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Introduction

Use the Section Robot in conjunction with Import Users to rapidly create new user accounts. If you use
the Section Robot option, a section with default pages is created for each user. In addition, the users will
be assigned editing privileges for their section. You will need to first create an Import User CSV file
containing user data to import. You also need to have ready a section configuration, a collection of page
types, to specify when you run User Import with the Section Robot option selected.

Import Users
Browse for your CSV mport file. Click here to download a sample CS5V import file.

| ImportHVHSUsers.csv A Svowse. .
V' Use Section Robot to create a section for each user
If you have already created user accounts, use the Section Robot to create user sections with default
pages and assign editing privileges. You will need to first create a Section Robot CSV file. You also need

to have ready a section configuration, a collection of page types, to specify when you run the Section
Robot.

Import Sections

Browse for your CSV file and choose a configuration. Click here to download a sample CSV import file. ?

File:

|RobotHVMScsy W | Browse

Configuration: 7

‘ Middle School Teacher Section Configuration “
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Import Users with Section Robot Option

Use Import Users with the Section Robot option active to create new user accounts, new sections with
default pages and assign section editor privileges. Before you begin, prepare your Import User CSV file.

Here’'s how you Import Users using the Section Robot option.

1. In Site Manager, expand USERS & GROUPS and click Users.
2. Click the Import Users tab.
3. Click Import Users.

Users

Users Passports Update Users Import Family Relationships Recycle Bin How dol..?

Import Users

Import your users. Create import files in CSV format and include fields for User Name, First Name and Last Name.

4. Onthe Import Users tab, Browse for and select the Import Users CSV file you prepared. You'll
find a link to an example CSV file on the Import Users window or search for the example file on
the How Do | tab.

5. Activate the Use Section Robot to create a section for each user check box.

6. Click Continue.

Import Users

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

‘ ImportUsersFile.csv @

se Section Robot to create a section for each user

T
‘Continue )| Cancel

7. Using the drop-down fields on each of the three tabs—General, Advanced and Other, map the
data in the CSV file to the fields in Schoolwires. Only three fields are required—First Name, Last
Name and User Name.

Note that on the General and Other tabs, you must scroll down to see remaining fields.
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Back

Import Users

Map the fields from your import file. Choose Do Not Map for fields you didn't use.

General Advanced Other

First Name:
FIRST NAME "

Last Name:
G > !

User Name: 5
e M.

Password:

] — Do Not Map — v

Email Address:

] — Do Not Map — v

8. Click Continue.
9. On the Select Area window, using the drop-downs, select the Site or Subsite and Channel where
you wish Schoolwires to create the new user sections.

Back

Select Area

Select the destination site or subsite then select the channel and click Continue.

( Select a Site or Subsite: >

e —————
Happy Valley High School "

(select a Channel: )
Staff "

10. Click Continue.
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11. On the Select Section Configuration window, using the drop-down, choose the section
configuration that Schoolwires should use when adding pages to the new sections.

Back

Select Section Configuration

Select the section configuration and click Continue.

Select a Section Configuration:

’ High School Teacher Section Configuration

@ancel
12. Click Continue.

13. On the Select Format window, using the drop-downs, choose the format of the Section Name
(how it displays in Site Manager) and Menu Name (how it displays on the end-user website).

Back

Select Format

Select the formats for section name and menu name then click Continue.

Section Name Format:
e ————

Doe, John

( Menu Name Format: )
e T —— R

‘ Doe, John

14. Click Import.
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If errors occur, download and review the Schoolwires error spreadsheet, correct the invalid

records within the Import User CSV file and try again. You only need to rerun the import for the
invalid records. You can also view errors from the Import Users tab.

[ %]
Import Users

Errors occurred during processing. Download
the error log to correct the records.

‘ Download ' ancel

With a successful run you will be able to Rollback the import, View Exceptions (errors) and view

Details (see the number of Valid and Invalid records), and Send Emails to the new users,
provided you imported an Email address for each user.

Passports Import Users Update Users

Import Family Relationships Recycle Bin How dol..?

Import Users

Import your users. Create import files in CSV format and include fields for User Name, First Name and Last Name. ORE

IMPORT DATE  FILE NAME

ACTION

ImportUsersHVHS .csv
712812015

11:42:29 AM

Rollback View Exceptions Send Emails

Delete

To remove the record of the Import User run from the window, click Delete.
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Section Robot

Use the Section Robot to create user sections with default pages and assign editing privileges for user
accounts that you have already created. Before you begin, prepare your Section Robot CSV file.
Here’s how you run the Section Robot.

1. InSite Manager, navigate to a Site or Subsite Workspace.

B View Website Community & Support

Q) Users -
< Happy Valley High School Setnos
M Groups DU I s
Summary Mobile Site Directors & Viewers Channels Statistics How dol..?
,‘Q‘ Seftings
Tools
Manage your site tools and apps.
. Files & Folders @ Friendly Web Address Mappings

=" Organize es and folders used in your workspace. Create and edit Friendly Web Address Wa rs
& Happy Valley High School

~ Broadcast E-Alerts D Forms & Surveys
ﬁ About Us =" Add or Edit Broadcast E-Alerts for your site Create and manage forms and surveys for your site
‘ Activities Approve Visitor Comments

Approve or reject visitor comments on your apps.
i Alumni
&* App Manager
Manage and e s in your workspace
B Athietics
Y Reports _ Photo Galle
=y

i Programs B your sk repors e anama
B staff 23 _ Minibase

=" Create and manage minibases for your site
ﬁ Training

2. Click the Tools tab.
Click Section Robot.
4. Click Import Sections.

w

Section Robot

Use the Section Robot to import sections into specific channels within your website.

‘ Import Sections ’

5. Onthe Import Sections window, Browse for and select the Section Robot CSV file you prepared.
You'll find a link to an example CSV file on the Import Sections window or search for the
example file on the How Do | tab.
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Section Robot

Import Sections

Browse for your CSV file and choose a configuration. Click here to download a sample CSV import file.  ?

l RobotHVMS csv ‘ " ‘?mflse j

Configuration: 7

‘ Middle School Teacher Section Configuration "

Cancel

6. Using the drop-down, choose the section configuration that Schoolwires should use when

adding pages to the new sections.
7. Click Import.

If errors occur, you can View Exceptions on the Tools tab, correct the errors and run the import

CSV file again.

Section Robot

Use the Section Robot to import sections into specific channels within your website. MORE

Import Sections

FILE

[CI|I IIITISCSV

ACTIONS

Roliback import :View Exceptions: Delete Import

With a successful run you will be able to view Details about the import (who ran the import,
when it was run, the number of sections imported and the number of invalid records),

Rollback Import and View Exceptions.

To remove the record of the Section Robot run from the window, click Delete Import
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Example CSV Files
Here are examples of the Import Users and Section Robot CSV files.

Example Import Users CSV File

These are the fields you can include in the Import Users CSV file.

General Tab Advanced Tab Other Tab

e  First Name e  Passport ID o Title
e Last Name e GroupID e Address 1
e User Name e User Code e Address 2

e  Password e Gaggle ID e (City
e Email Address e State
e Phone Number e Zip

Obtain Passport ID numbers from the Passports tab in the Users Workspace.

B View Website Community & Support

Users

M Groups
f Users Passports Import Users Update Users Import Famiy Relationships Recycle Bin How do1..?
@R, settings

Passports

Create passports to extend specific administrative privieges to certain users. Assigned users will only have access to the subset of administrative privileges that you define in the passport
Common passports include Users Administrator, Calendar Manager and System Administrator.

New Passport

(2 Happy Valley School Dis.
PASSPORT PASSPORTID J NO. OF USERS ACTIONS

i Satus > Channel Director 27 0 Delete
B Academics

ContentModeration 19 0 Delete
B Aumi

HVHS Students 31 0 Delete
B Atnietics

Departments

i 2 ManageUsers 18 0 Delete
B ourDistrict

MyView Editors 2 1 Delete
B Parents

Registered Users e
B steff Assigned to all Reg 3 2 Delete
B FlexLegacy 3 Site Director - Admin 4 22 Delete
&3, Change Site
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Section Robot

Obtain Group ID numbers from the Groups tab in the Groups Workspace.

R, Users

&, settings

Categories

Import Groups. Mass Assign Users

Howdol.?

Groups

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

Show Al Categores

& Happy Valley School Dis. STATUS GROUP CATEGORY GROUP CODE  ACTIONS
All Administrators
i Avoutus (o ] - . 2 Al District Delete
Academics o All Parent
& o e [ I ?Zen = 4 Happy Valiey High School Delete
B Avmi (3]
Dele(’eAO\dAccoums & e
B Athetics Q@ Dea(e)
HVHS Algebra Teach:
@ Departments o [Acnve ] rris gENSISAChS 45 Happy Valley High School Delete
B OurDstrict (] HVﬁ?Fasketball Parents - i —
Parents. (2]
- - HVHS Basketball Team Members - i
[rcroce ] daits yView
B st (14 ] ot
HVHS Biols Teachs
B Flextesacy (s ) [scove ] e ogy eachas 47 Happy Valley High School
& Change Ste Picrve IV 15 Erplen Taschecs 3 Happy Valley High School Delete
Here is an example CSV file.
FIRST NAME LAST NAME USERNAME PASSWORD EMAIL ADDRESS PHONE NUMBER PASSPORT GROUPS USERCODE TITLE ADDRESS 1 ADDRESS 2 CITY STATE ZIP
Frank Riley friley changeme friley@kanab.org 123-456-7890 3 1,3 1040 Teacher 328 Innovation Suite 200 state college PA 16803
Steve Brannigan  sbr g hang sbrannig; kanab.org  123-456-7890 3 1 1041 Teacher 328 Innovation Suite 200  state college PA 16803
Marie Ambrose  mambrose changeme mambrose@kanab.org  123-456-7890 3 1 1042 Teacher 328 Innovation Suite 200 state college PA 16803
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Example Section Robot CSV File

These are the fields you can include in your Section Robot CSV file.

Obtain Channel ID numbers for a site or subsite from the Channels tab in the Site or Subsite Workspace.

Section Name (the name of the section that displays in Site Manager)
Menu Name (the name of the section that displays on the end-user website)

Channel ID

Editor (User Name)

& Users

. Groups

@R Settings

 Happy Valley School Dis.
& Avoutus

B Academics

B Avmi

il Atetcs

8 Departments

i ourDistrict
@ Parents
B ser

i FlexLegacy

&3 Change Ste

B co

mmunity & Support

Happy Valley School District

Mobie Site

Assigned Channels

Assign and sort your channels.
Assign Channe! IS

CHANNEL

i Alumni
ﬂ Athletics

i Departments

i OurDistrict
i Parents

Here is an example CSV file.

SECTION NAME
Joe Smith
Jason Jones
Rick Jones
Jessica Rogers
Zachery Smith

Directors & Viewers

Howdol ?

Options. Delete

Options |  Delete

Options | Delete

Options |  Delete

Optons | D

Options | Delete

Options | D

MENU NAME CHANNELID EDITOR (user name)

Joe Smith
Jason Jones
Rick Jones
Jessica Rogers
Zachery Smith

3711 jsmith
3711 jjones
3711 rjones
3711 jrogers
3711 zsmith

10
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Before Beginning

Before you begin, consider these items.

o If your website is using the Universal Connector, you will not need to run Import Users and the
Section Robot.

e |[f your site is using LDAP, you can run the Section Robot to create sections and assign Section
Editor privileges for your existing users.

e Break your User Import run into batches, by site or subsite. When using Import Users with the
Section Robot option activated, you can only select one site (or subsite) and one channel for the
import.

e Test run Import Users and Section Robot with just a few records in the CSV files to make sure
you are getting the results you expect.

11



