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Introduction

The Blackboard Schoolwires MiniBase App allows you to create, manage and deploy lists for the visitors
of your website to use. You could use a MiniBase App to display Staff or School Directories, or lists of
places like sport venues. Users can search a MiniBase App for a specific record or present it as an
organized list of information.

Happy Valley High School

Show me and I forget. Teach me and I remember. Involve me and I learn.

Home About Us Our School Administration Programs of Study Athletics Activities Staff Alumni Calendar

Staﬁ‘ Happy Valley High School P Our School P Staff

First Name Last Name Email Phone Number
* Staff Directory

Lily Jones liones@hvsd.org (814) 555-1356

Xia Brown xbrown@hpsd.ora  (814) 555-8375

Levi Williams Iwilliams@hvsd.org  (814) 555-2573

Luis Campbell Ilcampbell@hvsd.org  (814) 555-8264

Rachel Wilson rwilson@hvsd.org (B14) 555-0982

Angela Henry ahenry@hvsd.org (B14) 555-0371
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Add a MiniBase App

You can add a MiniBase App to a page through Design View or create it through App Manager.

Add a MiniBase App Using Design Mode
Here’s how you add a MiniBase App to a page through Design Mode.

1. In Site Manager, navigate to the section workspace to which you wish to add your MiniBase
App.

2. Create a new page, or click on the Actions drop-down to the right of a page you have
already created and select Edit Page.

STATUS PAGE

[acmve Staff Directory | Actions w

‘ £dt Page s '
————————
Page Options \/

Get Link
Copy Page
Move Page
Delete

Set Viewers

3. Under Actions, click Manage Apps & Layout. The page opens in Design mode.

Actions

Manage Apps & Layout
Add apps or change your layo

Page Options
Set the options for your page

g Set Viewers
o= Limit who can view this page.

iew P
La View Page

See how your page looks
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i

Click Add App. The Select an App dialog displays.

Select the App you wish to add in the first column. A list of existing Apps and Create New

displays in the second column.
Click Create New.

Lunch Menu App
Schoolwires Basic App
Maps & Directions App
Schoolwires Basic App

q Minibase App
Schoolwires Premium App
Photo Gallery App
Schoolwires Premium App

M Podcast App >

You don't have any apps of this

type.

1 Cancel

L ~)
Select an App
. Ejﬂ:i iﬁ: ?;J;es i . Minibase App Create Minibase App
Enter the name of your app. This name will display in
| Create New | some areas.

E Image App S

Link Library App Name:

Schoolwires Basic App I Find ‘ Staff Directory ‘

\ |
‘ oi=C9)| Cancel

Enter a name for the app.

Click Create. You are returned to the page in Design mode.

Click ’'m Done to return to the page in Edit Mode.

change the name.

: Add App ‘ Change LayoutJ

|| Staff Directory
Minibase App

You are in design mode. Organize your apps by dragging and dropping. Double-click the App to
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Add a MiniBase App through App Manager

Here’s how you create a MiniBase app through App Manager.

1. In Site Manager, navigate to the section workspace to which you wish to add your MiniBase

App.
2. Select the Tools tab and click on MiniBase.

Tools
Manage your section tools and apps

Files & Folders

Organize the fies and fokiers used i your workspace

)

Approve Visitor Comments
Approve or re@ct vistor comments on your apps:

4

a

App Manager
& g9

Manage and edi the apps in your workspace.

Forms & Surveys

Create and manage forms and surveys for your secton

Approve Community Editing

Approve or regect community e0gs 1o your apps.

Reports

View your section's reporis

Phote Gallery

Create and manage photo galeries for your section

s Minibase
=" Creste and manage minibases for your section

3. Inthe App Instances column, click on New

App Manager

Displays ol apps created in this workspace.

inibase App
Schootwires Premium App

Photo Gallery App

Schootwires Premium App

APP INSTANCES

Import Configuration

We noticed you don't have any apps
of this type. Click on New to get
started.

Podcast App

Schoolwires Basic App

Q&A App

Schoohwires Basic App

School Directory App

Schoolwires Basic App

Site Shortcuts App

Schoolwires Basic App

Staff Directory App

Schoohwires Basic App

Upcoming Events App

'm Done

To work with an app, create a new app or
select an existing app in the column to
your left.
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4. Enter a name for your App, once finished click Save.

Add 'Minibase App’

Enter a name for your ‘minibase app".

App Name:

’ Minibase App

@ Cancel

5. Click I’'m Done. You are ready to edit your MiniBase App.

App Manager

Displays all apps created in this workspace.
@ Schoolwires Basic App

Image App

Link Library App
Schoolwires Basic App

Lunch Menu App
Schoolwires Basic App

Maps & Directions App
Schoolwires Basic App

Minibase App
Schoolwires Premium App

Photo Gallery App
Schoolwires Premium App

Podcast App
Schoolwires Basic App

]

“ APP INSTANCES

New | | Import Configuration J

Staff Directory

On Page or SmartPhone: "Staff Directory"

Staff Directory

DETAILS

Staff Directory

Edit More w

Below are pages that use this App.

No one is using this app on a page.
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Manage MiniBase Fields

After you have created your MiniBase you will need to add fields. The maximum number of fields you
can have in a MiniBase is 30.

You have the option to add fields to your MiniBase the first time you edit the App. You can add
additional fields, edit current fields and delete fields on the Fields tab in MiniBase Options.
Add MiniBase Fields to a New MiniBase

Here’s how you add fields to a new MiniBase.

1. In Site Manager, navigate to the workspace in which your MiniBase App is located.
2. Edit your MiniBase App. Since your MiniBase has no fields, you will be prompted to add

fields.
3. Add your fields. If you need additional fields, click Add More Fields.

Staff Directory

Start by setting up your fields

Add some fields to your new Minibase. You can change your fields later if you need to. Leave any unused fields blank.

Field Name:

| First Name

Field Name:

| Last Name

Field Name:

 Email

Field Name:

|Phone

Field Name:

Add More Fields

SetFields & Continue

4. Once finished, click Set Fields & Continue.
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Add MiniBase Fields to an Existing MiniBase

Here’s how you add additional fields to an existing MiniBase.

1.
2.
3.

In Site Manager, navigate to the workspace in which your MiniBase is located.

Edit your MiniBase App.
Click Options.
Staff Directory @
| import... J l Export.. J | Purge all | | Create E-Alert
J

FIRST NAME LAST NAME EMAIL ACTIONS

Rachel Wiison rwilson@hvsd.org | Edt | Delete
Navigate to the Fields tab.

App Name:

Staff Directory N

General Sharng Frids

FIELD NAME VIEWERS FILTER TYPE SORT ORDER SORT LEVEL

[Firs( Name Viewers ‘ None v | None v ‘ Rone \ 4

[ Last Name Viewers | | None v | None v ‘ None v

[ |

| Email Viewers | | None v | Mone v ‘ None v

| Phone Viewers | | None v. | None )/ | None v

‘Sublec( Viewers ‘ None > None > ‘ None >

Viewers | None v, i None v ‘ None v

‘ Viewers | | None v | None v || None v
@ Cancel
b

Add your desired fields.
Click Save.
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Edit MiniBase Fields
Here’s how you edit MiniBase fields.

1. In Site Manager, navigate to the workspace in which your MiniBase is located.
2. Edit your MiniBase App.
3. Click on Options.

Staff Directory @
1 lmport.,.J l Export... } [ Purge All | Create E—AlenJ
J

|
L

FIRST NAME LAST NAME EMAIL ACTIONS

Rachel Wilson rwilson@hvsd.org } Edit | Delete

4. Navigate to the Fields tab.

App Name:
Staff Directory b
General Sharng Frids
FIELD NAME VIEWERS FILTER TYPE SORT ORDER SORT LEVEL
| First Name Viewers None v | Mone v | | none -
| Last Name Viewers None v None v || Hone v
(
f
| Email | Viewers None v | None - ‘ None -
| Phone Viewers Hone v. None v || tone v
| Subject Viewers | | None - None v | None -
Viewers | None . None » ‘ None N
‘ Viewers None v | None v \‘ None v
@ Cancel |
/ J

5. Make the desired edits to your fields.
6. Click Save.
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Delete MiniBase Fields

Here’s how you delete MiniBase fields.

1. In Site Manager, navigate to the workspace in which your MiniBase is located.

2. Edit your MiniBase App.
3. Click on Options.

Staff Directory @
{ Import... J \ Export... J L PurgeAllJ I Create E»AleﬂJ|
FIRST NAME LAST NAME EMAIL ACTIONS
Rachel Wilson rwilson@hvsd.org | Edt | Delete
4. Navigate to the Fields tab.
App Name:
Staff Directory k.
General Sharng Frids
FIELD NAME VIEWERS FILTER TYPE SORT ORDER SORT LEVEL
| First Name Viewers | | None v None | Hone -
| Last Hame Viewers | | None v | | one [ Hone -
{Emall Viewers ‘ None v None ‘ None v.
‘Phone Viswers \ None v. i None ‘ None v
‘Sub‘ec( Viewers ‘ None > ‘ None None v
Viawers i None >, i None ‘ None v
‘ Viewers ‘ None v | None ‘ None b
@ Cancel |
. J

5. Delete your desired fields.
6. Click Save.
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Add Viewers to a MiniBase Field
Adding viewers to a MiniBase field will limit the users who are able to view the content within the field.

Here’'s how you add Viewers to a MiniBase Field.

1. In Site Manager, navigate to the workspace in which the MiniBase is located.
2. Edit the MiniBase App.
3. Click Options.

Staff Directory @
leport,, | ‘ Bxport... | | PurgeAIIJ | Create E-Alert |
J | J { J

FIRST NAME LAST NAME EMAIL

ACTIONS

Rachel Wilson rwilson@hvsd.org | Eqtt “ Delete

4. Navigate to the Fields tab.
5. Click Viewers to the right of the field.

App Name:
Staff Directory N
General Sharing Fields.
FIELD NAME VIEWERS FILTER TYPE SORT ORDER SORT LEVEL

"First MName ] Viewers | | None - | None - | None -
‘_‘Last Name ] Viewers | | None - | HNone - | None -
‘_'Email ] Viewers | | None - | None - | None -
‘jphgne Mumber Viewers | | None - | Nong - | Nong -

6. Click Assign Group to assign a group of users, or click Assign User to assign single users.
7. Search for the group or users you wish to add.

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.

| teachers Please choose a category... v

2, Al Registered Users [ seect| [ SELECTEDGROUPS
\ J IF YOU WANT, YOU CAN REMOVE A GROUP OR GROUP S THAT YOU'VE SELECTED.

lﬁ English Teachers ‘;& HVHS Teachers

Select ‘ Remove |

English Teachers

®»

Select
f& History Teachers
Select
}g HVHS - MyView Teachers
A Select 2

|
Cancel

8. Once finished, click Add.
9. Click Save.

10
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Make a MiniBase Field Searchable
Here’s how you make a field searchable.

1. In Site Manager, navigate to the workspace in which the MiniBase is located.

2. Edit the MiniBase App.

3. Click Options.

Staff Directory

(o] |

Export..

| Purge All | | create E-Atert |

FIRST NAME

Rachel

LAST NAME

Wilson

EMAIL

rwilson@hvsd.org

ACTIONS

Edit |

Delete

4. Navigate to the Fields tab.

General Sharing

FIELD NAME

|_'F\rst Name
| Last Name
(Emai

| Phone Number

Fields

VIEWERS FILTER TYPE S0RT ORDER SORT LEVEL
| Viewers | | Hone - | Hone - | Neone -
| J L L
| Viewers | Free Form | Hone | None

Drop Down
| Viewers | | Hone - | None -
| J L L
| Viewers | Mene - | Hone - | None -
1 J L L

5. Select a Filter Type.

a. None Filter Type is the default and it means that field will not be searchable.

b. Free Form Filter type allows a visitor to enter a letter or letters to search for an item.

It is useful when you have a lot of data to search.

c. Drop Down Filter Type allows a visitor to choose from a list of items for the search.

This type of filter is generally applied when you have a short list of data.
6. Once you have selected the Filter Type, you will need to determine the Sort Order.

General Sharing

FIELD NAME

[First MName
| Last Mame
(Email

| Phone Mumber

Fields

VIEWERS FILTER TYPE SORT ORDER SORT LEVEL
| viewers | | None - | None - | None -
| J L L L
e .
| i | - | -
| Viewers | | None Ascending | Hone
Descending

| Viewers | | None - Hone e | Hone -
| ) | L L

| | None - Hone - | None -

| Viewers
L |

a. Ascending is lowest to highest or Ato Z
b. Descending is highest to lowest or Zto A

11
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7. Next choose a Sort Level of fields in the display. You can have up to four sort levels. .

General Sharing Figlds

FIELD NAME VIEWERS FILTER TYPE SORT ORDER SORT LEVEL

[Fistheme vewers| [vone ] [wene v e -
I ] [ ) [ - | S
(Phone Number (Vewers | | Hone = [ one = [ one -

a. Sort level 1 will sort output first by a data field (Primary Sort)
b. Sort level 2 will add a second sort level by a data field (Secondary Sort)
c. Sortlevels 3 and 4 will further delineate sorting

8. Once finished, click Save.

App Name:
Staff Directory "
General Sharing Custom \iew Fields
FIELD NAME VIEWERS FILTER TYPE SORT ORDER SORT LEVEL
‘ First Name ‘ Viewers ‘ Drop Down - ‘ Ascending - ‘ 1
|
‘Last Name | Viewers | ‘ None v ‘ None v ‘ None
‘Email 1 Viewers ‘ ‘ None v ‘ None b ‘ None
)

‘ [Vlewers ‘ None ¥ ‘ None v ‘ None
———
‘ | Viewers ‘ None v ‘ None - ‘ None

|
‘ | Viewers | ‘ None hd ‘ None - ‘ None
} Viewers ‘ ‘ None b ‘ None v ‘ None

L )

\
@ Cancel
S =

12
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Here is an example of a MiniBase with Free Form filter type.

Happy Valley High School

Show me and I forget. Teach me and I remember. Involve me and I learn.

Home About Us Our School Administration Programs of Study Athletics Activities Staff Alumni Calendar

Happy Valey High School ¥ Our School P Staff

Staff
FirstName  Starts With =  Angela

Here is an example of a MiniBase with Drop Down filter type.

* Siaff Directory

Happy Valley High School

Show me and I forget. Teach me and I remember. Involve me and I learn.

About Us Our School Administration Programs of Study Athletics Activities Staff Alumni Calendar

Happy Valley High School » Our School # Staff

Staff

FirstName  All A

® Staff Directory All
B3 -
Levi

Lil

Luis
Rachel
Xia

13
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Manage MiniBase Records

You can add records individually, import multiple records, edit, delete, purge and export records.

Add Records

When adding records to your MiniBase you have the option to add records individually or import
multiple records from a CSV file.

Add Individual Records

Here’s how you add individual records to a MiniBase.

1. InSite Manager, navigate to the workspace in which your MiniBase is located.
2. Edit the MiniBase App.

Staff Directory
e
‘ New Record ' Import Export.. Purge All Create E-Alert
e
FIRST NAME LAST NAME
We notic ed that you don't have any records. Click New Record or Import to get started

3. Click New Record. The New Record window displays. The fields that are in the New Record
window will be the same as the fields you entered when you created the MiniBase.
4. Enter the information required.

New Record
Each field can contain up to 500 characters. Enter your information and click Save and New to add an
additional record, or Save and Exit if you only need to add one.

First Name:

Last Name:

Age:

Save and Exit Cancel

5. Click Save and Continue if you wish to add more records. Click Save and Exit when you are
finished adding records. The Records window returns as the active window.

14
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Import Records

Create a Comma Separated Values (CSV) file using a spreadsheet like Microsoft” Excel. Be certain to save
the file as a CSV file. Fields names in the CSV file must correspond to the fields you created for the
MiniBase and they must be in the same order as the fields in the MiniBase. The field names must
comprise the Header Row in the CSV file.

4 A | B _ ) C i D
1 }FirstName LastName EmailAddress School
2 }Rachel Wilson rwilson@hvsd.org High School
3 |John Smith ismith@hvsd.org  Middle School
4 |Eric Sparks  esparks@hvsd.org High School

Here’s how you import records into a MiniBase.

1. After you have created the CSV file, access your Site, Subsite or Section Workspace.
2. Edit the MiniBase app to which you would like to import records.
3. Click Import. The Import wizard displays.

Staff Directory m
ool M peorer ey

FIRST NAME LAST NAME EMAIL ACTIONS

Rachel Wilson rwilson@hvsd.org Edt | Delete

4. Click Browse. Browse your computer for the CSV file you created.

Import Records

Create a .CSV impert file in which your MiniBase field names are the column headings.

| HVHSDirectory.csv

@ Cancel

5. Select the CSV file you created.
6. Click Next. At this point, you can preview your imported records or cancel the import.
7. Click Import. The Records window will return as the active window.

—

Import Records
The records from your file show below.

FIRST NAME LAST NAME EMAIL PHONE NUMBER

Lity Jones tones@hvsd.org (814) 555-1356

Xia Brown xbrown@hpsd.org (814) 555-8375

Levi Villiams Iwiliams@hvsd.org (814) 555-2573

Luis Campbell lcampbeli@hvsd.org (814) 555-8264

15
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Edit Records

You can edit records individually or export all of your records and reimport them.

Edit Records Individually
Here’s how you edit individual records.

1. InSite Manager, navigate to the workspace containing the page with the MiniBase App you
wish to edit.

2. Click Actions to the right of the page and select Edit Page from the dropdown list. The page

opens in Edit Mode.

Click on the MiniBase App. The app opens.

4. Click Edit to the right of the record. The Edit Record dialog displays.

Staff Directory m

New Record

w

FIRST NAME LAST NAME EMAIL PHONE NUMBER ACTIONS

Liy Jones jones@hvsd org (814) 555-1356 Delete

Xia Brown xbrown@hpsd.org (814) 555-8375

5. Make changes to the record.
6. Click Save. The record is updated and you are returned to the workspace.

Edit Multiple Records

If you need to edit multiple records in a MiniBase App, edit your records in a CSV file. When you are
finished editing your records, purge the records from the MiniBase App and import your updated CSV
file.

Here’s how you edit multiple records.

1. InSite Manager, navigate to the workspace in which the MiniBase is located.
2. Edit the MiniBase App.
3. Click Export at the top of the window. The Export wizard displays.

Staff Directory

4. Click Save.
Edit the CSV file.
6. In Site Manager, edit the MiniBase app.

o

16
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7. Inthe Details column, click Purge All.

Staff Directory

FIRST NAME LAST NAME EMAIL PHONE NUMBER ACTIONS
Liy Jones fones@hvsd.org (814) 555-1356 Ede Delete
Xia Brown xbrown@hpsd.org (814) 555-8375 Edt Delete

MiniBase, click Yes.

9. Click Import at the top of the window. The Import wizard displays.
10. Click Browse. Browse your computer for the CSV file you created.

A confirmation message displays. If you are sure you wish to purge all records in the

Import Records

Create a .CSV impert file in which your MiniBase field names are the column headings.

| HVHSDirectory.csv

| Browse...

@ Cancel |

11. Select the CSV file.

12. Click Next. At this point, you can preview your imported records or cancel the import.

Import Records

The records from your file show below.
FIRST NAME LAST NHAME
Lily Jones
Xia Brown
Levi Wiliams
Luis Campbell

EMAIL
ones@hvsd.org
xbrown@hpsd.org
Iwiliams@hvsd.org

lcampbeli@hvsd.org

—

PHONE NUMBER
(814) §55-1356
(814) §55-8375
(814) §55-2573

(814) 555-8264

13. Click Import. The Records window will return as the active window.

17
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Delete Records

When deleting records from a MiniBase, you have the options to delete records individually or purge all
records.

Delete Individual Records
Here’s how you delete a single record from a MiniBase.

1. In Site Manager, navigate to the workspace where your MiniBase is located.
2. Edit the MiniBase App.

3. Tothe right of the record, click Delete.

Serorecty |
Options

import.. | | Expori | | Purge At | | Create £-aa

FIRST NAME LAST NAME EMAIL PHONE NUMBER ACTIONS

Ly Jones fones@hvsd.org (814) 555-1356 Edt

Xia Brown xbrown@hpsd.org (814) 555-8375 Edi Delete

4. A confirmation window displays, to delete the record, click Yes.

Are you sure you want to delete this
directory record?

@ -

18
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Purge All Records
Here’s how you purge all records from a MiniBase.

1. In Site Manager, navigate to the workspace in which your MiniBase is located.
2. Edit the MiniBase App.

3. Click Purge All.

Staff Directory

New Record Import Export. Create E-Alent

FIRST NAME LAST NAME EMAIL PHONE NUMBER ACTIONS
Ly

Jones fones@hvsd.org (814) 555-1356 Eae

Brown xbrown@hpsd.org

4. A confirmation message displays, to purge all records, click Yes

Are you sure you want to purge every
directory record in this Minibase?

Export Records

Once you have added records to your MiniBase, you may want to export the records to a CSV file
Here’s how you export records from a MiniBase.

1. In Site Manager, navigate to the workspace in which the MiniBase is located.
2. Edit the MiniBase App

3. Click Export at the top of the window. The Export wizard displays.

Staff Directory

4. Click Save. You will be able to determine where the CSV file will be saved.

You can now open the CSV file and manipulate your records.
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Manage MiniBase App Display Format
When creating a MiniBase you can choose from three different views: Table, List and Custom view.

Change the MiniBase App Display Format
Here’s how you change the Display Format for your MiniBase App

1. In Site Manager, navigate to the workspace in which the MiniBase is located.
2. Edit the MiniBase App.
3. Click Options.

Staff Directory @

[ import.. | | Export... | | Purge At | | Create E-Alert |
L J |\ J |\ ) |\ )

FIRST NAME LAST NAME EMAIL ACTIONS

Rachel Wilson rwilson@hvsd.org | Edt Delete

4. Navigate to the General tab.

App Name:

Staff Directory

General Sharing Figlds

If you want, you can enter a description of your app.

Description:

[ Show the app name on my page.

Records Per Page:

(5 N
Display Format:
'® Table View ' List View ' Custom View
atHame  First Ham, John Dos
e ph: 444 1234
dane =

iret Name: Jane
Building: High Schod

| |
Save Cancel
- |

5. Under Display Format choose a view.
6. Once finished, click Save.
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Table View
The default view for a MiniBase App is Table view. Here is an example of a MiniBase using Table view.

Happy Valley High School

Show me and I forget. Teach me and I remember. Involve me and I learn.

Home About Us Our School Administration Programs of Study Athletics Activities Staff Alumni Calendar

Sfﬂﬁ Happy Valley High School P Our School P Staff

First Name Last Name Email Phone Number
* Staff Directory
Lily Jones liones@hvsd.org (814) 555-1356
Xia Brown xbrown@hpsd.org  (814) 555-8375
Levi Williams Iwilliams@hvsd.org  (814) 555-2573
Luis Campbell Ilcampbell@hvsd.org  (814) 555-8264
Rachel Wilson rwilson@hvsd.org (B14) 555-0982
Angela Henry ahenry@hvsd.org (B14) 555-0371
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List View

Here is an example of a MiniBase App using List view.

Happy Valley High School

Show me and I forget. Teach me and I remember. Involve me and I learn.

Home About Us Our School Administration Programs of Study Athletics Activities Staff Alumni Calendar

Happy Valley High School P Our School P Staff

Staff
1.
First Name: Lity
* Staff Directory Last Name: Jones
Emait fjones@hvsd.org
Phone Number: (814) 555-1356

First Name: Xia
Last Name: Brown

Emait: xbrown@hpsd.org
Phone Number: (814) 555-8375

First Name: Levi

Last Name: Willams

Emailk: |wiliams@hvsd.org

Phone Number: (814) 555-2573

First Name: Luis
Last Name: Carmpbell

Emailk: |campbel@hvsd.org
Phone Number: (814) 555-8264

First Name: Rachel

Last Name: Wilson

Emailk rwilson@hvsd.org

Phone Number: (814)555-0982

First Name: Angela

Last Name: Henry

Emaik: 2henry@hvsd.org

Phone Number: (814) 555-0371
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Custom View
Here is an example of a MiniBase App using Custom view.

Happy Valley High School

Show me and I forget. Teach me and I remember. Involve me and I learn.

Home About Us 0Our School Administration Programs of Study Athletics Activities Staff Alumni Calendar

St(IJﬁF Happy Valley High School b Our School b Staff

First Name Last Name Email Address Phone Number
* Staff Directory

Lily Jones ljones@hvsd.org (B14) 555-1356
¥ia Brown xbrown@hpsd.org (814) 555-8375
Levi Williams Iwilliams@hvsd.org (B14) 555-2573
Luis Campbell lcampbell@hvsd.org (814) 555-8264
Rachel Wilson rwilson@hvsd.org (814) 555-0082
Angela Henry ahenry@hvsd.org (814) 555-0371
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Manage a Custom MiniBase View
Once you have created your MiniBase App, you can create a Custom MiniBase View.

Custom View Tab

After selecting Custom view, the Custom View tab displays. This tab is where you will create your
Custom view.

General Sharing Custom View Fields

Create your custom view below. If you want, you can create a header and footer.

P Header
P Details

P Footer

Click the arrow to open the Header, Details or Footer tabs.

General Sharing Custom View Fields
Create your custom view below. If you want, you can create a header and footer.
¥V Header

The header displays above the records in your minibase. If you want, you can add code to the header to control the behavior and styling of your records.

vean sLHIGR 2 @D @V
A Styles~ Font Name ~ Fontsize A -¥ -5 B I U S
Wy — 8ol DEED Q @& af

I
I
1l
1]
iii
1l
il
LTl

Dnormal EIHTML QPreview Words:0 Characters:0

¥ Details
Add your fields by clicking the Insert Minibase Field button. Your layout will repeat to display the records in your minibase,

vean P BR 2€ D MV

W styles~ Font Name ~ Fotsizer A-¥ - B I U S E=E E E == E =

Wy — Heoev® EgEHED 0 B85 &l

Danormal EIHTML QPreview Words:1 Characters:7
¥ Footer

The footer displays below the records in your minibase.

veae s HNGER 2C @ M-

A Styles~ Font Name ™ Fontsizew A-¥ - BI US = =2 == EE

He— Heo® OHEED o0 @ @2

BBNormal EIHTML QuPreview Words:0 Characters:0

I “ Cancel :
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Add Custom MiniBase Fields

You can use HTML code to create custom fields in a custom view MiniBase.

Create an Email Field
Here’s how to create an email field.

1.

2.
3.
4

5.
6.

o

10.
11.
12.

In Site Manager, navigate to the workspace in which the MiniBase is located.
Edit the MiniBase App.

Add an Email Address field to your configuration, if you do not have one already.
Click Options and navigate to the Custom View tab.

Staff Directory
Import. Export Purge All Create E-Alert
FIRST NAME LAST NAME EMAIL ACTIONS
Rachel Wilson rwilson@hvsd.org Edit Delete

Click the arrow to expand the Header tab.
Insert a table with one row and enter a MiniBase field name in each cell.

vae 4 Hif BE 2C & HE -

A Styles~ Font Name ™ Font Size * A - . B I US| == F E|i=E = = =

B ¢ — Heoev®R CQEHED Q @& @

First Name Last Name Email Address Phone Number

BBnormal EIHTML Q.Preview Words:8 Characters:89

Expand the Details tab.

Insert a table with one row and the same number of columns as the table in the Header.
In all cells insert the field number for the appropriate field by clicking the Insert MiniBase
Field icon and selecting the field.

vaR O BRE 29€ @ MiE

A Styles~ Font Name ¥ FontSizew A - - B I U § =E = E = == E E

19— Jers 0pgEE0 0 @@)a

SEIELDO SEIELD1 | SEIELD2 | SEIELD3

Bnormal EIHTML QPreview | <div> <tr>J Words:4 Characters:31

In the Email Address cell, type the word Email after the field name.

Navigate to HTML view.

In the Email Address cell, add the following code in front of the field name and the word
Email.

<a href="mailto:EMAIL">
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13. Add the following code after the work Email.
</a>

4O m
=table border="0" cellspacing="2" cellpadding="2" width="500"=
<tbody=
<tr=
<td=$FIELDO=/td>
<td=SFIELD1=/td=
Ztd==a href="mailto:"EMAIL"> SEIELD2 Email=/a=</td= >
<td=SEIELD3=7a~

</tr=

</tbody=
</table=

BBnormal EIHTML QiPreview

Words: 16 Characters:273

14. After mailto: cut and paste the field number to replace the word EMAIL.

o DO o
<table border="0" cellspacing="2" cellpadding="2" width="500"=
<tbody=
<tr=

-SEIELDO</td~
td=SFIELD1</td=
< Ztd=—a href="mailto:"SEIELD2"=Email=/a~ td=

<td=SEIELD3=/td~
</tr=
</tbody=
</table=

BBnormal EIHTML QiPreview

Words: 14 Characters:266

15. Click Normal to return to the previous view.
16. Click Save.

General Sharing Custom View Fields
Create your custom view below. If you want, you can create a header and footer.

P Header

¥ Details

Add your fields by clicking the Insert Minibase Field button. Your layout will repeat to display the records in your minibase.

van sOH0ER 2€F0 MA@

A styesv Font Name ™ Fontsizer A-® - B I US == E =
e — e dgEE0 o0 @& ad
'SFIELDO 'SFIELD1 ‘Email SFIELD3

BBnormal EHTML QPreview

Words:4 Characters:68
P Footer
—

]
Tl
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Create an HTML Link Field
Here’s how to create an HTML link field.

1. In Site Manager, navigate to the workspace in which the MiniBase is located.
2. Edit the MiniBase App.

3. Add afield for your link to your configuration, if you do not have one already.

Staff Directo : \
B ‘ i Options)
Import. Export. Purge All Create E-Alert
FIRST NAME LAST NAME EMAIL ACTIONS
Rachel Wilson rwilson@hvsd.org Edit Delete

4. Click Options and navigate to the Custom View tab.
5. Click the arrow to expand the Header tab.

6. Insert a table with one row and enter a MiniBase field name in each cell.

vy LD B®R 9€ @ A«

A Styles~ Font Name ~ Font Size © A':’y' & B I US EEEE == E E
59— Gevs dpgEaE0 o @@)a

First Name Last Name  Email Address  Website Link

Brormal EIHTML QPreview |<table>

Words:8 Characters:89

7. Click the arrow to expand the Details tab.
Insert a table with one row and the same number of columns as the table in the Header.

In all cells insert the field number for appropriate field by clicking the Insert MiniBase Field
icon and selecting the field.

10. In the Link cell, type the word Link after the field name and highlight it.

o

veanw s HNBGR 2€ E M

A Styles~ Font Name ~ Font Size ™ &' B . & B I US E=E=EE == E =
S — '-7«:':' % I pEED Q BE al
CSFIELD) ) SEIL  SEIEL '

Brormal EIHTML QiPreview <table> @ <td>

Words:4 Characters:35

11. Select the Insert Link icon. The Insert Link wizard displays.
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12. Choose to insert a Web Address.

Insert Link

To map to a site, choose the site. To map to a channel or section, choose the site then the channel or section. To map to a page, choose a site, a channel or section and a page.
Your Site
Link to an area of your site.
Web Address:
Email Address Chtps v || WEBSITE h |
| IS |

Link to an email address.

Web Add e
] el ress Y :
b e il 1 Open in New Window (_blank) v ‘

\¢ Bookmark
Link to a bookmark on this page.

@ | Cancel ‘

13. In the Web Address field type WEBSITE.
14. Choose a target for your link.

15. Click Insert Link.

16. Navigate to HTML view.

¢ O m
=div=
<table border="0" cellspacing="2" cellpadding="2" width="500"=
<tbody=
<tr=
=td=&nbsp:SEIELDO=/td=

Words:16 Characters:303

CBnormal EIHTML QPreview

17. In the Link cell, delete the http://WEBSITE and replace it with the field number for that field.
18. Click Normal to return to the previous view.
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19. Click Save.

General Sharing Custom View Fields

Create your custom view below. If you want, you can create a header and footer.
P Header

¥ Details

el s HhDGB®R 2C @ ME
M Styles~ Font Name ~ Fontsizew A -¥ - g B I U S
H¢— Heovs DAgHED Q B8 &l

- SFIELDO  SFIELDI - SFIELD2 Link

Bnormal EIHTML QiPreview

P Footer

L B

Add your fields by clicking the Insert Minibase Field button. Your layout will repeat to display the records in your minibase.

Words:4 Characters:70

29



MiniBase App

Blackboard Schoolwires

Create a File Link Field

To create a file link field in your custom view MiniBase, you will need to create a field called File. You will
then need to upload your files into the workspace Files & Folders and use the Get Link option under the
More dropdown for those files. The link will need to be pasted into the appropriate file field for each

record.

Edit Record

Enter your record information. Each record can contain up to 500 characters.

Year:

2014

File Name:

Academics Calendar

File Link:

tricity/Domain/88@2/Calendarl4.docx

m Cance]

Here’s how to create a file link field.

http://c2.tc.schoolwires.net/cms/1lib/TCO2002006/cen

1. In Site Manager, navigate to the workspace in which the MiniBase is located.

2. Navigate to the Tools tab and click Files & Folders.

3. Upload the files you wish to link.

4.

Get Link.

FILE NAME SIZE
Ll Calendar14.docx 10.96 KB
L1 Calendar15.docx 11.06 KB
Ll Calendar16.docx 11.07 KB

Locate the link for each file by clicking the More drop-down to the right of the file and select

MODIFIED ACTIONS

8/26/2015 3:40:11 PM Move @

Rename

8/26/2015 3:40:11 PM

Delete
8/26/2015 3:40:12 PM RESss

5. Copy the Full Web Address and paste the links for each file in the File Link field in the

appropriate record in your MiniBase App.
6. Edit the MiniBase App.
7. Click Options.

Staff Directory
Import Export Purge All Create E-Alert
FIRST NAME LAST NAME EMAIL

Rachel Wilson rwilson@hvsd.org

ACTIONS

Edit Delete
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8. Navigate to the Custom View tab.
9. Click the arrow to expand the Header.
10. Insert a table with one row and enter your MiniBase field names in each cell across.

vyes s hHhiihER 9€ @ Mid-
WA styles~ Font Name ~ Fotsizew A - - g B I U S

e — oo OFHED 0 B5 &l

(]
(]
Ml
(1]
]
i
Il
il

Year File Name File Link

Bormal EIHTML QiPreview Words:5 Characters:50

11. Click the arrow to expand the Details.
12. Insert a table with one row and the same number of columns as the table in the Header.

13. In all cells insert the field number for appropriate field by clicking the Insert MiniBase Field
icon and selecting the field.

14. In the File Link cell, type the word Download after the field name and highlight it.

vam P BR®R 29€ 5 MEV
A styles~ Font Name ~ Fontsizer A ~®¥ -’ B I U &

He— d@vre opgE=Ed 0 @5 al
 SFIELD(  SFIELDI  SFIELD Download

[
1]
il
11
i
il
il
il

Bnormal EIHTML QiPreview |<table> Words:4 Characters:60

15. Click the Insert Link icon. The Insert Link wizard displays.
16. Choose to insert a Web Address.

17. In the Web Address field type FILE.

18. Choose a target for your link.

19. Click Insert Link.

Insert Link
To map to a site, choose the site. To map to a channel or section, choose the site then the channel or section. To map to a page, choose a site, a channel or section and a page.
9 Your Site
9]
Link to an area of your site
Web Address:
Email Address htp/ v || FILE |

Link to an email address

T Target: 7
& el ress [ = -
e L Open in New Window (_blank) '7

Bookmark
Ay

Link to a bookmark on this page

e
W0 | cancel |
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20. Navigate to HTML view.

21. In the Link cell, delete the http://FILE and replace it with the field number for that field.

4 D[ m
<table border="0" cellspacing="2" cellpadding="2" width="500">
<thodyﬁ:>
<tr=
<td=$FIELDO=/td=

=td=$FIELD1=/td
<Zfd==a href="SFIELD2" target="_blank"=Download=/a==td=

<L’tbody::>
</table=

Bnormal EIHTML QiPreview

Words:14 Characters:248

22. Click Normal to return to the previous view.

General Sharing Custom View Fiekis

Create your custom view below. If you want, you can create a header and footer.

P Header

¥ Details

veams sLP &R 2€ @ ME -

A stylesv Font Name Fotsizew A-¥ - g B I U S =
me— JeoR ODHEHEQD Q BE &l
'SFIELDO 'SFIELD1 ‘Download

BBnormal BIHTML QuPreview

» Footer

1[0

Add your fields by clicking the Insert Minibase Field button. Your layout will repeat to display the records in your minibase.

1]
1]

i
il
il
]

Words:3 Characters:50

23. Click Save.
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Create a Photo Field

To create a photo field in your custom MiniBase view, you will need to create a new field called Photo or
Image. For each record you will add the photo file name, for example, MrSmith.jpg, then you will upload

the file into the workspace Files & Folders.

Edit Record

Enter your record information. Each record can contain up to S00 characters.

First Name:

John

Last Name:

Smith

Photo:

MrSmith. jpg

w Dan:e’

Here’s how to create a photo field.

1. In Site Manager, navigate to the workspace in which the MiniBase is located.

2. Navigate to the Tools tab and click Files & Folders.

3. Upload the files you wish to link to. You might want to create a new folder if you have a
large amount of images. Also be sure to resize your images prior to uploading them into

Files & Folders.

4. Locate the link for one of the photos by clicking the More drop-down to the right of the link

and select Get Link.
5. Copy the Full Web Address.
6. Edit the MiniBase App.

Staff Directory

Import. Export. Purge All Create E-Alert
FIRST NAME LAST NAME
Rachel Wilson

7. Click Options and navigate to the Custom View tab.

8. Click the arrow to expand the Header.

9 Optionsj‘
J/

ACTIONS

Edit Delete
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9. Insert a table with one row and enter your MiniBase field names in each cell across.

veom sODNBGR P9 @ wEV
H styles~ Font Name Fontsizew A~®¥ - B I U &
Mg — oo QpHEHED 0 @58 =

I
Il
11}
]
i
i
Il
il

First Name ‘Last Name éPhoto
Gnormal EHTML QPreview Words:5 Characters:52

10. Click the arrow to expand the Details.

11. Insert a table with one row and the same number of columns as the table in the Header.

12. In all cells insert the field number for appropriate field by clicking the Insert MiniBase Field
icon and selecting the field.

vyl s N BR 2€ @ piE
A styles~ Font Name ~ FontSizer A~-®¥ - B I U &
H¢— e OdgHE0 Q @& @

(]
M
1]
1]
I
il
Ml
il

SFIELDO SFIELD1 SFIELD2
Bnormal EIHTML QPreview Words:3 Characters:49

13. Navigate to HTML view.
14. In the Photo cell, enter the following code.
<img src="Paste the link for your photo here”>

4 H I &

<tbody=

<td=SFIELDO=/td>
=td=$EIELD1=/td=
<=fd-=1mg src="l

< u‘tb‘odyj:-,
</table=

BBnormal EIHTML QuPreview Words:14 Characters:288

15. Replace the file name for that photo with the field number for the Photo field.
16. Click Normal to return to the previous view.
17. Click Save.
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Manage MiniBase App Configurations

After you have finished creating your MiniBase App you may want to export the MiniBase App
configuration. Once you export the configuration you could save it to keep as a backup, use it to create a
similar MiniBase App in another section or send it to another user so they can create a similar MiniBase.

After you create a MiniBase App you have the option to import a MiniBase configuration. A MiniBase
configuration is the structure of an existing MiniBase App. It includes Field Names, Filter Types, Sort
Orders and Sort Levels. The configuration does not include the records in the MiniBase App.

Export a MiniBase App Configuration
Here’s how you export a MiniBase App Configuration.

1. InSite Manager, navigate to the workspace in which your MiniBase App is located.
2. Click the Tools tab.

3. Select MiniBase.

4., Inthe Details column, click on More.

5. Select Export Configuration.

App Manager
Displays all apps created in this workspace.
Minibase App 4 APP INSTANCES DETAILS
Schoolwires Premium App
New Import Configuration i
Photo Gallery App Z Staff Dlrectory
Schoolwires Premium App .
Staff Directory Edit More ¥
On Page or SmartPhone: ‘HVHS Staff Directory
Podcast App N 3 Below are Y
Schoolwires Basic App Edit App Options
HVHS S& Export Configuration
u Premium Video App Happy Vall - Share App Staff Directory
Prer deo is a Schoolwires
J Delete App

Q& A App

Schoolwires Basic App

& School Directory App

Schoolwires Basic Ap

. Site Shortcuts App
Schoolwires Basic App
6. Click Save. You will be able to determine where the MiniBase App Configuration zip folder

will be saved.
7. Click I'm Done.
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Import a MiniBase App Configuration

Here is how you import a MiniBase App configuration.

1.

2.
3.
4

In Site Manager, navigate to the workspace where you wish to add the MiniBase App.

Click the Tools tab.
Select MiniBase.

In the App Instances column, click on Import Configuration.

App Manager
Displays all apps created in this workspace.

S e M Virios 2 g

Headlines & Features App
Schoolwires Basic App

Image App

Link Library App

Schoolwires Basic App

Lunch Menu App
Schoolwires Basic App

Maps & Directions App

Schoolwires Basic App

Minibase App
Schoolwires Premium App

Photo Gallery App

Schoolwires Premium App

“ APP INSTANCES

‘ New ‘ Import Configuration

Staff Directory
On Page or SmartPhone: "HVHS Staff Directory’

DETAILS

Staff Directory

Edit More v

Below are pages that use this App.

HVHS Staff Directory
Happy Valley High School / About Us / Staff Directory

Click Browse. Browse your computer for the MiniBase App Configuration zip file you
received. If the file was emailed to you, you will need to save it to your computer so you can

access it.

Select the MiniBase App Configuration zip file.

Click Import.

Import Configuration.

Create a .CSV import file in which your MiniBase field names are the column headings.

| HVHSDirectory zip

@ Cancel

.‘ Browse... |
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Manage MiniBase App Options

Here’s how you edit MiniBase App Options.

1. In Site Manager, navigate to the workspace where the MiniBase is located.
2. Edit the MiniBase App.
3. Click Options.

Staff Directory @
| Import... ‘ ‘ Export... ‘ ‘ Purge All | Create E-Alert
L J

FIRST NAME LAST NAME EMAIL ACTIONS

Rachel Wilson rwilson@hvsd.org | Edt | Delete

4. Make your desired changed, then click Save.

App Name:

Staff Directory N

General Sharing Fields

If you want, you can enter a description of your app.

Description:

[ Show the app name on my page.

Records Per Page:

(5 N

Display Format:

'®) Table View 2 List View ! Custom View
- — Last Name: Doz John Doe
Last Hame  First Harme - Teaches

Doe Jahn Building: High Schooi

Dos Jane Last Name: Doz
First Name: Jane

cee sk Building: High Schodl

LJCSHCQI
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General tab

In the General tab, you can edit the app name, choose to show the App Name on the page, edit how
many records show per page and choose a display format.

App Name:

Staff Directory N

General Sharing Fields

If you want, you can enter a description of your app.

Description:

("] Show the app name on my page.

Records Per Page:

[z N

Display Format:
® Table View " List View '~ Custom View

T Lat Name: Cos John Doe
First Name: John Teache:
Doe John Building: Hign Schosi R

Doe Jane Last Name
First Hame: Jane

s Hack Building: High Schod

| |
m .
\ ]

Sharing tab
In the Sharing tab, you can share the MiniBase App with single users or a group of users.
Here’s how you assign users to share the app.

1. In Site Manager, navigate to the workspace where the MiniBase App is located.
2. Edit the MiniBase App.
3. Click Options.

Staff Directory @
|

Import... Export... | Purge All | ‘ Create E-Alert |
{ ) J J | J
FIRST NAME LAST NAME EMAIL ACTIONS
Rachel Wilson rwilson@hvsd.org Edt | Delete
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4. Navigate to the Sharing tab.

App Name:
Staff Directory

General Sharing Fields
By defautt, only you can use an app you created. To share this app with others, add specific users or groups.

Assign Group J ‘ Assign User ‘

You are not sharing this app with anyone.

1 Cancel

5. Click Assign Group to assign a group of users, or click Assign User to assign single users.

o

Search for the group or users you wish to add.
7. Once finished, click Add.

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.

| teachers Please choose a category... ¥

2, All Registered Users [ setest | SELECTED GROUPS
i HVHS Teachers
l& English Teachers = }&
% English Teachers
Select
% History Teachers
Select
Ig HVHS - MyView Teachers
Select >

@

IF YOU WANT, YOU CAN REMOVE A GROUP OR GROUP S THAT YOU'VE SELECTED.

Remove

8. Click Save.
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Fields tab

On the Fields tab, you can add, edit or delete fields in your MiniBase App, set Viewers for each field and
make a specific field searchable.

App Name:
Staff Directory N

General Sharing Custom View Fields

FIELD NAME VIEWERS FILTER TYPE SORT ORDER SORT LEVEL

|First Name ‘ Viewers ‘ None v | None v | None
]

|Last Name Viewers ‘ None v | None v | None

|Emai| l Viewers | ‘ None v I None v | None
i)
|

| Viewers ‘ None v | None v | None

| ‘ Viewers ‘ None v | None v | None
= ]

| Viewers ‘ None v | None - | None

| l\/»ewers ‘ ‘ None b 4 I None v | None

Cancel
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