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Virtual Communities Operations Manual  
 

 

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

among chapter leaders and members, to facilitate networking and communication among 

all ONS chapters, and to provide easy access to ONS resources and reliable cancer 

information for all chapter members. They are also a great way to promote your Chapter. 

 

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 you have any questions, please e-mail membership@ons.org. We want you to not only 

be knowledgeable of the siteôs operation but be confident as well. Notify us if your 

chapter requires any special posting needs. We want all participating chapters to 

maximize the usage of their pages to improve communications with and between 

members.  

mailto:membership@ons.org
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GENERAL INFORMATION  

 

To access administrative mode, log into the VC using your ONS Profile.  

 

After logging in, you will see 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. 

 

 

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 ñEditò button. Select the ñEditò 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 ñFinishò. 

5. Content will automatically be updated on the site.  
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UPLOADING DOCUMENTS 

 

1. Click the ñFor Administrator Onlyò link on the side navigation. 

2. Select the ñAdd Fileò link in the Shared Files Content Module. 

3. Click the ñBrowseò button and find the file to be uploaded. 

4. Highlight the file in the ñChoose Fileò window and click the ñOpen Buttonò. 

5. Click ñFinishò. 

 

 

 

 

POSTING DOCUMENTS TO SITE  

 

1. Click the ñFor Administrator Onlyò link on the side navigation. 

2. Hover over the document with the cursor. 

3. Right click on the mouse. 

4. Select ñCopy Shortcutò from the menu. 

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

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

corner of each box, there is an ñEditò button. Select the ñEditò button in the box 

where the content is to be updated or changed. 

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

can be used the same as a Microsoft Word document. 

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

9. Highlight the name of the document. 

10. Select the  icon. 

11. Paste the URL just copied in the ñLink URLò field. 

javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceAdvLink');
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12. Click on the arrow in the ñTargetò field and select ñOpen in new window 

(_blank)ò. 

13. Select ñInsertò. 

14. Select ñFinishò. 

 

  

 

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 

¶ Classifieds 

¶ Discussion Forums 

¶ Polls 

¶ Web Links 

¶ Shared Files 

¶ Photo Gallery 
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Announcements 

 

Members are able to subscribe to announcements and receive an e-mail every time an 

announcement is posted. 

 

Posting an Announcement 

 

1. Select the ñFor Administrators Onlyò link on the side navigation. 

2. Select the ñAnnouncementsò link on the side navigation. 

3. Select the ñPost New Announcementò link on the announcements feature.  

4. Type a subject. 

5. Type the announcement text. 

6. Click ñFinishò.  

7. Once the announcement is posted, it will automatically be highlighted on the 

home page of the site. 

 

Delete an Announcement 

 

1. Find the announcement and click the ñDeleteò link in the same row as the 

announcement title. 

 


