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Operations Manual 

 
 

The SIG Virtual Communities (VC) have been developed to improve communication 

among leaders and members, to facilitate networking and communication among all ONS 

SIGs, and to provide easy access to ONS resources and reliable cancer information. 

 

This manual is intended for the VC administrators.  In an effort to improve 

communication, the VC is designed to be user-friendly and highly functional. Anyone 

can view the VC, however, only the VC administrator will have access to editing 

capabilities.  

 

If there is something you cannot update or do not feel comfortable doing, please e-mail us 

at membership@ons.org. We want you to not only be knowledgeable of the site’s 

operation but be confident as well. Notify us if your chapter requires any special posting 

needs. We want all participating SIGs to maximize the usage of their pages to improve 

communications with and between members.  
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General Information 
 

There are two operation views in the VC: 

 

1. Now in Admin Mode  
While in Admin Mode, you may edit and post information as needed.  

 

2. View User Mode  
This is the normal view of the VC. All visitors to the site will only have access to 

the normal view. 

 

There are certain features necessary for ONS to maintain the VC’s that cannot be hidden 

from administrators. Administrators never need to use the following items in the orange 

“Admin Tools” bar: 

 

 Admin Wizard 

 Edit Site Structure  

 Edit Page Structure 

 Edit Page Appearance 

 

It is recommended to not click on the yellow “X” along any of the title bars or to select 

“Cut” or “Reset” along any of the title bars. 
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Editing Content 

 
 

1. Go to the page where the content is to be posted. 

 

2. There are modules or boxes on each page that contain content On the right hand 

corner of each box, there is an “Edit” button. Select the “Edit” button in the box 

where the content is to be updated or changed. 

 

3. A windows-friendly page will appear where content can be updated or changed. It 

can be used the same as a Microsoft Word document. 

 

4. When finished updating or changing content, select “Finish”. 
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Uploading Documents and Posting to Site 
 

Uploading Documents 

 

1. Click the “For Administrator Only” link on the side navigation. 

 

2. Select the “Add File” link in the Shared Files Content Module. 

 

3. Click the “Browse” button and find the file to be uploaded. 

 

4. Highlight the file in the “Choose File” window and click the “Open Button”. 

 

5. Click “Finish”. 

 

6. Hover over the document link that was just uploaded and “right” click on the 

mouse. 

 

7. Select “Copy Shortcut” from the menu. 

 

Posting Documents to Site 

 

1. Go to the page where the link is to be posted. 

 

2. There are modules or boxes on each page that contain content On the right hand 

corner of each box, there is an “Edit” button. Select the “Edit” button in the box 

where the content is to be updated or changed. 

 

3. A windows-friendly page will appear where content can be updated or changed. It 

can be used the same as a Microsoft Word document. 

 

4. Type the name of the document in the content area. 

 

5. Highlight the name of the document. 

 

6. Select the  icon. 

 

7. Paste the URL just copied in the “Link URL” field. 

 

8. Click on the arrow in the “Target” field and select “Open in new window 

(_blank)”. 

 

9. Select “Insert”. 

 

10. Select “Finish”. 
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Virtual Community Features 

 
There are several features which the VC provides to each chapter. You may choose to use 

any or all of them. Instructions on how to implement these features are below: 

 

 Announcements 

 Calendar 

 Discussion Forums 

 Polls 

 Web Links 

 Shared Files 

 Photo Gallery 
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Announcements 
 

Posting an Announcement 

 

1. Select the “For Administrators Only” link on the side navigation. 

 

2. Select the “Announcements” link on the side navigation. 

 

3. Select the “Post New Announcement” link on the announcements feature.  

 

4. Type in the subject. 

 

5. Type the announcement text. 

 

6. Click “Finish”.  

 

Delete an Announcement 

 

1. Find the announcement and click the “Delete” link in the same row as the 

announcement title. 

 

Subscribing Members 

 

Whenever an announcement created, all subscribers will receive an e-mail to notify them 

of the announcement with a link to direct them to the VO.   

 

There are two ways to subscribe members: Invite or Auto-Subscribe.  

 

Invite  

When inviting members to subscribe to receive announcements, they can choose whether 

or not to sign up.  

 

1. Select the “Manage Subscriber List” link on the Announcements Feature.  

 

2. Select the “Invite/Auto Subscribe Members” link from the Announcements 

Feature. 

 

3. Select the “Invite” radio button. 

 

4. Type in the addresses of recipients to be sent the invitation (one address per line). 

 

5. Type in a message to the recipients by using the Default Message or the Custom 

Message area. (The default message can be changed, however, it will default back 

to the original message after the “Finish” button is selected). 
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6. Select “Finish”.   

 

7. Recipients will be sent an e-mail asking them to subscribe to the announcements. 

 

Auto-Subscribe  

When Auto-Subscribing members to the announcements, they will automatically be 

placed on the subscription list.  

 

1. Select the “Manage Subscriber List” link on the Announcements Feature.  

 

2. Select the “Invite/Auto Subscribe Members” link from the Announcements 

Feature. 

 

3. Select the “Auto Subscribe” radio button. 

 

4. Type in the addresses of recipients to be sent the invitation (one address per line). 

 

5. Type in a message to the recipients by using the Default Message or the Custom 

Message area. (The default message can be changed, however, it will default back 

to the original message after the “Finish” button is selected). 

 

6. Select “Finish”.   

 

7. Recipients will automatically be placed on the subscription list to receive 

announcements. 
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Calendar  
 

Adding a New Event 

 

1. Go to the calendar and click the “Add New Event” link. 

 

2. Type a title for the new event (this is a required field). 

 

3. Type a description for the new event. 

 

4. Select the start date and time from the pull-down menus. 

 

5. Select the finish date and time from the pull-down menus. 

 

6. Select the event type from the pull-down menu (this is a required field). 

 

7. Select if the event is recurring from the pull-down menu. If the event is recurring, 

select when the event stops recurring from the pull-down menu. 

 

8. Type in location information and/or directions for this event. 

 

9. If there is a URL associated with this event, type the link into the box. 

 

10. Click “Finish”.  

 

 

Editing or Deleting an Event 

 

1. Click on the link to open the event to be deleted or edited. 

 

2. Click edit to change any information about the event. 

 

3. Click “Finish” to save changes. 
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Discussion Forums 
 

Adding a Discussion 

 

1. Select the “Create Discussion” link located in the discussion forum box.  

 

2. Type in the Subject. 

 

3. Type in the Body of Text. 

 

4. Select “Finish”. 

 

5. The subject will appear in the box and will be linked to the text.  

 

 

Responding to a Discussion 

 

1. Select the “Post Message” link located in the discussion forum box. 

 

2. Enter response. 

 

3. Select “Finish”. 

 

Delete a Message 

 

1. Find the posting to be deleted. 

 

2. Find the message and click delete in the same row as the message title. Once 

deleted a message cannot be retrieved. 
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Polls 
 

Create a New Poll 

 

1. On the page where the poll is to be displayed, click the “Add Content” link.  

 

2. Select the “New Poll” link under the “Poll” Heading. 

 

3. Type in a poll question. 

 

4. Type in a description of the poll. 

 

5. Type in the answers to the poll (One answer per line). 

 

6. Select a poll closing date.  

 

7. Click the “Next Page” link. 

 

8. Click the radio button next to choice for Who is allowed to view the results? 

 

9. Click “Finish” to activate the poll. 
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Web Links 
 

Web Links are an easy-to-navigate folder structure with links to other useful web sites. 

Please contact membership@ons.org to have this feature added to your chapter’s site. 

 

Adding a Link  

 

1. Click the “Add link” link on the page where the Web Links will be. 

 

2. Type the URL of the link to be added into the “URL input field”. 

 

3. Type the title of the web page. 

 

4. Click “Finish”.  
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Shared Files (Newsletters and Minutes) 
 

Shared files are areas to upload Newsletters and Minutes. Please contact 

membership@ons.org to have this feature added to your chapter’s site. 

 

Uploading a Document 

 

1. Select the “Add File” link in the Shared Files Content Module. 

 

2. Click the “Browse” button and find the file to be uploaded. 

 

3. Highlight the file in the “Choose File” window and click the “Open Button”. 

 

4. If desired, rename the document by typing a new name in the “Filename On 

Server” box. If the document is renamed during the upload process, include the 

file type extension as part of the new name or it will not open.  

 

5. Click “Finish”. 

 

Uploading More than One Document 

 

1. Place the documents to be uploaded in a zip file.  

 

2. Select the “Upload Zip File” link in the Shared Files Content Module. 

 

3. Click the “Browse” button and find the file to be uploaded. 

 

4. Highlight Zip File saved on computer and click the “Open Button”. 

 

5. Click “Finish”.  

 

Creating a New Folder 

 

1. Select the “Create Folder” link in the Shared Files Content Module. 

 

2. Type a name for the new folder. 

 

3. Click “Finish”. 
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Photo Gallery 
 

A Photo Gallery is available for use.  Please contact membership@ons.org to have this 

feature added to your chapter’s site. 

 

Uploading a Photo 

 

6. Select the “Add Photo” link in the Photo Gallery Content Module. 

 

7. Click the “Browse” button and find the image to be uploaded. 

 

8. Highlight the image in the “Choose File” window and click the “Open Button”. 

 

9. If desired, rename the document by typing a new name in the “Filename On 

Server” box. If the document is renamed during the upload process, include the 

file type extension as part of the new name or it will not open.  

 

10. Click “Finish”. 

 

Add Photo Archive 

 

1. Place the documents to be uploaded in a zip file.  

 

2. Select the “Upload Zip File” link in the Photo Gallery Content Module. 

 

3. Click the “Browse” button and find the file to be uploaded. 

 

4. Highlight Zip File saved on computer and click the “Open Button”. 

 

5. Click “Finish”.  

 

Settings 

 

1. Choose the “Modify Photo Gallery Settings” link. 

 

2. Select the “Choose Template” radio button. 

 

3. Choose which template the pictures are to be displayed. 

 

4. Select the “Choose Size” radio button. 

 

5. Select the size of the images to be seen. 

 

6. Select “Finish”. 
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