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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 act@€3NS 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 tfsendly and highly functional. Anyone
canview the VC, however, only the VC administrator will have access to editing
capabilities.

If you have any questions, pleaseail membership@ons.or§Ve want you to not only
beknowl edgeabl e of the siteds operation but
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.
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GENERAL |NFORMATION

To access administrative mode, log into the VC using your ONS Profile.
After logging in, you will seéwo operatiorviewsin the VC:

1. Now in Admin Mode
While in AdminMode, 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

=

Go to the page where the content is to be posted.
2. There are modek or boxes on each page that contain car@mtheright hand

cornerofeachbot here i s armBedkEaditt @ hlru thtEanm t O

where the content is to be updated or changed.

3. A windowsfriendly page will appear where content can be tgxtlar changed. It

can be used the same as a Microsoft Word document.

4. When finished updating or changing

5. Content will automatically be updated on the site.

indows Internet Explorer =& x|
— =8
@’C,/ ~ [i&] http:/houston.vc.ons.org/ =l #2f] x| fuive search L~
Fle Edt View Favorites Tools Hep
W oar @rome | 22 - B - = v > Page v (G Tools ~

|
,'éONS Chapter Virtual Communities
(“‘ Where Oncology Nurses Connect

Search for: ol

Welcome, jshinsky | Log Out (7 How in Admin Mode ) View User Mode My Settings | ContactUs | Help

Admin Tools:  Admin Wizard | Edit Site Structure | Edit Page Settings | Edit Page Appearance

About

Awards March 20, 2009

Calendar Add Content

Join Our Chapter
Houston Chapter's Website Houston Chapter 1 e
Leadership
Membership D‘rremy Welcome to the Houston Chapter. The Chapter invites you to browse our site and participate in our events and other offerings.
Newsletters
For Administrator Only ibe to Chapter
Click here to subscribe to the Chapter Announcements o

Add Content Subscribe to Calendar Events

Click here to receive calendar events.

Discussion Forum
Click here to subcribe to the Discussion Forum. Please remember to log in each time you participate in our chapter's discussion

Houston Chapter Announcements [ o+ +[x]
HoustON'S News - January 2009 (1/4/09)
Read our new issue.
httn/austnn ve ons oralnane4202findex vinane =
[pone [ [T [ [ [ |@ ntemet Protected Mode: Off [®100% -~ Y
Lstart| @ (- [ B (v Inbox - Microsoft Outiook | £4] Chapter VC Operations ... Administrator Documents | &8 State Chapter Listing - .. || @& Home - Windows Inte... ElS e s:15am
________________________________________________________________________________________________________________|
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UPLOADING DOCUMENTS

1. Cl i c KrorAdmmistriator Only link on the side navigation

2. Select théiAdd Fileo link in theShared Files Content Module.

3. Click thefBrowse buttonandfind the fileto beuploackd.

4. Highlight the file in theiChooserileo window and click thé&OpenButtono.

5. Click fiFinisho .
/2 For Administrator Only - Windows Internet Explorer =18 x|
& - [elmwin olpage/105250jinde tgperao =) x] [ove search 2B
File Edit View Favorites Tools Help
¢ € @ For Administrator Only I | ) - B - & - |:hPage ~ (G Tools -+ 7

Welcome, jshinsky | Log Out § (. View User Mode My Seftings | ContactUs | Help

'éONS Chapter Virtual Communities
qk Where Oncology Nurses Connect

Search for: (ol

You are here: Home > For Administrator Onl:
About | [ 11111 For Administrator Only

Announcements

For Administrator Only

Houston Chapter's Posted Files

Add file | Edit settings | Create folder | Upload zip file | Manage administrators
Add C Ldit settings Upload zip nile sl
Files / Folders. File Size Posted By Date Posted Actions.
» Michelle2 JPG 55k viopez 1/4/09 delete
» DSC_3015.JPG 39 viopez 1/4/09 delete
» DSC_3013.JPG 33k viopez 114109 delete
» DSC_3012.JPG 41k viopez 1/4/09 delete
» DSC_3011.JPG 30k viopez 1/4/09 delete
» DSC_3010.JPG 19k viopez 1/4/09 delete Bl
[ [ [ @ mtemet | Protected Mode: Off [®Rw0% -~

POSTING DOCUMENTS TO SITE

oA wLNE

8.
9.

Cl i c¢ KrorAdmamistriator Only link on the side navigation

Hover over the document with the cursor.

Right click on the mouse.

Select ACopy Shortcuto from the menu.
Go to the page where the link is to be posted.

There are modules tioxes on each page that contain con@nttheright hand
cornerofeachbgt here i s amBefiEeditt @ hruthitEadn t 0 but t
where the content is to be updated or changed.

A windowsfriendly page will appear where content can be updatetiamged. It

can be used the same as a Microsoft Word document.

Type the name of the document in the content area.

Highlight the name of the document.

10. Select the® icon.
l1.Paste the URL just copied in the #fALink URF
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javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceAdvLink');
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/2 Edit Content Module - Windows Internet Explorer N =@ x

@: « [&] o/ 76 /indh peraogb47ct= _v=editicm_c=2610688ss=p$3D3576 (=1 %2 )]} [uve search £~

Fle Edt View Favortes Tooks Help

% 4r @ Edit Content Module | | )+ B - = - |2 Page v (G Toos ~
Add Text =

Type in or cut and paste the content you would like here. Your text will be automatically formatted.
If you wish to do specific formatting of your text,you may inciude your own HTML tags.

Enter a title for this content |<font size="4">Houston (

Enter additional text or html code

B 7 [U]a| |[Paragiaph <[~ Fontfamiy - ]|~ Font size~ =] A ==
#Z| | | | |aath|= == B EE A
B @mm| Y ® o (]|t M« AA|TH|G

Welcome to the Houston Chapter. The Chapter invites you to browse our site and participate in our events and other offerings.

]

Subscribe to Chapter Announcements
Click {88 to to the Chapter

Subscribe to Calendar Events
Click here to receive calendar events.

Discussion Forum
Click here to subcribe to the Discussion Forum. Please remember to log in each time you participate in our chapter's discussion

Editor mode: Lite Full

Basic HTML Commands
(html tags should be placed directly before and immediately following the text you would like to format)

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 implemtrgse features are below:

Announcements
Calendar
Classifieds
Discussion Forums
Polls

Web Links

Shared Files
Photo Gallery

=4 =4 =8 -8 _9_9_°5_-2°
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Announcements

Members are able to subscribe to announcements and receiveadnegery time an
announcement is posted.

Postingan Announcement

Select the AFor Administrators Onlyo | ink
Select the AAnnouncementso |l ink on the si
Select the APost New Announcemento | ink o
Typeasubject.

Type the announcement text.

Click AFinisho.

Once the announcement is posted, it will automatically be highlighted on the
home page of the site.

NookrwnhE

Delete an Announcement

1. Find the announcemen amthesane ol aseche t he A D
announcement title.
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