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VIDEO TUTORIALS AVWHLE

Almost 100,000 video tutorials are available from VTC. The available tutorials include Windows 7, GroupWise 8 and
Office2010 applications.

Anyone with an @archchicago.orgmil account can login using our subscription.

To access these tutorials, visit the IT Website at http://it.archchicago.org and click the Online Training tab. Login
with your GroupWise username and passd. You MUST use our custom login page from the list of Archdiocesan
Web Links. You will NOT be able to login directly at VTC.com.

Once logged into the VTC site, you can view any of the available tutorials (the Flash versions tend to load that
fastest). ¥u can view as many tutorials as you want.

We have a limit of 5 concurrent users (only 5 people from our network can be logged in at one time). If all of the
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Change Log:

Change Date Changes

2/14/2013 Added IMAGE back to Announcements module.

4/5/2013 Adding FINALIZING site content.

4/22/2013 Added Admin, Pages and Core Modules

5/21/2013 Updated for 7.0.6 and restored ICONBAR style of
Control Panel.

8/18/2014 Revised for 7.3.2

10/3/2014 Revised for 7.3.3

10/10/2014 Changed Control Panel from IconBar to RibbonBar
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DOTNETNUKE INTRO RADRINISTRATORS

ADMINISTRATORS VSIEORS

A Portal Administrator has full control over all content within a portal. An Administrator can modify overall site
settings, create additional user accounts, add new pages, modify the structure of pages and change the
appearance of the site.

You should avoid granting Administrator permission to too many people. Too many administrators can result in an
inconsistent and cluttered site.

'RRAY3 YR dzLJRFGAYy3 02y iSyid R2S$anyEdit NBIj dzh NE  F dz f
permission for the specific content areas.

Most portals will only have 2 or 3 Administrators.
ADMINISTRATIVE CHARSS

While content editors might be adding and modifying content on a weekly basis, Administrative changes occur
much less frequently. Typically 2y OS | LI NIFf FRYAYAAGNFr 62N KIFa O2y ¥FA3dz
need to happen again (at least for a while).



ADMIN MENU

When you are logged in as an Administrator, the Admin link will display in the -uiglh¢isection of the control
pand.

(g =5 N (W= COMMUNITY

7/ ¥l &% ¥ ¥ o g - 0 ~N iﬁ ¥ & 1 B3
Edit Settings Add Delete  MNew Copy Link Undelete  Help  Users Mark Admin *
k4, Mode :=| Page Functions [ Add Module =2| Common Tasks b

Your Control Panel might appear slightly different due to styles applied to your site.

Our installation of DotNetNuke 7 uses the AdvanR#zbonBaistyle for the Control
Panel. This is a different control panel than the default in DNN7.

Button drop-down menus

ﬁlx @ lv , € Text only/Textand images
sl e + €—— Anchor/Float Control Panel
s “ €— Collapse/Expand Control Panel

Small buttons on the control panel expand options and position the control pane.
The Control Panel is grouped im#ain sections: Mode?age Functions, Add Module and Common Tasks.
Clickinghe Adminbutton opens the Basic Features dashimha

Basic Features

% = % i Gl

Advanced Device Praview Evant Viewsr Extensions Filz Management Google Analytics
Configuration Management
Settings

¥ [ o Q

Languages Lists Mewslatters Page Management Recycle Bin Search Admin

0 o EA % " Vi



PAGES

ADD NEW PAGE

To quickly add a page to your site, click directly on the Add button in the Page Functions settings. Enter or select
the desired values and click Add. To change the default skin/containers applied to the page, click the rreme of t
Skin or Container currently applied to access a eitopwn menu. Clicking Advanced Options opens the full

Add/Edit Page section.

TLl*EI0] 3 le]#] T8k

(%]
Add Delete  Mew | Copy  Link | Undelete | Help Users Mark Admin
Create a New Page

'I Page Name: ' ‘
h

Description: ‘ 1

Position: About Us =]
i Include in Henu Page is Disahlal:l i

Visibility: | S2me As Page E2

Template: | Blank Page El

skin: Default: Tabs - page
« Container: Default: Tabs - Block

le— |

advanced options

The options when adding a new page from the basic Add button are identical to the
options of the full add page form with @N\exception. The Visibility option of Same

As Page means Same As [CURRENT] Page. If the page you are on is visible to All
Users, the new page will be visible to All Users when you choose Same As Page.



Whenyou Add New Page using the drdpwn menu,  Page Settings

H Page Details Copy Page Permissions Advanced Settings
you acess the full Page Settings form.
Page Name: *
Page Title:
* * [
EE Description:
5 Add 1
+ Fume Keywords:
I{ Add N pagh ' Parent Page <None Specified> -
Insert Page:
Before @ After Add to End
Duplicate Page Home
o Template Folder: Select A Folder -
Import Template Page Template:

Include In Menu? [v]

Add Page

Basic Settings

Page Name Text that displays in the navigation menu for that pag

Page Title Text that displays in the browser title bar (and when t
page is bookmarked). If left blank, the title is generatg
automath OF f £ & FNRY GKS LJ 3S
the site navigation.

Description Description of the page returned by search engines.

Keywords Keywords that may help catalog your page more
accurately in search engines.

Parent Page The page thispage dispr @ & 406 St 26¢ A
navigation. <None Specified> is a depel page.

Insert Page Location the page is created in. Default to after the
current page.

Template Folder/Page Template Folder that contains the page template the new page
based on. Templates include default content.

Include In Menu? Indicates the page is listed in the menu.




Page Settings

Page Details Copy Page Permissions

Collapse All

Appearance

Page Skin
Page Container

Page Stylesheet

Disabled:

Page Header Tags:

Other Settings

Allow Indexing:

Start Date:
End Date:

Link URL:

Advanced Settings

<None Specified=

<None Specified>

Preview skin and Container

0

<]

o

5 [C)

Link Type:

@ None
URL ( A Link To An External Resource )
Page ( A Page On Your Site )

File ( A File On Your Site )

[ open Link In New Browser Window?

Advanced Settings

Page Skin/Container

Specifies the skin and default containers used for thig
page (instead of the site default skin)

Page Stylesheet

Lets you pecify a CSS file that will be applied to this
page.

Disabled

Indicates the page is not clickable. Disable a page to
make it trigger a drogown list only.

Page Header Tags

HTML and script that gets added to the HEAD sectio
the page.

Allow Indexing

Lets you exclude a page from search engines (like
Google). There is no guarantee that a search engine
honor this setting.

Start Date First date the page will begin displaying.

End Date Date the page will STOP displaying for-non
Administrators.

LinkURL What the navigation item actually points to. None is §

standard page that you build. Page lets you point to
anotherpage in your site (to display a page in more
than one place in your navigation).

Open Link In New Browser Window

Indicates this pagepswns a new window.




COPY PAGE

Instead of building a new page from scratch, you can copy an existing pag®usintate Page from the Add

[Page] button dropdown.

Page Details Copy Page Permissions Advanced Settings
Copy From Page: Programs -
Specify Modules:
Title Pane Action
— Text/HTML
v ContentPane New @ Copy Reference
— Events
[w] = ContentPane New Reference
— Documents
v ContentPane New @ Copy Reference
— Links
[w] ContentPane New @ Copy Reference
— Announcements
v ContentPane New @ Copy Reference

When you duplicate a page, you can choose which modules to add copies of, speciffi¢iserrid indicate
whether they are new (empty) modules, copies of the existing module (content is separate) or a reference (where

content is shared in both locations).

PAGE SETTINGS

v ¥ = - -~ ¥
o T S QO P W
Settings Add Delete New Copy Link Help Users Mark
E Edit this Page’s Settings
I Page Name: \;, th Group
Title:
Description: i
I Position: E E
Include in Menu? ¥ | Page is Disabled?
L skin: Default: Tabs - page
Container: Default: Tabs - Block
Cancel | "‘l“'JEcate |

advanced oplions

LT &2dz ySSR (2 OKIy3S |
creating the page, brows® the page and

choose SettingbBom the Page Functions section

to modify the basic settings of the page. To
F00Saa !'[[ 2F GKS LI 3SQa
Options or choose Page Settings from the

Settings dropdown menu.

LJI

2 LJ0
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Page

, 2dz LI 3
sdtings

Management.

Ol y I €
via Admin,

If the selected page has Child pages, you can use
the Settings button droglown to apply the
LI NByd LI 3SQa 5Sardy
child pages.
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CREATING/USING PATEMPLATES

You can use Setting€Export Templatéo create a new template for pages in your site. When creating a template,
you can include content of the modules on the existing page in the template or use empty modules.

Export Page
Folder: Templates -
Template Name: * YouthGroup
Description: = |
Include Content: ]
Export

After creating a template, you can create a new page based on the template bgingoAdd>Import Template.

DELETE PAGE

/I tA01 GKS 5StSGS [AYy]l FTNRBY tF3S CdzyOiAizya (G2 RSESGS
until they are emptied.

Use caution when deleting pages from the Admin section. If you delete goycI&
‘ Bin page, you will be unable to access it to undelete it from the Recycle Bin.

MAKING DRGBPOWN MENUS

Remember, when you add a new page to your site, you also normally add a navigation menu item. If you Disable a
page (in Page Settings), the pageaddonger clickable. You can add Child Pages to that item to create a
drop-down menu.



PAGE MANAGEMENT

¢KS ' RYAYBHt IS albyl3ISYSyid dziAftAGe tSiGa e2dz ljdza O ¢t &
enable/disable pages from the navigation, define ybame page, quickly access page settings and is the interface
to change the order of pages in your navigatafter you have created a page.

Clicking on a page will display a subset of the page settings in the main window. You can modify these settings
from this screen (make sure you click Update at the bottom of the settings when finished).

Rightclicking on a page will display a shortcut menu of options.

Page Management

Expand All

Search

Common ~
Expand All Page Name: * Home
=l = Mike Riley
Page Title:
Roliope
‘ SaPre L ViewPage Tnclude Th Menu? v
L * Page Settings
SIS
‘ 3 Add Pogets) Disabled?
' Sand @ Hide from navigation
Secure?
[ Rse
4% 404 Error Page @ Allow Indexing: =]
Legend -
) Permissions v
(&} Homepage of the website
S Page is visible to everyone
v
L visible to registered users Modules
8, Visible to dedicated roles only
%, Visible fo administrators only SEO v

MOVING PAGES

You reorder pages by dragging them to the desired location. You can drag a page directy existing page to
make the dragged page the bottom child of the page you drag onto. You can also simply drag a page between
existing pages to set its location.

Dragging between pages can be tricky. If you move to the left or right, you will
promote/demote the page. It is often easier to drag onto existing pages.

VSETTING HOME PAGE

If you do NOT specify a page as the home page of your site, the top page in your site will be the home page. You
should ALWAYS define a specific home page using the Makepdge shortcut.

KAR.



ADDING MODULES

Before you can add content to a page, you must add modules to enter the content into. You can add new, empty
modules or create a link to an existing module.

CORE MODULES

The following Modules are part of the "core" of DNNefy're developed by the DNN team) and are available to all
DNN sites running on the Archdiocesan DNN application. These are the modules that are covered in this course.

Description

Announcements Used for multiple, datestamped Announcements. lividual announcements can have their
own start and end date. You can specify how many days an announcement will display b
it disappears.

Documents A library of downloadable files. The downloads module can automatically display the file
of eachfile as well as how many times the file has been clicked.

Events Used to render a calendar of events. Each event must have a start and end time (there is
support for AiDay Events). You can also allow registered users to sign up for events.

HTML Used for permanent content that, once added, will rarely change.

Links A list of links to other websites, pages within your site, or files available in your site.

There is currently a glitch in our installation of DNN7 that can prevent you from

ediingarR O2y FAIAdzNAYy3d Y2RdzZ S&ad LT &2dz FAYR &2dz | NB
editing icons, add an Announcements module to that page (which you can hide from

other users). This will take care of this glitch.



ADD NEW MODULE

Before you can add content to a pag®u must add modules to store that content. ::i e I | .9,, .'

To add a blank module to a page: (addaNewdodule
|Common [+]

1 Switch to Edit mode if necessary Module

1 Click New from the Add Module section [FTML [

1 Choose the desired Module type from the list Tide:

1 Enter a Title (if desired)

1 Set the Visibility Visibility:

f Choose the Pan@tadd the module to |Same As Fage ]

1 Choose where (within the pane) to Insert the module ﬂf;:;tempm B

9 Click the Container name to access a ddopvn list of available containers o

M1 Click Ad | |
Container:

. . . Default: Sample - Block
The available panes for the page are determined by the Skin th

applied to that page.

REFERENEL.INKAN EXISTING MODULES

Instead of adding a blank module, you can use the content of modules - 9 :;. i
within your site in multiple pages. Insteadatfoosing Add, Choose Link ik il Help || Users || Portals
Select the Page the module is coming from and the specific Module. Othe ReferenceaﬂE:dsﬁngModu

options ae the same as adding a New Module.

3

Page:
| Announcement Templates [ ~]

The content is shared in both modules. Some modules let you use differ

settings per copy of the module. Madule:

Description/Code B2
Visibility:
| Same As Page

=]
=

| ContentPane

Insert:

Container:

Defaunlt: Sample - Block

a3
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MOVING MODULES

If you want to move a module to a different pane within the page (or above/below other conteheirame
pane), click the Move icon and choose the desired option.

L

Cdiuikd

LT GKS a2@S A02y AayQil RobBagdutmdde Rfyousre | S & dzZNB & 2 dz
unable to change the Mode of the page, then you do not have Page Edit permissions
and CANNOT move mdds.
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LAYOUT MODE

You may find it easier to switch to Layout Mode (upledt corner) to get a better idea of the page layout when
you Add or Move modules. Remember to switch back to Edit mode for adding/editing content.

Mode: © View © Ediv@® Layoot DoTNerNUKke @Admn &

® Add New Module () Add Existing Module

Page Functions Common Tasks

L B g Module: [ HTML [=] Pane: |ContentPane [+] ] n W
Add  Settings Delete Tite . — & Ste  Users  Roles
Visibility: | Same As Page = - a *

Copy © Add Module To Page Files Help  Extensions

ARCHDIOCESE OF CHICAGO
Michael Riley

HOME PROGRAMS LoGoUT MIKE RILEY
TopPane
Text/HTML
Topl Top2 Topd
sidebarl Banner! sidebar2
LeftPane Userl User2 RightPane
MenuPane Banner2
ContentPane

Youth Group Calendar
I

You may want to print out the Layt view to use as a reference.
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MODULE SETTINGS

2 KSy @2dz I RR
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settings and have settings specific to that module. Moeidecific settings are covered later in thiscdment.

Module Settings Permissions Page Settings Announcements Settings

Collapse All

Basic Settings

Module:

Module Title:

Advanced Settings

Announcements

Display Module On All Pages? D
Allow Indexing? [v]
Hide Admin Border O
Header:
Footer:
Start Date: @
End Date o
Added to Pages ~
Site Page
This module has not been added to any other pages.
Module Name of the module being used.
Module Title Title text for the module.
Allow Indexing? Uncheck to request search engines ignore the conter
of this module.
Display Module On All Pages? Indicates that you are displaying the module o AL

pages in your site. When you choose this option, you
can choose to add this module to ALL pages or only
pages you create from that point on. To remove a
module from all pages, uncheck this option then dele!
the module from the current page.

Hide Adnin Border

(@2}

wSY2@Sa GKS NBR G+xA&Aot
border around the module.

Header HTML and script to display ABOVE the module
Footer HTML and script to display BELOW the module
Start Date Date the module begins displaying.
End Date Date themodule STOPS displaying.

Added to Pages

Shows which pages the module is included in.

13
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Module Settings Permissions Page Settings Announcements Settings

Collapse All

Basic Settings

Alignment:
Left

Calor
Border:

Collapse/Expand; _
® Maximized

Display Container? v
Allow Print? d
Allow Syndicate? O

Module Container: =None Specified=

Cache Settings

Cache Duration (seconds) 3600

Advanced Settings
Set As Default Settings? (]
Apply To All Modules? O

Move To Page Programs

Right @ Not Specified

Preview

Alignment

Alignment of content within the module. The containg
style applied around a container and/or styles applied
in the pane the module is displayed within magypent
this option from taking effect.

Color

RGB value or named HTML color applied as a
background color to the module.

Border

Thickness of a border around the module.

Collapse/Expand

Indicates the modules Max/Min starting point for
containers which atiw collapsing. None means the
module is not collapsible.

Display Container?

Displays the container around the module.
I SFRSNEKC220SNAR R2y Qi RA
displayed.

Allow Print?

Displays a prinfriendly icon if the container style
supports it.

Allow Syndicate?

rtt2ga Iy w{{ FSSR FTNRBY
Glidzt t AGeéd RSLISYRa (KS &
Announcements module generates a useful RSS fee

Module Container

The container applied to the module.

Cache Duration

The duratim of the module cache (amount of time the
Y2Rdz SQa O2ydSyid Aa 02y3
causing problems (and set to O if necessary).

Set As Default Settings?

Uses the Basic Settings selected as the new default
settings.

Apply To All Modules?

Applies the Basic Settings to ALL modules in your sit

Move To Page

Moves the module to the specified page.

14



SITE APPEARANCE

The overall appearance of your site is controlled by skins, a site logo (if used) and the containers applied to
modules

SKINS

YouOly aSid @2dzNJ aAGSQa alAy OAl ' RYAYk{AdGS {SGdAry3ao
set at the page level).

Site Settings

Basic Settings Advanced Settings User Account Settings Stylesheet Editor

Collapse All

Site Details v
Site Marketing v
Appearance ~

Logo: @
Folder: Site Root h

File <None Specified> -

Upload File

Body Background: €
Folder: Site Root -

File <None Specified> -

Upload File

Favicon.ico: @
Folder: Site Root -

File <None Specified> -

Upload File

Enable Skin Widgets: € [v|

Site Skin: €0 Site- Tabs7 - page -

Site Container: € Site: Tabs7 - Block - Preview Site Skin and Container

Edit Skin: € Siter Tabs7 - page -

Edit Container- €0 Site: Tabs7 - Block - Preview Edit Skin and Container

Icon Set: €0 Sigma [=]

From Site Settings, you can apply a Site Skin and Container as well as the Edit Skin and Container. When choosing
the default container, you should choose a container from the same package as the skin.

15



BRANDING

Branding of your site is normally handled by a site logo. The skin applied to your site normally includes a place for
a site logo to display. If your skinals for the display of a site logo, you specify it via Admin, Site Settings. Select
an image that has already been uploaded to your site or click Upload file to select and upload a file into the current

folder.

Appearance

Logo: €0
Folder: Site Root -

-

File: sitebanner jpg

The preview image of your site logo |8sthed (distorted).

b2d tf aiAya RAaLIiX I e | aAxdsS t232d ¢KS ! h/ alAya
the Site Title and Description as text in the banner.

{1Aya ONBIFIGSR 6AGK ! NIAAGSSNI y2N¥Iffte KIFGS GKS o

LOGO DESIGN

A site logds typically a GIF, JPG or PNG image. Logos can be created in a variety of graphic design applications. In a
pinch, you can create a site logo using PowerPoint.

You can also look at contracting someone to design a banner for you. Banner design cogpecadily trun
about$75.

16



SKIN DESIGN

Learning to design a skin for DotNetNuke can be a challenge. Many web designers have limited experience

RSaA3IyAy3I GSYLX I GSa F2N O2yidSyd YIyl3aSySyid aeadSvya | yR
the effort to learn how to create a skin if you are only going to create a skin for one site.

ARTISTEER

Artisteer is a program you can use to create skins for DotNetNuke as well as other content management systems.
With Artisteer, you can quickly create krs for you DNN site with minimal effort (you can design a skin in about

1I5YAydziSaod 2KAES I NIAAGSSNI Aay Qi FNBS 00GKS @OSNERAZ2Y (KI
will be worth the cost. Artisteer is availablevaivw.artisteer.com
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BINDTUNING.COM

Bindtuning.com is a website that you can use to generate DNN skins. You choose the options you want to modify
for their templates and then output to a DNN skin.

17


http://www.artisteer.com/

PREDESIGNED SKINS

For many sitesa pre-designed skin with a custom banner is appropriate. The DotNetNuke store
(http://store.dotnetnuke.con) has an extensive library of skins available for purchase.

INSTALLING SKINS

You do not have the rights fostall a skin in your site. It must be installed by the host user. If you purchase a skin,
you will need to send the skin install file (ZIP) viaal and followup with a SEPARATHmil (since the Zip file

will be trapped in our SPAM filter).

If you cesign a skin using Artisteer, you camail the ARTX file instead.
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SECURITY

With a DotNetNuke website, you can share the responsibility of maintaining content within the site. Each person
can have their own login which can be added to different secuolgsrto control what sections that user can view
and edit. In addition, you can let visitors register as members on your site and allow them to view content that
dzy NEIAAGSNBR @AariGa2NBR OFyQid | O0Saao

USER REGISTRATION

The User Registration method is configdrfrom Admin/Site Setting¥.ou should only let visitors register on your
site if they gain some kind of benefit from registering.

Site Settings

Basic Settings Advanced Settings User Account Settings Stylesheet Editor

Expand All

Registration Settings

User Registration: € None @ Private Public Verified

None Administrators need to create each user account on
your site.

Private Anyone camequestaccess. An Administrator rat
APPROVE the access.

Public Anyone can automatically become a Registered Use

Verified Anyone can become a Registered User if they provid
valid email address and complete the process from
their e-mail notification.

LT &2dNJ { 1AYSRBRALXYPSE Al aowSBNR adS KARRSY 6KSy (KS
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USERS

The Usersextion lets you create, edit and delete user accounts within your site.
This option is available under Admin/User Accounts.

The main page for User Accounts displays a list of accounts within your site. When you have a large number of
accounts, these willdseparated in individual pages. You can use the search box or alphabet navigation buttons to
locate the desired user.

User Accounts

Username - Search
A B C D E E G H I J K L M N © B Q@ R 8 I U ¥ W X Y Z
All Online Unauthorized Deleted
Username = Display Name  Address  Telephone | Created Date Authorized
U mriley Mike Riley 09/07/2012 13:03:19

- - 1 - - ltems perpage: 50 -  Page 1of1,users1to1of1

ﬁ Remove Deleted Users | Delete Unauthorized Users

|ADDING A USER

To add an account, click Add New User and fill out the Add New User form.

Add New User

User Name: * €
Display Name: ™ €
Email Address: * €0

Authorize: @ [v]
Notify: €@ [v]

Password: * €0

Confirm Password: * €0

Usernames must be unique across ALL of olN Bités. If a user has an account on a
different DNN site, they can only use the same User Name IF the password is also
identical.

, 2dz OF y dza Smail addréSsNaR their Wser Name. However, a User Name
can NOT be changed after it has been set.
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EDITNG A USER

User Accounts

Username - Search

3=
(=]
(9]
=
Im
-

G H |

J

All
Username — Display Name = Address

W jpham John Pham NIA

@ mriley Mike Riley

mE EE e o

Add New User Remove Deleted Users | Delete Unauthorized Users

You can modify a user by clicking the edat i€

Edit User - jpham (ld: 365)
User Name: Jeham
Display Name: John Pham
Email Address: jphami@somewhere.con

=

Delete

K L M

N & B Q R

7]
I~
=
1<
=
[

Online Unauthorized Deleted

Telephone

Created Date Authorized
08/2002014 10:25:34

09/07/2012 13:03:19

OLISYOAt O AYy GKIG dzaSNDa

Created Date: 8/20/2014 10:25:34 AM
Last Login Date: 8/20/2014 10:25:34 AM
Last Activity Date: 8/20/2014 10:25:35 AM

Last Password 8/20/2014 10:25:34 AM

Change:
Last Lock-out Never
Date:
User Is Online: False
Locked Out: False
Authorized: True
Update Password: False
Deleted: False

User Folder 109/65/365/

UnAuthorize User Force Password Change

UnAuthorize User prevents that user from logging into your site.
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Manage Roles for User: jpham

Security Role Effective Date

Administrators -

Security Role
Registered Users

Subscribers

2dz Oby F RRkNBY20S I

Manage Account Manage Roles for this User

Change Password

Expiry Date

Effective Date

Add Role to User v| Send Email?

Expiry Date

dza SNJ FNRY &aSOdzNR (@&

Manage Password

Manage Profile

To change a password for this user enter the new password and confirm the entry by typing it again.

New Password:

Confirm Password:

Change Password

Send Password Reset Link

Press the Reset Password button to send a password reset mail to the user - this mail will be valid for 24hrs.

Password Last Changed:

Password Expires:

Send Password Reset Link

Password does not Expire
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Profile Basic Settings

Prefix: €0
First Name: €0
Middle Name: €

Last Name: €

Biography: €

L) —T—

|f Design |<> HTML Words: 0 Characters: 0 .-}

File: <None Specified>

Upload File

Contact Information

Location Information
Unit; €

Street: €

City: €

Region: €

Country: € (=l

Postal Code: €

Preferred Time Zone: €0 (UTC-08:00) Pacific Time (US & Canada) E|

Preferred Locale: € English (United States)

English Name @ Native Name

23



DELETING A HR
55t SGS
User Accounts

User Deleted Successfully

Username - Search

dzaSNJ o6& Ot AO{Ay3

Unauthorized

A B C D E FE G H I J K L M N
All COnline
Username Display Name Address
[0) mriley Mike Riley

Items per page: 10 -

i

i Remove Deleted Users Delete Unauthorized Users

2 KSy @2dz RStSGS |
delete the user account.

dza SNE A U
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SECURITY ROLES

The Security Rolesage lets you manage security roles within your portal. Depending on the number of people
who manage content within your site, you may need to create several security roles (and grant permissions to
those roles).

This option is available under Admin/Setyfoles.

Security Roles

Natme Description Public Auto Users
F13 Administrators Administrators of this Website 1
F13 Registered Users Registered Users 2
F13 Subscribers A public role for site subscriptions 2
F13 Translator (en-US) A role for English (United States) translators [}
n Unverified Users Unverified Users 1]

Add New Role Add New Role Group

To create a security role, click Add New Role, enter a Role Name and click Update.

Edit Security Roles

Basic Settings

Role Name *

Description

Public Role: O
Auto Assignment: [v]
Assign to existing users: O
Eorss
Role Name Name of the security role.
Description Description of the role.
Public Role Indicates that registered users on your site can
add/remove themselvefrom the role at will.
Auto Assignment Automatically adds newly registered users to the role
Assign to Existing Users When Auto Assignment is selected, this will add all
existing users to the security role.

Do NOT activate Public Role or Auto Assigriffnroles that will be able to EDIT
content on your site.
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role, select them from the list and click Add User to Role. Click the detatdtrash can) to the left of a user

currently in a role to remove them from a role.

User Roles

Manage Users in Role: Subscribers

Effective Date €) Expiry Date €

User Mame €0
Add User to Role Send Email?

Mike Riley (mriley)

User Name Effective Date Expiry Date

Mike Riley
John Pham

Once you create a Security Role, you can grant permissions to that role. You can
assign permissions to three objects: Pages, Modules and Folders.
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PAGE SECURITY

Choose &ttings from Page Functions while on a page and choose the Permissions tab.

To modify the permissions, set the View Page and Edit Page options for the security roles as desired and click
Update Page.

To assign permissions to a security role not includatierist, Select [the] Role from the drajpwn and Add it to
the grid. If you want to remove a role from the permissions (and remove the permissions), click the Delete (trash)

icon in the Actions column.

Page Settings

Page Details Permissions Advanced Settings
Filter By Group: | <= Global Roles = =] Select Role: | Testing = Add
Role View Page Edit Page Actions
Administrators
All Users v
Registered Users
Testing e e
Display Name: Add

Empty boxes are unspecified. A checkmark ALLOMt&tcess (view or edit) UNLESS the user is also in a role with
a No Entry (DENY) setting. Administrators can ALWAYS View and Edit a page.

Granting roles Edit Page permission gives those users FULL CONTROL over that page. The user can add and delete
modules from the page, move things around, change security on the page and create Child Pages. This can result in
lots of inconsistency across your site.

Typically, Page Permissions are only used to restrict which groups can VIEW a page.

You should NEVER grarmission to a specific Username. Doing so makes it next to
\ AYLRaaAotS G2 YAYAO Fy20KSN) dzZaSNDa LISNX¥YA&airAzyaod

27



MODULE SECURITY

LGQa FFEANI @ O02YY2y (2 3INIYydG 9RAG LISNXYAaAaA2Yy TFT2NJ AYRADA
permission to naintain CONTENT within a page, without risking other
changes to that page.

G=E
¢2 | 00S&aa I Y2RdzZ SQ& LISNXNAaA & setngs e
@ Help
Switch to Edit Page mode (if necessary) 7 X '3“
Click the Settings (gear) icon for the module e :Sl‘ -

Choose Settings

Select the Permissions tab

Add the Role to ta list (if needed)
Change the permissions as desired
Click update

LT @&2dz glyid (42 OKFy3dS (KS +ASg az2RdzZ S LISNX¥AAaaA?z2
View permissions from Page to set the View options.

Module Settings Permissions Page Settings HTML Module Settings

Filter By Group: | < Global Roles = [=] Select Role: | Substribers [=] Add
Role View Module Edit Module Acticns.

Administrators
All Users

Registered Users

Display Name: Add

[v] Inherit View permissions from Page

Delete Cancel

Most modules simply use View Module and Edit Modulempssions.

Module Settings Permissions Page Settings Event Module Settings
Filter By Group: | < Global Roles > (=l Select Role: | Subscribers [=] Add
Events Global Global
Role View Module  Edit Module | Edit Settings Events Editor Category Location Actions
Moderator - .
Editor Editor
Administrators
All Users
Registered Users v v v v v v

Some modules (like the Events module), have more granular permissions.
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FOLDER SECURITY

If you want users (such as content editors) to be able to upload files and images to your site, you will need to grant
them permission at the Folder level.

To grant permission to a folder:

Choose Admin/File Management

Rightclick the folder and choose View Folder Properties
Select the Permissions tab

Set the desired permissions

Click Save

2014 Folder Info

Folder Info

General Permissions
Filter By Group: | < Global Roles = [=] Select Role: | Subscribers =] Add
Role Browse Files | Open Files Write to Actions
- in Folder n Folder Folder T
Administrators i I} I}
All Users
Registered Users
Display Name: Add

Copy Permissions to Subfolders: §) Copy Permissions

Browse Files in Folder Users can select files in that folder to indduin content
they can create in your site

Open Files in Folder Users can download files in the folder while in your
DNN site
Write to Folder Users can UPLOAD files to that folder

If the folder is a Standard folder, users can still access the filesyifhave the full
address that points to that file. To fully restrict access to a file, the folder must be
created as a Secure folder.
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