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Introduction

Welcome to MyView! With MyView, registered users can view and organize information that is
important to them in a single workspace on the end-user website. With MyView, they have access to a
Dashboard and a Planner.

They use gadgets on their Dashboards to display their favorite content. Gadget content is automatically
updated—there is no need for users to search the internet or the end-user website for new content.

DistrictHome J| Selecta School site Manager || My Account v ] Search this Site... search

* Happy Valley School District
Putting Child F

Hi, Jimmy
[ Dashboard Planner N

Today is Wednesday. August 15, 2012 L‘h'i

Gadgets-Aggregator Gadgets-Direct Feed Add & -
Make thin g s ANNOUNCEMENTS GLOBAL SHORTCUTS LUNCH MENU MINIBASE SEARCH
easier... Happy Valley School District HVHS HVHS

Last Name
Watch this spotfor school
5 - Choice of Chicken or Vegetable Pot Pie, All -
* District Policy
Due to the extreme heat, an early Y SaladCookie/and Deverage
dismissal is scheduled for today « Staff Directory First Name
Starts With ~
Happy Valley High School * District Photo Albums Vegetable Lasagna, Salad, Bread Sticks
« Elementary Album Italian Ice and Beverage
Due tothe extreme heat, an early
dismissal is scheduled for today. « Middle School Gallery
Date of Birth
s « High School Album Cheeseburger on a bun, French Fries,
Monday morning assembly rescheduled
for 11 ayo Al ° ! Candy, Lemon Pie and Beverage Starts With ~
« District Volunteer Program
Movie Night at the YMCA this Friday Night - HUMS
7:00 P! Pizza wil be served! T — Monday Nuggets, Baked Beans and
PRy ey AASICLae Coleslaw and Beverage
Seniors SAT Practice Workshop is ® Important Forms m
scheduled this Saturday at Noon in the
FIVHS Library « Lunch Menus HVES
« Staff Directory
You can still purchase a copy of the Happy Choice of Chicken or Vegetable Pot Pie,
Valley High School yearbook. Supplies are  Daily Time Schedule Salad, Cookie and Beverage
limited S0 hurry!
HVHD
Happy Valley Middle School « Schoolwires Vegetable Lasagna, Salad, Bread Sticks
Due to  problem with our printer, the o oBay e 00 Brveat
HVMS Newsletter is delayed for several
weeks « Amazon

Cheeseburger on a bun, French Fries,
Candy, Lemon Pie and Beverage

WMonday Nuggets, Baked Beans, Coleslaw
and Beverage

There are two types of gadgets: Aggregator and Direct Feed. Aggregator gadgets collect and display
content from apps on your Centricity2 site and subsites. The Aggregator gadgets are Announcements,
Global Shortcuts, Lunch Menu and MiniBase Search. Direct Feed gadgets display content that is fed
directly to it from another source, Schoolwires® Nimbus™ or Synergy™ for example. The Direct Feed
gadgets are Nimbus Activity Feed, Nimbus Groups, Nimbus Recent Messages, Personal Shortcuts,
Passkeys, Planner Events, RSS Reader, Section Membership, Synergy Comments and Synergy Favorites.
Use the Synergy Direct Feed gadget Synergy File Uploader to send files to Synergy folders.
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On the Planner, users can filter events from multiple workspace calendars into their Planner calendar.
They can also add their own events to it. When you set up Family Relationships, parents and guardians
can view the Planners of their children.

District Home J| Selecta School MyView My Account ¥ Search this Site... search

School District

— Hi, Jimmy ¢\
Dashboard [31] Planner Today is Wednesday, August 15, 2012 O

X Me Aice @ Kevin

%

¥ CALENDARS

Happy Valley District Calendar X Happy Valley High School Calendar X Sparks Civil War Assignment Calendar X + Add Calendars
< August v 2012 v >  +AddNewEvent = ~ Export  Today ¥ Day | [=) week [E Month
Aug 2012 Sun 8/12 Mon 8/13 Tue 8/14 Wed 8/15 Thu 8/16 Fri 817 Sat8/18

s M T w T F S &:00am ] 8:00am 12:00pm 8:00am 12:00pm
A e R |Sub at HVHS Summer School ‘Summer School Early Dismissal Summer School Ends Lead Morning Assembly Sleep unti Noon!
o 1:00pm v 1:00pm
5 6 7 9 10 1 ‘Summer School Pizza Lunch Get Ready for the New Sch...

Categories

V| Unassigned

Y1 Atter School Activites
V| Assembly

7] Athietic Events

V| pistrict Events.

V| Early Dismissal

Y| elementary.

[ ]

7| Field Trips
71 High School

7] Hoiday
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MyView Setup

Before users can access MyView, you must complete a series of R, Users
configuration tasks, in various places within Site Manager.

II

o Groups

-

e |n Users & Groups you may create Family Relationships. If e settings
necessary, you will create groups in Users & Groups to
associate with MyView and MyView Configurations. You may
also assign the Passport Extended Privilege Manage MyView 3 Sites
Configuration to any user you wish to be able to manage

. . . @ Channel Library
MyView Configurations.

ﬁ Section Assets
e In Configure you will assign access to MyView. You will also
pm ! Calendar Assets

create Configurations (which are collections of gadgets) and =,
assign user access to these configurations. Note that you assign Bl Tempitee

access to MyView and MyView Configurations by group and
not by individual users. To activate MyView for your site, you

:j‘ PassKeys
will modify System Settings.

(2 MyView

¢op System Settings

Users & Groups—Groups

You use groups to assign access to MyView and to MyView Configurations. You may use groups you
have already created or if necessary, create new ones.

Groups
Groups allow you to classify your users for later use. Add new groups and work with your current groups here.

STATUS GROUP GROUP ID  CATEGORY GROUP CODE  ACTIONS

MyView Groups v

@@ HVHS Parents =
5 User(s 664 MyView Groups Delete

@B HVHS Students =
- 667 MyView Groups Delete

@E® HVHS Teachers
o 665 MyView Groups

We highly recommend that you do not give MyView access to all users at the same time. You should
devise a deployment schedule and create groups to match your deployment plan, gradually allowing
additional users to have access to MyView.

Users & Groups—Users

If parents or guardians wish to see the Planners of their children, you need to set up Family
Relationships. You accomplish this by either using Import Family Relationships or setting up the
relationships individually.
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Import Family Relationships
To use Import Family Relationships, create an import CSV file. You can download a sample CSV file by

clicking the Click here link on the Import Family Relationships dialog.

The CSV file should consist of two columns. One column is the Parent
Identifier. The other column is the Student Identifier. During the import,
you will click a radio button to indicate if the CSV file data consists of
Users Codes or User Names.

@ User Codes ) User Names

If you choose the User Codes import option, populate the CSV file

. A B
columns with the User Code values for each parent and student. - .
1 Parent Identifier Student Identifier
If you choose the User Name import option, populate the CSV file 2 |parent100 student100
columns with the User Name values for each parent and student. g{pareatito Shmca g
4 |parent 200 student 102

Here’s how you import Family Relationships.

1. InSite Manager, expand Users & Groups in the Content Browser.
Click Users.

Click the Import Family Relationships tab.

Click Import.

Click Browse and locate your CSV file. Click Open to select the file.

ukhwn

Import Family Relationships

Browse for your CSV import file. Click here to download a sample CSV import file.

| FamilyRelation.csv N [ srowse...

6. Click Continue.
7. Select either the User Codes or the User Names radio button to select the User Identifier option
you wish to use and then map the fields in your import file.

Back

Import Family Relationships

Map the fields from your import file

() User Numbers @ User Names

Parent Iqentiﬁen

[ Parent Identifier

Student Identifier:
‘ Student Identifier

m cancel

8. Click Import. Relationships are imported and the Import Family Relationships dialog displays.
Here you will see options relating to each of your imports.
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Import Family Relationships

Import par and legal g

IMPORT DATE  FILE NAME

Create an import file in CSV format which includes Parent Indentifier and Student Identifier column headings.

ACTION
S5 rhodeslmport.csv
11:13:44 AW o Rollback
DETAILS
rhodeslmport.csv
711312012 Exceptions
MALETAM Exce
DETAILS
FamilyRelation.csv
612612012
4:56:20 PM =
DETAILS
FamilyRelation.csv
612612012
4:53:53 PM

DETAILS

Rollback

Click on Details or View Exceptions to see information about the import or click Rollback to undo the

import.

Option

Description

Details

Indicates the number of Valid and Invalid records encountered during the
import.

VALID RECORDS: 4

INVALID RECORDS:

Rollback

Click to rollback the import and undo the Family Relationships that were
created.

All family refationships will be permanently
deleted from the system. Are you sure you
want to rollback this family relationship

import?

Yes JRIGY

View
Exceptions

Click to obtain a list of errors encountered during an import. Click Export to
send the error list to an Excel file.

View Exceptions

The exceptions for the batch.

PARENT USER NAME CHILD USER NAME ERROR

Ben Rhodes Serge.Rhodes This User Code (Ben.Rhodes) has no corresponding parent data.

Ben Rhodes Saffron.Rhodes This User Code (Ben.Rhodes) has no corresponding parent data
Edina Rhodes Serge Rhodes This User Code (Edina Rhodes) has no corresponding parent data

Edina Rhodes Saffron Rhodes This User Code (Edina.Rhodes) has no corresponding parent data.

Cancel
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Individual Family Relationship Set Up
If you have just a few Family Relationships to add, you might choose to add them individually. Here’s
how you add Family Relationships on an individual basis.

In Site Manager, expand Users & Groups in the Content Browser.

Click Users.

On the Users tab, locate and click on the name of a parent to edit the account.
Click the Family Relationships tab.

PwnNPE

Last Name, First:

| Farmer

Generate Password Reset Passwor

General Address

We noticed you haven't added this student to any family
relationships yet. Click Add a Student to get started

Learn more about this area.
Access our library of video tutorials, help
articles, and other resources.
m Cancel
5. Click Add a Student.
6. Enterall or partofa
' H ¢
student’s First, Last or o €
. Enter all or part of a user's first, last or user name and click Search.
User Name and click [
Search.
. LC‘J Farmer, Paul T SELECTED USERS
7. Locate the student in the paulfarmer, - pfarmer@mymailcon IF YOU WANT, YOU CAN REVIOVE A USER OR USERS THAT YOUVE SELECTED.
list and click Select to
move the student into e

Selected Users area.
8. Click Add. The Family Relationship is created.
9. Click Save. The user record is updated and you are returned to the Users tab.

Users & Groups—Assign Passport Extended Privileges

To configure MyView, a user must have a Passport that includes the Extended Privilege Manage
Personal Workspace Configurations.

Here’s how you update a Passport.

1. In Site Manager, expand Users & Groups in the Content Browser.
2. Click Users.

3. Click the Passports tab.

4. Click on the name of a Passport. The Edit Passport dialog opens.
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5. Click the Extended Privileges tab.

Passport Name:

MyView Editors b

General Extended Privileges Users

Within each grouping, check the things that users with this passport should be able to do. These extended privileges determine what users can do beyond their regular editing privileges
(Site Director, Subsite Director, Homepage Editor. Channel Director and Section Editor).

‘ MyView Y

STATUS EXTEND PRIVILEGE

g

M MyView Configurations

m Sanc

6. Locate the Manage MyView Configurations privilege in the list. In the Status column, locate the
Inactive toggle and click on it to toggle it to Active.
7. Click Save. You are returned to the Passports tab.

Configure—Templates

It is not necessary for you to make any template modifications for MyView. If you are using a custom
template, note that an additional workspace, MyView, has been added to the template. This workspace
controls how MyView displays on the end-user website.

PD - Elegant Wave (1184) [ Files & F

W WORKSPACES
H m Save & Publish Versions Active Blocks
ey Tiomenage Click an ActiveBlock below
to add to the code editor.
[L] SubPage, NoNav o
i x| 7] 2| wp v A
U MyView z Breadcrumb E
1 <div id="gb-page"> - =
<div id="
Haf St age 2 Channel List
= Navigation
|| Head Content
Channel E
= Name
gb-channel-list" cl Content
[SChannellListNavigat :Te - |};|ﬂ)‘ﬂl;|t b
</div> laceholder [
<div id="spn-content">
[$ContentLayoutPlaceholders$] &2 Date
it "> Gaggle
one”>[$5iteAddressOnes’ . Connector
[$SiteCity$], [$SiteState$] [$SiteZij
<div class="gb footer two">[$SiteContactPhone &2l gigmun In
</div> Example
</div>
If Group
== Matches All
Example
| IfLoggedin
Link
Page List
- &= Navigation
< [ » -
Position: Ln1,Ch1 Total: Ln24,Ch 819 ‘
Done & Internet | Protected Mode: On @ v R100% ~
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Configure—Apps

By default, all registered users have access to all the MyView gadgets and can add them to tabs on their
Dashboards. You can restrict access to a gadget by setting its Sharing Rights.

Here’s how you restrict access to a gadget.

1. In Site Manager, locate and expand Configure in the Content Browser.
2. Click Apps. The Apps Workspace displays.

Apps

Workspace

System Apps

System Apps
You can only share Schoohwires premium apps. You can share and copy Schoolwires basic apps.

ACTIONS

Alumni Directory App
. Alumni Directory App is a Schoolwires Basic App. Rights Copy

Announcements

cements is a Schoolwires MyView Gadget ) | Som

. Announcer
Article Library App
Article Library App is a School

Rights | Copy

Rights |  Copy

3. Locate the gadget to which you wish to restrict access and click Rights. The Sharing Rights dialog
displays.
4. Click Assign Group. The Add Group dialog displays.

Add Group

Enter a group name or part of a name and click Search. If you want, you can narrow the search by choosing a group category.

| MyView Groups v

*  SELECTED GROUPS
l{' HVHS - MyView Teachers IF YOU WANT, YOU CAN REMOVE A GROUP OR GROUPS THAT YOU'VE SELECTED.

i o Select o
arents
(gn HVHS Students s

O;-" HVHS Teachers

o;:‘) HVMS - MyView

m Al

5. Click the Choose a Category drop-down list and select a category to display a list of groups. You
can also enter a group name or part of a name in the Search field and click Search.

Click Select to the right of each group you wish to add to the Selected Groups list.

Alternatively click Assign User to assign rights to individual users. The Add User dialog displays.
Enter all or part of a user’s first, last or user name and click Search.

Click Select to the right or each user you wish to add to the Selected Users list.

10 Click Add. You are returned to the Sharing Rights dialog.

11. Click ’'m Done. You are returned to the System Apps tab.

© 0N o

Only members of the groups or individual users you selected are able to add the gadget to their tabs.

To remove Sharing Rights for a gadget, click Rights for the gadget to display the Sharing Rights dialog
and click Remove. Click Yes to the Confirmation dialog and click I’m Done.
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Configure—MyView

By default all Registered Users have access to MyView. You limit access to MyView by specifying groups
of users on the Viewers tab.

We highly recommend that you do not give MyView access to all users at the same time. You should
devise a deployment schedule and create groups to match your deployment plan, then gradually allow
MyView access by group.

Add Groups to Viewers Tab
Here’s how you assign groups to the Viewers tab. Once you assign a group, the users in that group can
access MyView on the end-user website.

1. In Site Manager, locate and expand Configure in the Content Browser.
2. Click MyView. The MyView Workspace displays.
3. Click the Viewers tab.

My View

L Configurations

Viewers

By default MyView dashboards will be created for all registered users when they log in for the first time. If you want, you can restrict MyView access by assigning groups. Then only the
groups you specify will have access to MyView dashboards.

Assign Group

58, HVHS Parents

Group

Remove

L8, HVHS Students

Group

Remove

ffl HVMS - MyView
Group

Remove

g’) HVMS-Teachers (MyView)

Group

Remove

4. Click Assign Group. The Add Group dialog displays.
5. Enter a group name or part of a name and click Search. If you wish, you can narrow the search
by choosing a group category from the Choose a Category drop-down list.

X
Add Group

Enter a group name or part of a name and click Search. If you want, you can narrow the search by choosing a group category.

| HVHS Teach MyView Groups v

o BESHEachers S SELECTED GROUPS
. = IF YOU WANT, YOU CAN REMOVE A GROUP OR GROUPS THAT YOU'VE SELECTED.

m cance[

6. Click Select to the right of a group to add it to the Selected Groups area.
7. Click Add. You are returned to the Viewers tab.

To remove a group, on the Viewers tab, click Remove.
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Create Configurations

All registered users have access to a default configuration. A configuration is a set of one or more
gadgets. The default configuration includes the Personal Shortcuts gadget. You can create additional
configurations and allow users to access the configuration by assigning groups of users on the
Configuration Assign tab.

Here’s how you create a Configuration. You may create as many configurations as you like.

1. InSite Manager, locate and expand Configure in the Content Browser.
2. Click MyView. The MyView Workspace displays.

Configurations Viewers Howdol.?

Configurations

If you want, you can add content to MyView configurations and apply them to your user groups. For example, you may want to create a teacher configuration that contains district
announcements, personal shortcuts and the weather. Your teachers will stil have the option to add or remove content, the configuration just gives them a starting point.

New Confiauration

3. Click New Configuration. The New Configuration dialog displays.
4. Enter a name for the configuration. You can also add a description if you like.

New Configuration
Give your configuration a name and click continue.

Name:
Enter a friendly configuration name. Users may see this the firsttime they sign in. It may also display as
atab heading.
HVHS Parents
Description:

Enter a description. Only site administrators will see this in the site settings area

Happy Valley High School Parents|

Continue Cancel

5. Click Continue. The Content tab displays.

Name:
Enter a friendly configuration name. Use: ay see this the first time they sign 50 disp atab heading
HVHS Parents N

to give your users a starting point when they sign in for the firsttime. For example. you may want fo add an announcements gadget
couTent ACTIONS

We noticed that you haven't added any content. Click Add
to get started

Learn more about this area.
Access our library of video tutorials, help
articles, and other resources.

10
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6. Click Add. The Add Content dialog displays.

7. Click on the gadgets that you wish to include in the configuration. A green box will surround
each gadget you select. You may select multiple gadgets. Note that you click a gadget to select it
and click it a second time to unselect it. Note that the gadgets you are selection in this dialog
have no content.

Add Content

Select the content you would like to add to this configuration, and click save.

Announcements
Schoolwires MyView Gadget

Global Shortcuts
Schoolwires MyView Gadget .

Lunch Menu
Schoolwires MyView Gadget

Minibase Search
Schoolwires MyView Gadget -

m B

8. Click Save to add your selection to the configuration. You are returned to the Content tab.

Name:
Enter a friendly configuration name. Users may see this the first time they sign in. It may also display as a tab heading

HVHS Parents N

General Content Assign

Add some gadgets and content to your configuration to give your users a starting point when they sign in for the firsttime. For example, you may want to add an announcements gadget
andfill it with the district announcements by defaut.

Add Sort
CONTENT ACTIONS
Announcements
- Actions ¥
Global Shortcuts
‘9 Actions ¥
Lunch Menu
f e

[ |
Save Cancel

9. Click Save. You are returned to the Configuration list.
10. In the Status column, locate the Inactive toggle and click on it to toggle it to Active.

HVHS Parents Copy Delete

Assigned to HVHS Parents

11
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Add Content to Gadgets within a Configuration

In a configuration, you can add content to some of the gadgets so that users have a starting point when
they sign in for the first time. For example, you may want to add and configure an Announcement
gadget so that it collects announcements from the District site by default.

Here’'s how you add content to an aggregator gadget within a configuration.

1. In Site Manager, locate and expand Configure in the Content Browser.
2. Click MyView. The MyView Workspace displays.
3. Click on the name of a configuration. The configuration opens in edit mode.

Name:

Enter a friendly configuration name. Users may see this the first time they sign in. it may aiso display as a tab heading

Aggregator Gadgets N

General Content Assign

Add some gadgets and content to your configuration to give your users a starting point when they sign in for the first time. For example, you may want to add an anncuncements gadget and
fill it with the district announcements by default.

Add Sort
CONTENT ACTIONS
Announcements
g Actions w
Global Shortcuts i
‘(), Actions w

Actions w

T‘ Lunch Menu
Minibase Search
Q Actions w

Save Cancel

4. Click the Content tab.
5. Click on the name of the aggregator gadget. The Settings dialog displays.

Settings
Click and drag to rearrange your content or click X to remove it.
Double click to change a heading.

Add Content

Y ol haven't added any content to this gadget
yet. Click Add to startfilling it up.

Display this many announcements per area:
5 «

Save Cancel

6. Click Add Content and follow the Gadget Content dialog wizard instructions. Instructions may
vary depending upon the gadget.

7. Click Save. You are returned to the Settings dialog.

Click Save. You are returned to the Content tab.

9. Click Save. You are returned to the Configurations tab.

o

12
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You can also add content to two of the Direct Feed gadgets, namely Personal Shortcuts and RSS Reader.
To add content to a Personal Shortcuts gadget, replace the default text (My Shortcut) and the default
website URL (http.//www.google.com) to your shortcut values. To add content to the RSS Reader
gadget, enter the URL for your RSS feed.

Assign Groups to Configurations
Here’s how you assign groups to a configuration. You may assign a group to more than one

configuration.

1. InSite Manager, locate and expand Configure in the Content Browser.

2. Click MyView. The MyView Workspace displays.
3. Click on the name of the configuration that you wish to edit. The configuration opens in edit

mode.

Name:
Enter a friendly configuration name. Users may see this the first time they sign in. &t may also display as a tab heading

HVHS - Teachers (MyView Pilot) N

General  Content
pTSEIPmig ihis configh Tihen users in these groups sign in for the first time, the configuration you've created will automatically be applied to their MyView dashboards.
Add Groups

Click Add Groups to get started

Learn more about this area.
Access our library of video tutorials, help
articles, and other resources.

m S

4. Click the Assign tab.

Click Add Groups.
6. Enter a group name or part of a name and click Search. If you wish, you can narrow the search

by choosing a group category from the Choose a Category drop-down list.

ol

Add Group

Enter a group name or part of a name and click Search. If you want, you can narrow the search by choosing a group category.

T r
‘ MyView Groups v

2, HVHS Parents el SELECTED GROUPS
< P IF YOU WANT, YOU CAN REMOVE A GROUP OR GROUPS THAT YOU'VE SELECTED.
HVHS Students (g:'l HVHS - MyView Teachers —

™

Select

g0 HVHS Teachers
as=

m Cancel

Select

13
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7. Click Select to the right of a group to add it to the Selected Groups area.
8. Click Add. You are returned to the Assign tab.
9. Click Save.

Configure—System Settings

By default, MyView is turned off. When you are ready to deploy MyView, you will need to activate it.

At the beginning of the school year, you can reset and have your registered choose again the sites that
matter to them.

Activate MyView
Here’s how you activate MyView for your site.

1. InSite Manager, locate and expand Configure in the Content Browser.
2. Click System Settings. The Settings Workspace displays.
3. Click the MyView tab.

Settings

Workspace

Settings Howdo |...?

System Settings

Below are the system settings for your site

General My Start Alerts Integration Mobile

Reset School Associations

Prompt users to confirm their school associations the next time they sign in. This is usually done at the beginning of a new
school year

Reset Now

¥ Activate MyView

Once activated, all users will receive a default dashboard the next time they log in. Limit access and create custom configurations
in MyView under Configure

4. Click the Activate MyView checkbox.
5. Click Save.

Once activated, all users who have been assigned MyView access will receive a default dashboard when
they sign in.

14
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Reset School Associations
When users first access MyView, they are prompted to indicate which sites matter to them. At the
beginning of a new school year, you might want to have your users confirm the sites which matter to

them. To do this, you reset School Associations and force the Tell Us Which Sites Matter to You dialog
display again.

Tell Us Which Sites Matter To You

School associations filter the content we show you in your MyView dashboard and planner. You only see content that applies to the schools you have selected. You can change your
associations at any fime.

[¥] Happy valley Sehool District [¥] Hsppy valiey Etementary Schocl

[Y] Happy valley High School [¥] Happy valiey Middie Schoot

Here’s how you reset School Associations.

1. In Site Manager, locate and expand Configure in the Content Browser.
2. Click System Settings. The Settings Workspace displays.
3. Click the MyView tab.

Settings

Workspace

Settings Howdo l..2

System Settings

Below are the system settings for your site

General  MyStart  Alerts Integration  Mobile

Reset School Associations

Prompt users to confirm their school associations the next time they sign in. This is usually done at the beginning of a new
s

¥ Activate MyView
Once activated, all users will receive a default dashboard the next time they log in. Limit access and create custom configurations

in MyView under Configure

4. Click Reset Now. A confirmation dialog displays.

Are you sure you would ke to reset school
associations?

5. Click Yes.

15



