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As an editor of a student group, you are responsible for editing group specific information in
Open DC.

This guideline is to explain how to edit and configure the group pages.
Students have to register themselves due to privacy laws in Open DC.

The central Open DC team at your institution approves each student account, and they will recei-
ve automatically an email confirmation.

In order to check the students that are registering be sure to send in a list with names, and emails
to the team in time so that each student can be accepted and approved for use of Open DC.

In case of questions feel free to contact us.
Your
Open DC Team

Center for Digital Systems (Cedis)
Freie Universitit Berlin
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TECHNICAL REQUIREMENTS

« Videos/Audios: Real Media Plug-in necessary
Download: http://de.real.com/realplayer

« Animation: Flash Plug-in necessary
Download: http://www.adobe.com/de/products/flashplayer

« PDF-documents: Acrobat Reader necessary
Download: http://www.adobe.com/de/products/reader

« Browser (PC User): MS Internet Explorer 6 or higher

o Browser (Mac User): Firefox, Mozzilla

« Activate java script in the browser:
IE: Extras = Internet options = Security—> adapt steps—> Scripting: Activate active scripting; acti-
vate script from Java Applets— establish with OK
Firefox: Extras = Preferences > Web-Features: activate Java / Java Script = establish with OK
Mozilla: Extras = Preferences = advanced = scripte and plugins: activate Javascript for all areas
- establish with OK

EDITOR-ACCOUNT

The Open DC administrator grants access to your platform. Please give the following data: (self-
chosen) Username, (self-chosen) temporary password (8 characters), first-and last name, and
email address. After the release of your account, the administrator will email you.

GENERAL DETAILS

NAVIGATION
Please do not use the forward-backward buttons in your browser. Doing this can lose any editing
and confirmations. Instead navigate with the embedded buttons in the program.

LANGUAGE SETTINGS
The switch between German and English is done through the German/English buttons on the
top right. Also watch this while editing bi-lingual texts.

EpITING
Before adding texts to your platform it is recommended to save the text in a word document.
Please do not use formatting, as this will get lost in the WYSIWYG-Editor (What You See is What

You Get).

Time-OuT

After around 10 min. Open DC will automatically log you out. If you have been editing and did
not save your work there will be a pop-up window warning you that the session will be logged
out and the editing should be saved.

INFORMING STUDENTS
As soon as students are accepted to your institution they must be informed about registering
with Open DC. For this there are two mail models that can be found in the appendix.

opendc.distributed-campus.org



4 NAVIGATION ELEMENTS

Once you have received your editor account information, log in at your platform.

As soon as you log in a personal welcome site appears:

tedcames

Timeline Konfiguration
Task Bearbeitung
Task Monitoring
Mutzerverwaltung
Materialsammlung
Newsletterversand
Linkvalidierung

Export

Willkommen Sophie Dorothea Editor

Persénliche Daten | Englisch | Hilfe | Abmelden

Willkommen

Neue Ressourcen

»  Alumni an der FU Berlin -NEW—
v Newsletter Februar 2012: New Look and Feel! -NEW- l:‘

Suche

LeoDict

(What s new —+—4—~+—+—+— 35

¢ Tipp des Tages

¥ Film Festival BERLINALE

7

Debattier-Club -UPDATED- % # %

Ehrenamtliches Engagement -UPDATED- # &

Erste U-Bahn in Berlin 1902 (Video) -UPDATED-  # #& &
Facharzte -UPDATED-

Geschichtswissenschaft an der FU Berlin -UPDATED- # #
Judaistik an der FU Berlin -UPDATED-

Jura an der FU Berlin -UPDATED- # & %
Kunstgeschichte an der FU Berlin -UPDATED- 4 # # &
Leute kennen lernen (auf Englisch) -UPDATED- # # #*
Musik aus Deutschland -UPDATED-

Musikkonzerte und Festivals -UPDATED-
Musikwissenschaft an der FU Berlin -UPDATED-
Nachtbusse -UPDATED- % # %

Orientierungstage 2012: Programm -LIPDATED- |:|

Reisen in Deutschland und Europa -UPDATED-

Sport und Fitness -UPDATED- # # #

StraBenfeste, Umziige etc. -UPDATED- # # #
Tagesausflige in die Umgebung -UPDATED- # # #
Theater und Tanz in Rerlin -11PRATEN- [F

y v vy o vy v T w vy

- v v v v oy v

Aktualisierte Ressourcen

In the middle area of the content, you can see the main editor’s newly created and updated con-

tents.

Over the “New Content Fader” that you can move left and right with the cursor, you can change
the timeline of the new and updated content.

The translation function on the upper right hand corner is connected with the Online Translation
Machine LEO. Write the word into the translation field, click “translate” and the LEO translation
will open in a new window.

NoTE:

THE SEARCH ENGINE IS DEPENDENT ON THE LANGUAGE THAT YOUR BROWSER IS SET TO, EITHER
ENGLISH OR GERMAN.

open

campus
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PERSONAL DATA

Under Personal Data in the Header in the upper right hand corner you can change your pass-
word and address information among other things.

STUDENT TIMELINE CONFIGURATION

Each semester a new timeline has to be created; in order to avoid confusion of new incoming
students, the name of the timeline is the registration timeline for the students, as well as seen in
the registration form. The timeline starts when the students get accepted to the institution and it
ends once the student leaves.

A new timeline is created in the following manner:

« Click timeline configuration

« Click “add period”

« Insert name of the semester, include year

« Insert starting and end date by using the calendar function

”Sal}e“

Suche

Willkommen Sophie Dorothea Editor

LeaDict
T Perstnliche Daten | Englisch | Hilfe | Abmelden  what's new li—p————— 35

Willkommen | Timeline Konfiguration | ] Tipp des Tages

Timeline Konfiguration

Task Bearbeitung

¥ Film Festival BERLINALE

End~ der Timeline  Edit

5 (/7
Task Monitoring Wintersemester 2011/12  15/Jun/2011 -> 5/Mar/2012
Nutzenverwaliumy Sommersemester 201 51M011 'J1u\....nn1’
Materialsammlung (] December 2011 [+
Newsletterversand Neue Timeline anlegen, bitt Su Mo Tu We Th Fr Sa |
- 1[IR[EE
Linkvalidierung &-
a|_s|_s|[ 7] s8|[ s][10
Export 11 12| 13| 1a]f[ 16 17
18| 19| 20( 21| 22 23( 24

CeDiS DAAD

© 2003-2012 Open Distributed Campus | Web-Administrator 25| 26| 27| 28| 29( 30| 31

campus

WARNING:
MAKE SURE TO DELETE OLD TIMELINES SO THAT STUDENTS DO NOT GET CONFUSED WHEN
FILLING OUT THE REGISTRATION FORM.

opendc.distributed-campus.org



4.3 RESEARCHER TIMELINE CONFIGURATION

The timeline for researcher does not have a fix start and end day, contrary to the student time-
line. A researcher timeline has a fix duration in weeks because this target group does not dispose
of fix semester beginnings days like students do. Researchers are much more flexible when it
comes to their arrival and research stay at a German university.

The duration in weeks of a researcher timeline starts for the single researcher individually accor-
ding to his / her first login.

THE GROUP CONFIGURATION WHETHER A GROUP HAS A STUDENT OR A RESEARCHER TIMELINE
LIES IN THE RESPONSIBILITY OF THE USER ADMINISTRATOR!

Thus, every researcher has an individual timeline. The name of the researcher timeline is visible
in the registration form.

A new timeline is configured as follows:

« Click timeline configuration

« Click “add period”

« Insert name of the period, include year

Add the duration of the period in weeks

“ “
e Save
R . R Suche
Willkommen Wissenschaftler Editor T
T, Perstnliche Daten | Englisch | Hilfe | Abmelden  [What's new b——t—tdp—— 17
Willkommen | Timeline Konfiguration | ¢ Tipp des Tages
) ) > *  Film Festival BERLINALE D

jLencincKssiourston Dauer in Wochen
Task Bearbeitung Herbst 2011 14 Iﬁ‘
Task Monitoring

Frithjahr 2012 10 lﬁ‘
MNutzerverwaltung

Sommer 2012 10 Dauer in Wochen
Materialsammliung
MNewsletterversand /
Linkvalidierung
Export
© 2003-2012 Open Distributed Campus | Web-Administrator

4.3.1 CoPY TIMELINE PERIOD
Once a timeline has been created for a spring or fall semester it can be easily re-used, instead of
creating a brand new timeline for each semester:

« Click “copy timeline” next to the timeline that you want to copy
« Change the name of the timeline

o Add the new beginning and end date

« “Save”

ONCE THE NEW TIMELINE IS CREATED MAKE SURE THAT ALL THE DATES ARE CORRECT.

campus Guideline for Content Creation and Configuration for the Editors 8
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4-4

4.4.1

Suche
¢ Willkommen Sophie Dorothea Editor T

TAsSK EDITING

Tasks, so called “To-Do’s” are ordered on a timeline, according to when they have to be done.
The group specific timelines and the tasks that are linked to them (both created by the group
editor) are like a real-time checklist that reminds students at certain times to prepare for a certain
subject.

The tasks will be given to students by certain statuses:

o Future (these tasks are due in the future)

« To do (these tasks need to be done immediately)

« Overdue (these tasks are overdue)

« Done (these tasks are completed)
The establishment of tasks, as well as the overview of the group specific tasks can be found under
“task editing” in the left navigation.

CoPYING EXAMPLE TASKS

When clicking the example button you will be able to view a list of example tasks which can be
copied and worked on for adapting them to a certain group. In order to pick a task click “adopt™:

Persénliche Daten | Englisch | Hilfe | Abmelden  [what = new ——fp————— 35

willkommen ‘ Task Beispiele | ||D Examples” ‘ |

Timeline Kenfiguration

Task Bearbeitung
Task Monitoring
MNutzerverwaltung
Materialsammlung
Newsletterversand

Linkvalidierung

Export

Die folgenden Tasks sind Task-Beispiele, die Sie als vVorlage verwenden und mit Hilfe von
adopt in Thre Taskliste speichern kénnen:

Abmelden bei der Meldestelle
Akademisches Arbeiten

Anmeldung bei der Meldestelle

&
=]
=
iy
8

£

[ | O (O O - | ([ - | /[ [
o w w o o o o o w o
ol |laf |z| |z (= o ol (o o o
o o =) o o o =) o = o
= |a| [2| [2] |2 a 2| |2 o | |2
o | MSS =) Qe (5 = = e o | e

Biicher zuriickgeben
Deutschland erkunden
Finanzen adopt
Internationaler Studierendenausweis ISIC adopt
Jobs, Praktika, Ehrendmter
Kindigungen adopt
Krankenversicherung

Reisepass und/oder Personalausweis
Semesterende vorbereiten
Telefonieren

Umstellung auf Sommerzeit

« After clicking “adopt” the task has to be timed for certain dates
« Find the task on the task list and click “edit task”:

opendc.distributed-campus.org



tedcampus

Willkommen Sophie Dorothea Editor

Persénliche Daten | Englisch | Hilfe | Abmelden

Suche

LeoDict

what = new H—4p——+—++— 35

Willkommen | Guest Taskliste ||j Ta sk\istl | = ple || ne | | S back ‘
Timeline Konfiguration
* Timelines:
Task Monitoring e % Wintersemester Sommersemester =
Titel Editieren Loschen 2011/12 2012 Serie
Mutzerverwaltung N .
) AAA neuer & globaler "task 19/1an/2012 -> 12/1an/2012 -> .
Materialsammlung ra 31/Jan/2012 19/Jan/2012
Newsletterversand Abmelden bei der —
Meldestelle = an
Linkvalidierung @
Export Akademisches Arbeiten || g1/0ct/2011 -> 01/Feb/2012 -> .
& 31/0ct/2011 29/Febf2012
Anmeldung bei der 15/Feb/2012 ->
Meldestelle a - 15/Mar/2012 -
Deutschland erkunde 01/Feb/2012 ->
(? Fa 15/Mar/2012
01/Marf2012 ->
anze @ . s
The following components can be edited:
Timeline Konfiguration
Aufgabe editieren
Task Bearbeitung
*
Task Monitoring Tif_:EI e iTasks
Finanzen
Mutzerverwaltung
Inhalt des Tasks
Materialsammlung . . .
El uelicode  [] 3 F B W™ a ¥
MNewsletterversand
W Ee ] BT U b X X
Linkvalidierung
=g Enw == =58
Export
sti B Fomat =) || schitar B et F | A A - & e
Wie teuer das Leben in Berlin ist, hangt haupisachlich von dir selbst ab. Im Vergleich zu
anderen deutschen Stadien wie etwa Minchen gilt die deutsche Haupisiadt jedoch als
preiswert. Und rasch wirst du herausfinden, wo man besonders billig oder eher teuer
ausgehen kann. (K)ein Geheimtipp: Friedrichshain ist ein sehr studentisch gepragier
Bezirk, d.h. hier kann man sehr giinstig wohnen und/oder das Nachtieben genieften.
Um deine Finanzen zu organisieren, also beispielsweise die Miete zu bezahlen, solitest
du am besten ein Konto bei einem der vielen Geldinstitute erdfinen. Die meisten bieten
spezielle Studentenkontos ohne Gebihren fiir Buchungen und Uberweisungen an
Bei der Erofinung des Bankkontos musst du folgende Unterlagen vorlegen:
* Ausweis -
4
Erfiillungssatz

Ich weilt, wie man ein Bankkonto erdfinet.

« Task Title: Title of the task, the student will see this in his/her overview

« Task Content:

content of the tasks

*  Bankkonto || =

Bedlin billig [0] &
Budget-Planung @ L=

Einkaufen und Sparen
=

Essen auf dem FU Berlin

3 @D

Campus

¥ Jobs und Praktika @ =

Studieren mit Stipendium

Related German:
Bank lﬁ‘ L 3

« Remember: formatting cannot be copied if you want bullets or numbering do this over the WYSI-

WYG-Editor

« Completion Sentence: this is a sentence to motivate the student to finish the tasks given

open

campus

Guideline for Content Creation and Configuration for the Editors
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STUDENT TIMELINE
Now the time for the task has to be set:

Benennung der Cauer der Entfernen
Timeline - Timeline Beginn des Ende des e Tk
(Semester) (Beginn ->  Tasks Tasks il
Ende) Timeline
Wintersemester IAUnERnRE @ @
15 =i
2011/12 [ |
15/Mar/2012 o L
February 2012
01/Dec/2011 | _
ggrll;mersemester = DiMarz0i2 BB Su Mo Tu We Th Fr Sa
31/Aug/2012 il

o Y ) )

e
14 1?

(9] 20][ 21][ 22 13|| 24| 25|
||/savenexrt| ||("save ||@canu:el| |j;a: -'—*1-'-&| |'|:T delete| |"1Ef' wig | 16” 2?” E:B” 29|

In order to edit the time parameter follow these steps:
« Enter the starting and end date by using the calendar button
. “Save’n exit/save”

WARNING:
TASKS WITHOUT A TIME PARAMETER WILL NOT BE VISIBLE TO THE STUDENTS OF THE GROUP.

RESEARCHER TIMELINE:
For a researcher group and timeline, there are no dates to be set but the duration in weeks:

Aufgabenbeginn
hezu_)-gen auf den D e
Benennung Beginn der " Entfernen
Dauer der i 1 i Aufgabe (in
der 5 - Timeline (1 ist des Tasks
Timeline = Wochen,
Researcher- Gin Wochen) Beginn der ersten mindestens Yo" der
Timeline Woche, 2 der 1) Timeline
Zweiten
Woche...):
Herbst 2011 14 1 2 [A]
Frihjahr COEEEEEEEER COEEEEEEEE
Sl 10 2 5 [a]

* Erforderliche Felder

||fsave’n ex'rtl ||f save | |$ c:anu:ell |:§;Tr :'-n:'-r'i-':s| |'|:|' deletel |‘@' view| |GD ne w|

In order to edit the time parameter follow these steps:
« Enter the duration of the task in weeks
“Save’n exit/save”

opendc.distributed-campus.org




4.4.2 CREATING NEW TAsKS

In order to create a new task, follow these steps:
« Click task editing in the navigation bar
« Click “new task”

« Insert title, content and completion sentence
« Edit time parameter
. “Saue‘l

WARNING:

To HAVE A GERMAN AND ENGLISH TASK OPEN THE ENGLISH TASK, AND CHANGE THE LANGUAGE
INSERTING THE INFORMATION IN GERMAN AND SAVING THE NEW TASK.

cc

tedcamous

Willkommen

Timeline Konfiguration
Task Bearbeitung
Task Monitoring
Nutzerverwaltung
Materalsammlung
Newsletterversand
Linkvalidierung

Export

Suche
Willkommen Sophie Dorothea Editor

LeoDict

Persanliche Daten | Englisch | Hilfe | Abmelden  |what's new {35

| Task Bearbeitung

aonew||[]ne |

Neue Aufgabe
Inhalt des Tasks

[E Quelicode

=
1=
=

st ol

Aufgabe editieren

Titel des Tasks *

e @@ v B I U= X %2

hier Inhali eingeben

OR E B W om a ¥ ¥

9 i

EIAAPIBOEEO

Format ¥ | schrtar = f 6ot ¥ D A A~ B §=

4.4.3 EDITING EXISTING TAsKS

« Open the task list

« Pick the task to be edited
« Edit the task

. “Save”

By clicking “view” in the editing bar the task can be seen in its completed form.

‘u’sa\:e’n ex'rt|||/ save H@oancel” MMM @Dnew

4.4.4 DELETION OF TASKS

preview

o Click the task editing button in the navigation bar
« Open task list

Pick the task to be deleted

o Click “delete”

campus

Okay the deletion warning to complete the deletion

Guideline for Content Creation and Configuration for the Editors 12



4.4.5 EDITING AN EVENT TASK

If an event is to be made known to the users an “Event Task” can be created. This event task will
be published on the right hand of the platform main frame, not in the middle with the other
tasks.

In order for the students of each group to see the event task, the editor must adopt the event and
save it to the group task list.

Creating an Event Task:

« Click the global task button in the navigation bar
« Click “new task”

« Scroll down until you reach the field time parameter in the editing bar and click “enable event”:

‘ W saven exit| W save | | cancel | | |U delebe| |‘®" view| |©new|
. Enable series

« Approve with okay
« Insert the content in the task title and task content
« Define the series definition of the event

Serien-Anzeige

Startdatum
15/Feb/2012

Enddatum

Jeden/Jedes
1

Interval Type

| no choice [«]

no choice

weekly
maonthly
| yearly

no choice [+]

||/sa'-.:'e’n ex'rt| ||/ save | |@canu:el| |;'I:,'I: series| |'|:T delete| |'1Ef' wiew | |GD ne w|

o Chose the calendar function and include the start-and end date

« Insert the time of days in the “Every” slot

. “Sal}e“

The event will be visible in the time allotted for the students on the right side of the platform
main page.

If you want to turn the event task into a regular task just click the “enable time edition” and
include the task time parameter

13 opendc.distributed-campus.org



4.4.6 ADD RELATED LINKS

External and internal links can be added to any task. These will be visible on the right side of the
task. This way the students have a better overview of the contents.

WARNING:

LINKS TO NOT PUBLISHED CONTENT WILL NOT BE VISIBLE FOR YOUR STUDENTS.

The external links bring up other websites; the internal ones show content from the content pool.

In order to create links follow these steps:

« Click the global task button in the navigation bar

« Click the task where you want to inclu
« Click “create new link”:

de a link and click the edit button

Willkommen Sophie Dorothea Editor

Persanliche Daten | Englisch | Hilfe | Abmelden

Suche

LeoDict

What's new ——4+—+——— 35

willkemmen | Task Bearbeitung |GDnew| ||j new Task || H ‘ i back |
Timeline Konfiguration e
Aufgabe editier~ _
Task Bearbeitung
*
Task Monitoring UEICSEES
Jobs, Prakiika, Ehren&auml:mter
Nutzerverwaltung
Inhalt des Tasks
Materialsammlung
E Quelcode | [] [& 0 A A -
Newsletterversand
e @Ee 1w B I U= X x?
Linkvalidierung
= = i=mall==s==@ P ESEE O
Export
Sl | 8 Format e Schriftart "+ Grof ™| 8 Au~ AT o} A
Maalichenweica hast du wahrend deines Gasteemesters (hrw vorher ader nachhery 1;
Afterward you get an overview that lets you chose the wanted link:
" . - Suche
Willkommen Sophie Dorothea Editor Dl
— Persénliche Daten | Englisch | Hilfe | Abmelden  [what's new —f————— 35

Willkemmen

Editieren eines Links, bitte wahlen Sie den Typ der Zielressource

]

Timeline Konfiguration

Task Bearbeitung

Ressourcen

Task Monitoring :

Kategorien

Nutzerverwaltung .
Deutschlektionen 2

Materialsammlung

Tasks

Newsletterversand

URL

Linkvalidierung

Zum Verlinken [ inanzen wihlen Sie die Zielkategorie des Links:

FHcategory|

B verwandte Themen:

Ehrenamtliches Engagement

[l

»

*  Jobs und Praktika IE =

V raktikum bei cepis[01] £
Praktikum bei der Stiftun:

b Wissenschaft und Politik
=

Praktikum im Bezirksamt
(auf Engliseh) || &
Related German:

» Jobsuche IE L 3

« If you want to link content from the content pool then click “resources” and chose the title from the

A-Z list of titles. Click “save’n exit”

« Ifyou want to link to a Deutschmodul (German) of the Content pool, then click “German” and pick

the title of the A-Z list. Then “save’n e

xit”

« If you want to link to a group specific task then click “task” pick the title from the A-Z list and

“save’n exit”

« If you want to link to another website then click “URL” and enter the link starting with www and
the name of the link click “save’n exit” (to make sure that the URL is correct copy and paste is out

of the browser heading)

« Ifyou want to link with a whole category, then open Category, choose one and click “save’n exit”

campus

Guideline for Content Creation and Configuration for the Editors



4.4.7 INCLUDING EMAIL FORM TO TASKS

4.5

An email form can be added to any task. This will allow students to send questions directly from
the task page. To add an email connection follow theses steps:
« Open the task list
o Pick the task to which add the email form and click the task title in order to see it in the view mode
« Click the @ (add email form to task):

wnkUITIED
Timeline Konfiguration
Task Bearbeitung
Task Monitoring
Nutzerverwaltung
Materialsammlung
MNewsletterversand
Linkvalidierung

Export

‘ View Task zu erledigen bis

Finanzen

7

Wie teuer das Leben in Berlin ist, hangt hauptsichlich von dir selbst ab. Im Veraleich zu
anderen deutschen Stadten wie etwa Minchen gilt die deutsche Hauptstadt jedoch als
preiswert. Und rasch wirst du herausfinden, wo man besonders billig oder eher teuer
ausgehen kann. (K)ein Geheimtipp: Friedrichshain ist ein sehr studentisch geprigter
Bezirk, d.h. hier kann man sehr giinstig wohnen und/oder das Nachtleben genieBen.

Um deine Finanzen zu organisieren, also beispielsweise die Miete zu bezahlen, solltest du
am besten ein Konte bei einem der vielen Geldinstitute eréffnen. Die meisten bieten
spezielle Studentenkontos ohne Gebiihren fiir Buchungen und Uberweisungen an.

Bei der Eréffnung des Bankkontos musst du folgende Unterlagen vorlegen:

* Ausweis

If the email form needs to be removed click the @ sign again.

TASK MONITORING

}  Bankkonto Iﬁ' =)

> Beiin bilig [11]

*  Budoet-Planun: @
Einkaufen und Sparen
Essen auf dem FU Berlin

' Camguslﬁ‘ =

¥ Jobs und Praktika @ =
Studieren mit Stipendium

Related German:
» Bank lﬁ‘ L 3

Task monitoring gives an overview of all users’ progress in completing their tasks.

« Click the task monitoring link in the navigation bar
« Pick the timeline to be checked and click on it:

15

Willkommen

Willkemmen Sophie Dorothea Editor

persénliche Daten | Englisch | Hilfe | Abmelden

Timeline Konfiguration
Task Bearbeitung
Task Monitoring
Nutzerverwaltung
Materialsammlung
Newsletterversand
Linkvalidierung

Export

Task Monitoring: Guest Statusiibersicht gegliedert nach Studenten bzw. To-Do's der Gruppe [ des

Programms: Sommersemester 2012

Erledigt

Uiberfillig

Noch nicht

et Zukiinftig

El-Obaidi, Nadia | 0
karotest2010, karotest2010 .
Neubert, Ina | 0

Student, Friedrich .

« Click the names of the students in order to see the status of each task
« If necessary the student can be contacted and reminded of his or her tasks

opendc.distributed-campus.org
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LeaDict

what*s new bt—tfp—t—im——— 35




4.6 USER MANAGEMENT

In this form all registered users for your student group can be seen:

camous

Willkormen
Timeline Konfiguration
Task Bearbeitung

Task Monitoring

Suche

Willkommen Sophie Dorothea Editor

LeoDict
Persénliche Daten | Englisch | Hilfe | Abmelden  |what = new —p—t—i—i—— 35

Nutzerverwaltung |

Enable/Disable

Nutzer

1. El-Obaidi, Nadia Sommersemester 2012 i
deaktivieren

Nutzerve Ttu —_
2. karotest2010, kerotest2010  Sommersemester 2012 PlkeEy

Materialsammliung
Newsletterversand
Linkvalidierung

Export

deaktivieren

Nutzer

3. Kolmel, Lena ‘Wintersemester 2011712 « e
deaktivieren

4. Neubert, Ina Sommersemestsr 2012+ Muter
deaktivieren

5. Student, Friedrich Sommersemeaster 2012 - Hutser

dealktiviaran

The registration status and the timelines are also visible.

WARNING:

IN CASE SOMEONE REGISTERED FOR THE WRONG TIMELINE, IN THIS MENU YOU CAN CHANGE
THE TIMELINE TO THE CORRECT ONE.
USE THE DROP-DOWN MENU NEXT TO THE STUDENT IN ORDER TO CHANGE THE TIMELINE.

4.6.1. DELETING USERS

Once students leave the institution they must be deleted from the data base. In order to delete
users, click the disable user button next to the student’s name. This way the administrator sees
that the student is deactivated and will delete him or her. If there is a group of students in an
entire timeline to delete proceed as follows:

« Click “deactivate all users for this timeline” next to the timeline
« Follow this by clicking deactivate and then okay on the pop-up warning

Make sure that all users on the timeline need to be deleted and do not delete those who acciden-
tally registered for the wrong timeline, because once they are deleted they are gone.

You must check this, not the administrator!

open

campus Guideline for Content Creation and Configuration for the Editors

16



17

4.7 CONTENT PoolL
The main editor will make a lot of information available to you. Make sure you look through the
topics and publish those relevant for your student group.

During the first configuration all information is available, so make sure to “unpublish” those that
are unnecessary.

Following this all newly published information from the main editor is not available to your group
until you publish them to the group.
4.7.1 PUBLISHING CONTENT

« Click content pool in the navigation bar
« Pick a title from the A-Z list or any other category:

Suche
¢ Willkommen Sophie Dorothea Editor T

Persanliche Daten | Englisch | Hilfe | Abmelden  |what s new ——f————— 3

Materizlsammiung ®  Berlin ® Basisinfos Tipp des Tages
Willkommen v LER &
o ) > Film Festival BERLINALE [
Timeline Konfiguration ‘ Klicken Sie eine Kategorie an! B8 back |
Task Bearbeitung

Task Monitoring

Mutzerverwaltung

Materialsammliung
Newsletterversand Basisinfos
]
Linkvalidierung
Export
Basisinfos

v Backwaren und Wiirstchen mit Verwechslungsgefahr: Lebensmittel
mit Stadtenamen

Bau Stalinallee in Ost-Berlin 1952 (Video) |:|

Berliner Bezirke: Osten # # # E-‘
Berliner Bezirke: Westen & & & F:_;«
Berliner Dialekt s s %
Bezirke % % %
Botanischer Garten - Stelldichein mit "Brennender Liebe”
Ruchaltactalla & 4 & o+ [P

LR A B R B B

« Through clicking the icon the publication status can be changed
« If the icon is pale the resource is not published
« If the icon is colored in heavily it is published

opendc.distributed-campus.org
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Timeline Konfiguration
Task Bearbeitung
Task Monitoring

Nutzerverwaltung
e [Cstudent

Matenalsammlung

p——— =

Linkvalidierung der Timeline der Timeline =
1 . der Timeline
Weitere Empfanger Wintersemester 2011/12

Export

4.10

SENDING GROUP NEWSLETTERS

As editor it is possible to send a newsletter to your group. All registered users will receive the
newsletter if they registered to receive it:

« Open the newsletter sending option in the navigation bar
o Under “further recipients” addresses can be included manually (including no-registered users)

[Clalle Benutzer
[CEditor

eintragen: | Sommersemester 2012

o Newsletters can also be send to a specific timeline under “of Timeline”
» Write the email

« Click “send”
« You will receive a confirmation directly in the platform

WARNING:
PLEASE DO NOT MAKE USE OF ANY FORMATTING IN THE NEWSLETTER.

LINK VALIDATION

With the help of this link validation, links can be checked:

« Open link validation on the navigation bar

« Click “new link validation”

« Do not log out while the link validation is running

« After the process is done, all non-functioning links will be displayed and can be corrected.

EXPORT

As an editor you have the possibility to download contents from the content pool as an “Export

Package” and save it on your personal PC to use for something else:

« Open content pool in the navigation bar

« Click “add to export list” button and include individual content or entire categories to the list

« After choosing all the contents to be exported go to the export option in the navigation bar

« Check the list by clicking “remove from export list” and remove any material not wanted for download

« Click “start export” this will start the downloading process

« Once the list is completed and processed click the “right click here and save to download the
export archive”

« Right click and save the zip file

« Once the download is complete the HTML output of the content to open the Zip-File

WARNING:

WHEN EXPORTING OR COPYING CONTENT YOU ARE OBLIGED TO USE THIS CONTENT UNDER ITS
INITIAL COPYRIGHT.

campus Guideline for Content Creation and Configuration for the Editors 18
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APPENDIX

NOTIFYING STUDENTS

In order to notify students of the use of Open DC this template is available:

Dear students,

We would like to draw your attention to a free of charge Internet service provided by the ...
university for international students: the online portal Open DC. This portal offers a great variety
of texts and multimedia information on studying and living in ..., as well as program-specific
materials.

For using Open DC, a registration is necessary. Please proceed as follows:
Open http://www.distributed-campus.org/... and go to Registration.

Fill out the registration form, please use your full name and a valid e-mail address and please
note down your password.

At Study Abroad Program, please choose “X X X* and at Study Abroad Term “X X X*.

After successful registration you will receive a confirmation mail (after 1-2 days) from the Distri-
buted Campus team. Should you have technical problems, please contact ... .

Best regards,

NOTE CONCERNING THE Use oF THE WYSIWYG EpiTOR

You have the possibility to add pictures or Flash animations / videos directly to the content body:
« Click on “edit” for editing the text content and put the curser to the

« place in the text where you intend adding the picture.

« Then click on “add picture” in the icon bar of the WYSIWYG editor. A

« pop-up opens:

« Click on “search server”. Another pop-up opens in which you can choose

« the picture form your local storage.

« Upload the picture to the file manager

« Choose the picture by clicking on it

« Save it to the content with “ok”

Please pursue the same way for adding a Flash animation / video by
starting to click on the Flash symbol in the icon bar.

opendc.distributed-campus.org



