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The site

The Aspire website is based on a content management system (CMS), which means that users with passwords (Authors) can add and amend information on selected pages. All other amendments are made by the Administrator. The Aspire site was originally designed based on suggestions from Aspire staff and Aimhigher Coordinators by Ali Redford (Aspire) with Modesto and Nitesh at Moot Design using Mambo web software. The site is run on a commercial host server (www.purple-paw.com). 

Overall responsibility for the day to day running of the Aspire site lies with the Site Administrator and ultimately with the Aspire Project Coordinator.

Logging in

New users

The website has an Adminstrator (currently Ali Redford but this may extend to Project Office staff) who logs all user passwords and gives permission for new Authors to add information. If you forget your user (Author) name and the given password, please ask the Administrator.

You may browse all Aspire web pages without signing in. In order to add or amend information, Authors must sign in first.

Once you have logged in, Authors will see a pen icon appear on the homepage. You will also see a PDF / PRINT and EMAIL button. You can use these to print or email the page you are looking at.

Permissions

All Authors are permitted to add and edit information in the following sections:

· What is Aspire (on request only)

· News and Requests
· Activities and Events

· Links

· FAQs

The only additions or amendments authors cannot make to the website are to the CONTACTS pages, DOCUMENTS pages and new IMAGES, all of which must first be sent to the administrator to upload onto the system. Once these files have been sent to the Administrator, they are made available online for use by all registered users and/or the general public. Once stored in the system, images can be added by authors to new and existing activities and news items.

Please contact the Adminstrator with any adding/editing problems and inform the Adminstrator if you think any changes need to be made to the site.

Style & formatting

Web style should follow Aspire style guidelines as far as possible.

Text style

· All text should be left justified in block paragraph style (ie no indents). 

· Avoid dots between letters and numbers, ie AN Other (not A.N.Other)

· If in doubt, choose a plain and simple rather than academic and sophisticated style of writing

Type style

· Avoid underlining, italics and UPPER CASE where possible! 

· Use bold for headings (and dates in Activity Description) only

· Use bullet points for lists (see below)

Date

Date in Activity Description should be in bold style and include day. Avoid ‘th’ and ‘st’ after the date, eg Monday 21 August 2005. Add a line space (press enter) under the date before starting description.
Headings

Only headings within the Activity Description (upper) box should use bold text and Title Case. To make bold text (headings only) within the Activity Description (upper) box:  

· Highlight the heading/date and click the B (Bold) icon on the pallette above the Activity Description (Upper) box 

· Do not use bold text or headings in the Activity Details (Lower) box

Bullet points

To make bullet points (ie for Aims/outcomes and Curriculum links sections in the Activity Details (lower) table): 

· Highlight the list and click the bullet point icon on the pallette above the Activity Details (lower box) table 
· Remove (delete) additional space before first bullet point if text is not aligned
Linking to an email address

To make a hyperlink from the contact name to their email address:

· Highlight the name

· Click on the ‘closed chain’ icon in the pallette box above the Activity Details table

· Fill in the URL box: mailto:(+email address), eg: mailto:mark.ellis@lsbu.ac.uk
· Click insert. The name will now appear as a link to their email address

Linking to a website

To make a hyperlink from an organisation name to its website addess:

· Highlight the name 

· Click on the ‘closed chain’ icon in the pallette box above the Activity Details table

· Fill in the URL box: http://(+web address), eg:http://www.kcl.ac.uk
· Click Insert. The organisation name will now appear as a link to its website
Adding an Activity

Authors may log in and go to the relevant Activities and Events page OR go to the relevant page and then log in.  

1. Go to the year group/level page (eg Year 9-11) of the new activity you want to enter. This page lists all the current activities on offer for that year group or level.

2. Scroll down to the bottom of the page. 

3. Press the NEW button to add a new activity.

4. You will go to a form entitled “Activities and Events / Add content”

5. Add the title of your event in the title section. Use title case for all MAJOR words (ie not and/of/in) – eg: Physics and Maths Taster Day. 

6. Do not add the date in the title section.

7. Select the category using drop down menu. (This should be the activities year group/level page you are already in!)

8. Activity Description

· Write the DAY and DATE of the event in the top left corner of the Activity Description box, eg: Monday 21 August 2006 (in bold). 
· Press the enter button TWICE to create a blank space under the date then add a SHORT DESCRIPTION (100 words max) of your event in the Activity Description box. (See STYLE section for information on how to format your description.

· You do not need to include phone numbers or links in the Activity Description Box. These should  go into the Activity Details table below.

· Add two line spaces (press enter twice) after your Activity Description (this is to stop the description jamming up against the table below it). 
Cutting & pasting into the Activity Description box
Before you cut and paste information from another type of software (eg Word) please highlight the text and click on ‘CLEAR FORMATTING’ (top left hand corner of most Word documents, to the left of the font box). If not, the formatting will confuse the Mambo software and you will end up with oversized bold text throughout.
9. Activity Details Table

· Add as much information as possible to the right hand column of table (see Example Activity Details Table STYLE & FORMATTING section for more details)

· Target group: Add number of students x type of students and relevant boroughs

· Aims/outcomes: Add bullet pointed list of aims and / or expected outcomes (see STYLE & FORMATTING section re bullet points)

· Curriculum links: Add bullet pointed list of any links to the national curriculum, eg an Engineering Taster Day may have links to Mathematics, Science (Physics), ICT (see STYLE & FORMATTING section for how to bullet)

· Location: Add as much information about the event venue as you can. This may stop participants going to the wrong campus!

· Organiser(s): Add names and web links for all or main organising bodies

· Contact(s): Add names of all useful contacts for this event. Please add or link to contact person’s email address and phone number (see STYLE & FORMATTING section re making links to email addresses).

Example Activity Details Table

	Target group
	50 x Year 9/10 Lambeth, Lewisham & Southwark students

	Aims / outcomes
	· Introduction to university environment

· Discuss HE issues in small groups with trained 

      student ambassadors

· Experience a university lecture

	Curriculum links
	· PSHE

· Careers

	Location
	London South Bank University

	Organiser(s)
	London South Bank University & Southwark College

	Contact(s)
	Mark Ellis 020 7815 6783

Amelia Aiken 020 7815 XXXX


10. Publishing Your Activity (essential)

Go to the section at the bottom of the page.  Under the PUBLISHING tag:

· STATE section: Drop down ‘Published’ (NB You must also SAVE your activity – see 12, below)

· ACCESS LEVEL: Should remain on ‘Public’

· TARGET BOROUGH(S): Remove any Aspire boroughs that your activity does not apply to. A list of all Aspire boroughs is the default listing.

· ORDERING: Ignore this line

· EVENT DATE: Change this to the date of your event. NB: You must use the same date format, ie 2006-08-21 (YYYY-MM-DD)

· EVENT END: Ignore this line

· SHOW ON FRONT PAGE: Ignore this line. If you have an event that you want promoted on the front page, please send information to the Administrator.
· If you do not wish to add an image or metadata to the page, go to point (13) below and SAVE or CANCEL the entry.
11. Adding Images (not essential)

If you wish to add an image next to your activity description, click onto the IMAGES tag. NB Please send new images to the administrator to add to the image library.

· Pull down the appropriate sub folder

· Click INSERT to choose the appropriate photo from the list on the left (you will see a thumbnail image below).

· Once the photo name appears in the second column, click on that column to see another thumbnail.

· Press APPLY to link the picture to your Activity Description
· Go up to the Activity Description. Put your cursor to the left of the date or first line and press the FLOWER (I) symbol (below the Activity Description box, next to a P) to add the image. This will insert the word {mosimage} to the left of the text.
· Add metadata (see below) or go to point (13) and SAVE or CANCEL the entry.
12. Adding Metadata (not essential) 

To add a short description and list of key words in the METADATA section. This will help people find the activity if they put these into a search engine like Google. 

· Possible description for a Modern Languages Taster Day at Goldsmiths might be: Modern Languages Taster Day for Year 11 at Goldsmiths College,  University of London, Monday 6 March 2006

· Possible key words for this event might be: French Taster, German Taster, Spanish Taster, Goldsmiths, Aspire, Aimhigher South East London, 6 March 2006, Year 11. Add keywords as a list, with commas (as in this example)
13. Saving Your Entry
After you have added all details, you MUST go to the top of the page and press SAVE. If you do not do this, all your activity details will be lost.

14. Cancelling Your Entry

To abandon your entry, you MUST go to the top of the page and press CANCEL. You have to press either SAVE or CANCEL to leave the page. If you don’t, you will ‘lock’ your activity so that it cannot be either edited or deleted.
15. Checking Your Entry

After you have saved your entry, you will automatically go back to the home page. Go back into your entry straightaway to check for spelling, style and spacing errors. Check the web links work. If not, press the pen (edit) icon to edit the activity (see below).
Editing an Activity

You should only edit activities you have previously added yourself. If you try to edit other people’s entries, you may lock the system. If you think someone else’s entry needs editing, please inform the Administrator.

1. To edit an activity, first find and click into the activity.

2. Once you are in the activity page, click on the pen icon next to the title

3. Once you are in ‘edit content’ mode, amend the item as necessary (follow Style & Formatting guidelines above )

4. Click SAVE at the top of the page to save your changes and exit the page

OR

5. Click CANCEL to cancel your changes and exit the page

Removing an Activity / News / Request or FAQ

It is not advisable to remove an activity once it has been published. You would be better off amending the activity to tell people that it has been cancelled, ie type EVENT CANCELLED in large bold letters at the top of the Activity Description and then informing the Adminstrator.

To remove an activity (if necessary), news item or FAQ

1. Click on the relevant activity page and log in

2. Click the Pen Icon to enter Edit mode

3. Select STATE: Unpublished (bottom section)

4. Inform the Administrator immediately so that s/he can move the activity, news item or FAQ into the system archive or trash.

Adding and Editing News and Requests
To add or edit a news item or request follow almost exactly the same procedure as for Adding/Editing Activities but type all news details/image in the UPPER (Activity Description) box. Do not put any text in the Activity Details (lower) box.

Adding a news item or request
1. Click into the News & Requests section

2. Click into the relevant News & Requests category, ie:

· Aspire Aimhigher South East London news
· School/college requests
· Staff meetings and news
· Local events
3. Go to the bottom of the page and click NEW

4. Choose a catchy title for your new news item or request!

5. Select which category your news item should go into (requests all go into ‘School/college requests’ category). If you would like to put it into more than one category, you can do so but you will have to do it twice. 

6. Add news story in the Activity Description box.

7. Change State to PUBLISHED (bottom section)

8. Add Metadata if you wish

9. Add an image to your news story if you wish (see Adding Images section 11 above). NB Please send any new images you wish to add to the Administrator.

10. Do not change any other part of the bottom section (eg Target Boroughs or Date) 

11. Go to the top right of the page and press SAVE or CANCEL.

Editing a news item or request
1. To edit an news item or request, first find and click into the news item you wish to amend.

2. Once you are in the News or Request page, click on the pen icon next to the title of the item
3. Once you are in ‘edit content’ mode, amend the item as necessary (follow Style & Formatting guidelines above )

4. Change State to PUBLISHED (bottom section)

5. Add Metadata if you wish

6. Do not change any other part of the bottom section

7. Click SAVE at the top of the page to save your changes and exit the page

OR

8. Click CANCEL to cancel your changes and exit the page

Downloadable Documents

At present there are 8 categories of document folders, in which documents are held for downloading by either Aspire staff or all users, depending on the permissions given by the Administrator.

Current document categories are:

· Ambassador / staff core training

· General administration

· Ambassador development

· Marketing & publicity

· Teaching resources

· Forms

· Minutes/agenda

· Reports

All users can download documents but these documents can only be uploaded and removed by the Administrator. If you have a document to add or remove, please send it to the Adminstrator.

Download information for Adminstrator

All documents available for download should be in Aspire fonts (which include Helvetica but not Arial!). They should include a left justified footer note as follows: © Aspire Aimhigher South East London 2006 (or other relevant year date).

Within each category folder are a number of documents which the author has selected for view/download either by all web users or by registered users only.

To add a downloadable document

1. Click on the Documents button

2. Click into the category folder (eg General Administration) in which you hope to add a document

3. Click the top right button: SUBMIT A NEW DOCUMENT

4. Click ‘Next’ to upload a file from your computer

5. Click ‘Browse’ to find and select the relevant file from your computer

6. Click ‘Upload’ to copy your document 

7. Fill in the document details in the Submit a Document page

8. You only need to fill in details under the DOCUMENT and PERMISSIONS headings.

9. Under DOCUMENT

· Give your document a name

· Do not add anything to the THUMBNAIL section

· Choose the relevant category for your document

· Click ‘Yes’ next to Approved

10.  Under PERMISSIONS/Viewers

· Decide if you want this document to be available to all or only registered users. 

· If for all, click EVERYONE

· If for only Aspire staff, click ALL REGISTERED USERS

11.  Under PERMISSIONS/Maintainer

· Click AUTHOR (this means only you and the Adminstrator can amend details of this document)

12. Save the download by clicking on the disc icon (top right)

Editing/deleting a downloadable document
To edit a downloadable document

You cannot edit the document itself while it is online. To edit the document itself you must delete (remove) the document from the category, edit the document on your PC and upload it again in its amended form. However you can edit the document details and permissions, as follows:

· Click onto the Documents page

· Click into the category folder of your document (eg General Administration)

· Under each document are a set of buttons. Click the EDIT button to amend the document details or permissions

To delete a downloadable document

· Click onto the Documents page

· Click into the category folder of your document (eg General Administration)

· Under each document are a set of buttons. Click the DELETE button to amend the document details or permissions

To temporarily remove a document from the category

· Click onto the Documents page

· Click into the category folder of your document (eg General Administration)

· Under each document are a set of buttons. Click the UNPUBLISHED button

· Once UNPUBLISHED, the document will still remain on the system but will not be viewable to users
Links

The links section includes 4 categories with links to other websites:

· Aspire boroughs

· Aspire universities

· Aspire FE colleges

· Other useful links

You are most likely to add or amend links to the final category, Other Useful Links

To add or edit Links

1. Click onto Links

2. Click into the relevant category (eg Other Useful Links)

3. Add or amend a link and/or description to the top (Activity Description) box

4. To make a hyperlink from an organisation name to its website addess:

5. Highlight the name 

6. Click on the ‘closed chain’ icon in the pallette box above the Activity Details table

7. Fill in the URL box: http://(+web address), eg:http://www.kcl.ac.uk
8. Click Insert. The organisation name will now appear as a link to its website

9. Change State to PUBLISHED (bottom section)

10. Click SAVE (button top right) to save the change

OR

11. Click CANCEL (button top right) to cancel the change

FAQs (Frequently Asked Questions)

The FAQs section currently includes 5 categories, each including questions frequently asked by the people in those categories, ie:

· Year 9-11 FAQs

· Post 16 FAQs

· Parent & community FAQs

· Staff FAQs

To add a question to FAQs

1. Click onto FAQs

2. Click into the relevant category (eg Post 16 FAQs)

3. Click on NEW button at the bottom of the page

4. Type your question in the Title box

5. Choose the appropriate category (eg Post 16 FAQs)

6. Type your answer in the upper (Activity Description) box

7. Change State (bottom section) to PUBLISHED

8. Add Metadata if you wish

9. Do not change anything else in the bottom section

10. Click SAVE (button top right) to save the change

OR

11. Click CANCEL (button top right) to cancel the change

To edit a question in FAQs 

NB You can only edit your own question. To suggest an amendment to someone else’s FAQ, please contact the Adminstrator

1. Click onto FAQs

2. Click into the relevant category (eg Post 16 FAQs)

3. Click into the question you wish to edit

4. Click on pen icon at the top of the page

5. Amend the question in the Title box, if relevant

6. Amend the category (eg Post 16 FAQs), if relevant

7. Amend the answer in the upper (Activity Description) box

8. Change State to PUBLISHED (bottom section)

9. Edit Metadata if you wish

10. Do not change anything else in the bottom section

11. Click SAVE (button top right) to save the change

OR

12. Click CANCEL (button top right) to cancel the change

What is Aspire?

The What is Aspire? section should not be altered by Authors, other than at the request of the Administrator or Aspire Project Coordinator.

At present, we are awaiting more information from FE Project Officers on the Vocational Pathways pages.

© Aspire Aimhigher South East London 2006
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