are no submitted articles.

To view or edit an article, click on the article title. To inactivate an article,

= | check the box and click 'Inactivate'. To remove an article, check the box and

click 'Delete’.

Active Articles
Title/Subject

[} Postanew Article
Posted By Posted On

President of the History department

r 6 gusetihoet Administrator March 28, 2007
| Inactivate || Delete
Inactive Articles
Title/Subject Posted By Posted On

There are no inactive articles.
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It contains three sections:

¢ Submitted Articles: A list of all articles that have been submitted by
members, but not yet reviewed and posted.

e Active Articles: A list of all active (posted) articles.

¢ Inactive Articles: A list of all articles that have been deactivated
(removed from the homepage), but not yet deleted.

Note: At this point, there should be no content displayed under any of these
sections.

2. Locate and click the “Post a New Article” link that appears within the Active
Articles list.

3. You see the Post an Article window.

Groups Index Create Group
Post an Article - American history group .. .. ...,

Your Location: Group Homepage 7 Manage Mews / Post an Article

Group Tools w
FPosted By: Administrator
Hormepage

*
Announcements Status: I_ 'I

Mews

Phatas

Links * News Article: IArticle Uses Plain Text;l

Filez

Message Board ﬂ

Calendar

* Title/Subject: |

E-rnail
Chat

Mermbears

Content Tools
Manage Homepage
Manage Guest View

Manage Meaws

Manage Photos

Manage Links

Manage Filas ;I
Manage
Message Board Post| [Cancel

Manage Calendar

4. From the Status field, use the drop-down to select Active.
5. In the Title/Subject field enter a title or subject for the article.

Note: This field is required and supports 60 characters.
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6. In the News Article field, enter the text of the article.

Note: This field is required. It supports 25,000 characters. The article field also
supports basic HTML formatting so that you can change the characteristics of the
font (color, size, etc.), add tables, include images, etc. For example, if you
wanted the article to contain headings and subheadings, you could use standard
<hl>, <h2>, <h3>, etc. tags.

7. To add the news article, click Post. To exit without adding the article, click
Cancel.

8. If you posted the article, you will see a dialog stating that your article has been
posted. Click OK. You are returned to the Manage News Articles window, where
you see information about the article listed under the Active Articles section.

9. To add more articles to the homepage, repeat steps 5 through 9.
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Creating Message Board Topics and

Descriptions
[

Purpose

If your group or course has been given access to the message board feature by the
administrator, you should create a set of initial message board topics and descriptions that
will encourage members to access and use the message board. Members themselves can
add topics to the message board. However, as the group or course leader you are the only
one who can delete topics and replies, unless you delegate this permission to members of

the group.

Steps

Follow these steps to create an initial set of message board topics and associated
descriptions.

1. From the Content Tools menu, locate and click the Manage Message Boards
link.

You see the Message Board Topics window displaying all message board topics
available to the group. At this point the window should appear similar to the
following as there shouldn’t be any topics:

Groups Index Create Group
Message Board Topics - American history group ... ...

Your Location: Group Homepage / Message Board Topics

American history group

Post a Topic & Show Topics with| Titles =] containing] lgo | | reset
@ Topic List  (click to view topic list) Authar Messages Posted on ¥
@ ¥ George Washington Adrinistrator 1 3-27-07
Copyright @ SunGard Higher Education 1988 - 2007, To .
pyright @ 9 p SUNGARD

GA
HIGHER EDUCATION
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2. To add topics to the message board, click the Post Topic icon.

You see the Post a Topic window:

Groups Index Create Group
Start New Topic - American history group .. .. ...,

Your Location: Group Homepage / Message Board Topics / Start New Topic

Add New Topic to: American history group

* Title ;|

| add Topic || Eancei—|

Copyright @ SunGard Higher Education 1998 - 2007, Top SUNGARD'
HIGHER EDUCATION
3. In the Title field, enter the topic.
4. Click the Add Topic button.
Note: You are returned to the Message Board Topics page. To add additional
topics, click the Post a Topic icon and repeat the steps outlined above for

entering a title. These same message board topics appear on the homepage.

5. To create additional message board topics, repeat steps 2 through 4.
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Creating Announcements
. :

Purpose

If your group or course has been given access to the announcements feature by the
administrator, you should create an initial announcement that welcomes members to the
homepage, as well as any other appropriate announcements for your group or course.
Note: These announcements will also appear in members’ Personal Announcements channel
in the portal if that channel is placed on one of a user’s tabs.

Steps
Follow these steps to create an announcement.

1. From the Content Tools menu, click the Manage Announcements link.

You see the Manage Announcements page. At this point, the screen should look
similar to the following since there aren’t any announcements:
Groups Index Create Group ® E

Manage Announcements - American history group .. .. ...,

Your Location: Group Homepage / Manage Announcements

Group Tools | To view or edit an announcement, click on the announcement title. Tao
Homepage | remove an announcement, check the box and click "Delete."

Announcermeants

v Number of Announcements: Q L New Announcement

Photos

Links=

Title {Click to Edit and Resend} Exp Date: Post Date: Status

Filas
o There are no announcements.
essage Board
Calendar
E-rnail

Chat

Merbers

Content Tools
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2. Click the New Announcement button.

3. You see a Compose Announcement screen similar to the screen shown below:

Groups Index Create Group X E
Compose Announcement - American history group .. ... ...

Your Location: Group Homepage / Manage / Compose Announcerment

Group Tools

S
Hormepage Title: I

Announcements | Announcernents: ;I
Mews

Fhotosz

Linkz

Filez

Message Board
Calendar

E-rnail

Chat

Members

Content Taols
Manage Hormepage

Manage Guest View LI

Manage Mews
WEREG: FRaess Delivery Date: May 10, 2007

Manage Links | Expiration Dats: May 17, 2007

Manage Files

[Eaneet]

Mezsage Board

Manage Calendar

4. Enter a title for the announcement in the Title field (50 character maximum).

5. Enter the text of the announcement in the Announcement field.

6. Click Send to post the announcement.
Note: You see a message confirming your announcement has been delivered.
The announcement will now appear on your group or course homepage and in
each member’s personal announcements channel for a seven day period, starting

from the announcement post date.

7. Click the Ok button.
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Creating Featured Content

B :

Purpose
After you have added photos and links to the homepage, you can set some of these as
featured content that will display to users when they first enter the online course or group.
This featured content consists of a featured photo, a featured link, and a series of “top”
links.
Note: By default, the featured content is set to be inactive on the homepage. Before you
can see featured photos and links, you must first create a photo album for the group and
activate a number of Internet links. If you don’'t want to activate a certain section, leave it
set to inactive.

Steps

Follow these steps to create the initial featured content that will appear on the homepage.

1. From the Content Tools menu, click the Manage Homepage link.

You see homepage edit options similar to the following:

Groups Index Create Group
Manage Homepage - American history group . .. ...

Your Location: Group Homepage / Manage Homepage

(oo " | Featured Photo Featured Link
Announcernents
- Mo featured photo Mo featured link selected,
Fhotos selected. -
Links |Edit
Files [Edit
Meszage Board
Ca':_”da_; Top 5 Links
Chat -
i hars No links selected.
| Edit
Content Tools
Manage Homepage 2
Manage Guest View Just getting started ?
Manage News Read the Group Leader Guide for ideas y“wml
Manage Phatos and strategies. You will need Acrobat ke
Manage Links Reader to view the guide.

Manage Files

Manage
Message Board

Manage Calendar

Mariage
Announcements
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2. Locate the Featured Photo section of the page and click the Edit button.

Note: If there are no photos, you will first have to post photos to the group’s
album.

3. You see the Set Featured Photo window, which provides a view of all pictures
contained in the group or course photo album, similar to the following:

Groups Index Create Group
Set Featured Photo - American history group .. .. ...

Your Location: Group Homepage / Manage / Set Featured Photo

Group Tools | To Set the featured photo, select a photo and click Set Phato. Only one photo
Homepage | can be selected. To Yiew a photo, click on the photo title, If you do not wish
Announcemnents | t0 Use this feature, select the Section Inactive option.

Hews

rhete: | Available Photos

Links Y 3
Filas Title Captian
Message Bosrd | (& Section Inactive
Calendar
E=rmail | O Carmpus Main campus in the fall
Chat
Members

—— | Set Photo || Cancel
Content Tools

Mamage Homepage

Manage Guest View

Note: By default the Section Inactive radio button is checked, removing the
featured photo from the homepage view.
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4. To activate a featured photo, click the radio button next to a picture that you
want to display and click the Set Photo button.

Note: You see a message stating the featured photo has been updated. Click
Ok and you are returned to the Manage Homepage window.

5. Locate the Featured Link section of the page and click the Edit button.

Notes: You see the Set Featured Link window, which provides a view of all links
posted for the group or course, similar to the following:

If there are no links, you will have to post some.

Set Featured Link - American history group

Your Location: Group Homepage / Manage / Set Featured Link

May 10, 2007

Group Tools | To set a featured link, select a link and click Set Link. Only one link can be
Homepage | selected. To Yiew a link, click on the link title. If you do not want to use this
announcements | feature, select the Section Inactive option.

Mews

rhato: | Available Links

Link= ; SR
Filas Title Description
Mezzags Board + Section Inactive
Calendar . : P - 5
E-mail | € History of the United & brief history of the United States
chat States
Members : EEEIEHE-IEHEEHCETT

6. By default, the Section Inactive option is checked, removing the featured link
from the homepage view. To activate a featured link, click the radio button next
to a link that you want to display and click the Set Link button.

Note: You see a message stating the featured link has been updated. Click Ok
and you are returned to the Manage Homepage window.
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7. Locate the Top 5 Links section of the page and click Edit.

Note: You see the Set Top 5 Links window, which provides a view of all links
posted for the group or course, similar to the following. If no links appear, you
will need to post some.

Groups Index Create Group
Set Top 5 Links - American history group ..., ...,

Your Location: Group Homepage / Manage Homepage / Set Top & Links

Group Tools | To Set the top five links, select up to five links and click Set Links, To Yiew a
Homepage | link, click an the link title. If you do not wish to use this feature, select the
announcements | Section Inactive option.
Mews

rhotos | Available Links

Lirks

Files Title Description
Message Board | [ Section Inactive
Calendar - - - -
Eormail | T CHM Histary in the making - today's news is
BRLE tomorraw's histary.
Members | = History The Histary Channel
[~ History of the United 4 brief history of the United States
Content Tools States
Manage Homepage
Mamage GuestView | [T Mt S5t. Helens Matural history in mation. Check here for
Manage Mews the previous and current eruption
Manage Photos information. ¥ou read that...
Manage Links. | = naga Mational Air and Space Administration

Manage Files

Manage | Set Links | | Cancel-_|

Meszage Board

Note: By default the Section Inactive option is checked, removing the
featured link from the homepage view.

8. To activate links to display under the Top 5 Links section, click the checkbox next
to each link that you want to display and click the Set Links button.

Notes: You do not have to select five links, but you cannot select more.

9. You see a message stating the Top 5 Links have been updated. Click Ok and
you are returned to the Manage Homepage window. You have now set the
featured content that members will see when they access the homepage.
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Managing News

B :
Purpose

Once you have added news articles to the homepage, other members will submit articles or

information that they think should be posted. To maintain the news articles, you will review

the items that have been submitted, post those that you think are valuable for the group or

course, and if necessary inactivate or delete information that is currently posted.
Steps

Follow these steps to review submitted articles and maintain active articles.

1. From the Content Tools menu, click the Manage News link.

2. You see the Manage News Articles page similar to the following:

Groups Index Create Group
Manage News - American history group .. .. ...,

Your Location: Group Homepage / Manage Mews

Group Tools | To wiew or edit an article, click on the article title, To activate an article,
Homepage | check the box and click 'Activate.' To remove an article, check the box and
Announcerents click 'Delete.

Mews

Photos | Submitted Articles

Links= % 3
Title/Subject Posted By Posted On

Filas

M B d L i
FEE292 B9 | There are no submitted articles.
Calendar
E-rnail
Chat

Mernbers

To wiew or edit an article, click on the article title. To inactivate an article,
= | check the box and click 'Inactivate'. To remove an article, check the box and
content Tools | click 'Delete’.

Manage Homepage

Manage Guest View ACtiVE Al‘tiCIES M Post anew Article

Manage Mews

Manzge Photos Title/Subject Paosted By Posted On
Manage Links | = President of the History department Administrator March 28, 2007
Manage Files to guest host

e Fod |_Inactivate || Delete |

Message Board

Manage Calendar

mansg= | INActive Articles
Announcernments - ~
Title/Subject Posted By Posted On

tonfiguration Tools | | here are no inactive articles,

General Setkings

frnlicatinne
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It contains three sections:

¢ Submitted Articles: A list of all articles that have been submitted by
members, but not yet reviewed and posted. Submitted articles may be activated
(posted) or deleted without reviewing them by using the buttons that appear on
the page.

e Active Articles. A list of all active (posted) articles. You may inactivate
or delete an active article by using the buttons that appear on the page. You
may also edit the article or its related information by clicking on its title.

e Inactive Articles. A list of all articles that have been deactivated
(removed from the homepage), but not yet deleted. You may reactivate or
delete inactive articles by clicking on its title.

Note: On a regular basis you should review all submitted articles to delete those
that you don’t want to use and to post those that are appropriate.

3. You see the View Article window displaying the title of the article, the name of
the person who submitted the article and the date it was submitted, and the text
of the article.

At this point you can do one of two things:

o edit the article

e delete the article.
Note: Deleting the article removes it from the submitted list or from the page.
Editing the article allows you to set its status to active or inactive, thereby
posting it to the homepage or preserving it for later use.

4. To delete the article, click the Delete button.

Note: You are prompted by a dialog confirming that you want to delete the
article. Once deleted, the article is no longer available for use.

5. To edit the article and post it or inactivate it, click the Edit button.

Note: You see the Edit Article window, which displays the selected Article and its
information in data entry fields that allow you to modify the title and article text.
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6. To change the article’s title or information, click in the appropriate field and
update the text.

7. To change status, select the appropriate option from the Status drop-down.

Note: The Active status posts the article to the homepage. The Inactive status
places the article in the Inactive Articles list.

8. When you are finished editing the article or its status, click Update.

You see a message stating the article has been updated. Click Done. You are
returned to Manage Links page.

9. As you begin to add articles to the homepage, you will occasionally need to
delete, inactivate, or reactivate them as follows:

10. To delete any submitted, active, or inactive article, click the checkbox next to the
article’s title and then click the appropriate Delete button.

11. To inactivate an active article, click the checkbox next to the active article’s title
and click the Inactivate button.

12. To activate an inactive article, click the checkbox next to the inactive article’s title
and click the Activate button.
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