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VOLUNTEER DOCENT CORPS OF THE
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EXECUTIVE SUMMARY

A Drupal' backed website was created for the docent program at the University of Michigan
Museum of Art (UMMA). The focus of the site is on

— fostering virtual community among docents during the renovation and subsequent
unavailability of the UMMA exhibit building,

— streamlining workflow associated with the docent program for the museum’s
Education Department,

— and archiving the organizational memory of the docent corps.

Informational and social needs were identified through interviews with current staff
members and docents. Concepts and methodology from the literature informed the structure
of inquiry and analysis. Findings guided the design of a website which addresses current
baseline needs of the program while providing a solid foundation for extension.
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INTRODUCTION

The Museum

The University of Michigan Museum of Art (UMMA) “seeks to transform individual and
civic life by promoting the discovery, contemplation, and enjoyment of the art of our
world.”® As a unit of the University of Michigan, UMMA is broadly influenced by the
mission of the university, which is “to serve the people of Michigan and the world through
preeminence in creating, communicating, preserving and applying knowledge, art, and
academic values, and in developing leaders and citizens who will challenge the present and
enrich the future.”” A major role of the museum is to support the academic mission and
programs of the university; specifically research, study, teaching and outreach, while also
connecting to regional and national audiences.

The Museum of Art’s main building is closed for renovation and expansion from June 2006
to early 2009. The renovated complex will allow the museum to expand its role in academic
life, while more than doubling the space available for exhibits. This, together with increased
opportunities for social learning, will provide a more dynamic museum experience for both
visitor and scholar.

The Docents

The award-winning docent program at the Museum of Art plays a direct and substantive role
in the Museum’s ability to promote the discovery, contemplation, and enjoyment of art.
Docents are committed volunteers guided by staff in the Education Department. They
participate in one year of training, and are asked to commit at least three years to the
program. The docent corps offers on-site tours to drop-in visitors and school groups,
making art more accessible to the public and bridging the reflective and social aspects of
experiencing art. Some 30 docents have worked with staff this year to develop presentations
for K-12 classrooms of images from the museum’s collections. These are brought to local
school districts to continue to fulfill the mission of the museum while its physical collections
are unavailable.

2 http:/ /www.umma.umich.edu/about-umma/. Retrieved January 31, 2007.
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The Project

A webspace can provide tools to build community and manage resources. The goal of this
Drupal site is to create a virtual space that will help the docents fulfill the Museum of Art’s
mission and goals.

Specifically, the project consists of:

A stable Drupal deployment with skin matching UMMA branding

As the docent program is an essential part of the Museum of Art, the docent site
matches the look and feel of the existing UMMA website. This serves as a visual
reminder to docents and staff that they are a well integrated part of the museum,
vital to the delivery and experience of art.

A docent directory with image support

A docent directory with images of docents increases the ability of docents to
recognize one another and make connections outside of their virtual space. Increased
connections and a stronger sense of community are good for morale, which
contributes to the effectiveness and retention of volunteers.

Delivery of tour descriptions in portable document format (PDFs)

The staff-provided tour descriptions on the site provide an organized space for
ongoing training and knowledge development of docents, contributing to a more
educated and effective docent corps.

A Calendar to centralize scheduling information about Tours and Outreach Sessions

The information currently maintained in a WebCalendar installation is integrated into
an Events Calendar feature on the site, centralizing all docent related information in
one area for a consistent look and interface. Docents can use the site navigation to
view lists of all Tours and Outreach Programs, or only those for which they are
scheduled.

An electronic forum

The docents have access to a forum for discussion of topics relevant to their tasks
and interests; e.g., “How do you handle an unruly middle schooler?” or, “How do
you talk about this particular painting in a way that makes sense to a second grader?”
A sense of virtual community often develops around forums with regular users, and
it is also an effective way to capture organizational memory.

The project as a whole will provide support for administrative tasks required by the
Education Department, streamlining workflows relevant to the docent program. It will
engage the docents in their community and in new technology during this time of transition
to a more vital University of Michigan Museum of Art.

1l



AUTHENTICATED USERS

DOCENTS

CREATING A USER ACCOUNT

Choosing a Username and Password

Contact the UMMA administrative staff to ask them to send you the information you will
need to login to the UMMA Docents site for the first time. Since this is a website that only
UMMA Docents and Staff will be able to access with a username and password, they will ask
you what username you would like to use each time you visit the UMMA Docent site.

If you have a University of Michigan Kerberos username (e.g., Jane Smith => jsmith), or a
username you use for your email account (e.g., jsmith@hotmail.com), you may want to use
one of the same usernames for the UMMA Docent site, since it will be easy to remember. If
you would prefer to, it is 0.k. to make up a new username, or to simply choose your first and
last name, with a space in between (e.g., Jane Smith), as your username. If you make up a
unique username and forget what it is, a UMMA administrator can easily look it up for you.

After you have let a UMMA staff member know what you want your username to be, s/he
will send you an email with the web address for the site, and a temporary password you may
use to login to the site for the first time. Once you are logged on, you will need to devote
some time to completing the additional steps necessary completing your docent member
profile, including:

1. entering a new password, if you so choose
2. uploading your photo, if you so choose

3. entering your contact information
4

entering information that will show up in your docent profile that other docents will
be able to see when they click on your name anywhere in the site.

Right now, we will just focus on creating a new password, and in the sections that follow, we
will go through steps 2, 3, and 4. When you log in to the UMMA Docent site for the first
time using the password the UMMA staff sent you, you will immediately be directed to a
form where you will have the opportunity to enter in and save a new password:

Isabel Jacob
view edit track
account settings contact information docent status profile

Account information
E-mail address: *
nscholtz+1@gmail.com

i m o+ -
il =dd TTT frorm

ill be sent to this address. Th

Insert a valid e-

assword:

e the current user password, enter the new password in both fi
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If you use a particular password (e.g., allg8tor) to access your banking services online, it is
always a good idea to use a different password (e.g., CHAco68) to access all other kinds of
web-based accounts. If you forget your password, you can click the “Request new
password” link from the front page of the UMMA Docent site (see screenshots below). A
new form will appear in which you may enter your username or email address in the space
provided. After you click the “E-mail new address” button, you will be sent a new
password via email.

TYY) X
1- I i_. rlﬁ’ A_\i‘ The University of Michigan Museum of Art

UMMA Inside

User login

log in request new password

Enter your username or your e-mail address.

Username: *
Welcome to the UMMA Ploci

Password: * Username:

If you are a UMMA Docenf and dc

® Request new password

E-mail address:

|_E-mail new password

MEMBER PROFILES

As mentioned in the last section, after you have created a new password for your
UMMA Docents account, there are three additional steps you will need to complete to
create your docent member profile:

1. upload your photo
2. enter in your contact information

3. and enter in information that will show up in your docent profile that other docents
will be able to see when they click on your name anywhere in the site

In the sections that follow, we will go through each of these steps.

UPLOADING YOUR PHOTO

Other Docents and UMMA staff will be able to click on your name on the site and view
your photo. This will help everyone learn each others names.
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You will have the opportunity to upload your photo when you set up your member profile
for the first time. If you were not able to upload a photo when you first created your
member profile, but would like to now, select the “My Profile” link from the top left side of
the home page = then select the “edit” tab (circled below) = then select the undetlined
“account settings” link (also circled below).

Within account settings, beside the Upload picture text box, click the “Browse” button
(circled further below). Browse for your photo in your desktop files, and when you find it,
select the “Open” button. You will then see the name of your file appear in the text box
beside the “Browse” button.

Important: you will need to select the “Submit” button circled below in
order to finish uploading your photo to your member profile.

There are no upcoming events

currently scheduled. gt

contact information docent status profile

Acco =2
Isabel Jacob E-mail address: *

» create content nscholz+1@gmail.com
o recent posts
° my account
o log out Password:

Insert 3 valid e-mail address. All e-mails from the system vill be sent to this address. The e-mail address is r

To changs the current user pessword, snter the new password in both fislds.

Picture

Search

Who's online

There is currently 1 user and 1
guest online.

Online users

& Isabel Jacob

O pelete picture

Check this box to delets your current picture.

Upload picture:

Browse...

Your virtual face or picture. Maximum dimensions &g 400x400 and thg/maximum size is 600 kB.

~ Comment settings
Signature:

Your signature will be publicly displayed at the end of your comments.



Site and Training Documentation Authenticated Users

Photo Uploading Trouble-Shooting:

If you see a red error message when you try to upload your photo, it is probably because
your photo is either too large, or it is not in one of the accepted formats. If your photo is too
large, open your photo on your desktop, reduce its size, save it, and try uploading the smaller
version. Accepted file formats for photographs include: jpg, gif, and png. If you need help
converting your photo from another file format such as tif, to one of these accepted file
formats, send your photo as an email attachment to one of the UMMA staff members and
ask them to convert the file to jpg, gif, or png format.

ENLARGING TEXT

If you find it difficult to read the small print on the member profile forms, or on any other
forms on the site, follow these directions to enlarge all of the text:

e For Microsoft Windows Internet Explorer, click on “View” in the tool bar at the
top of the page, select “Text Size” from the drop down menu (for Mac users select
“Text Zoom”), and choose “Larger” or “Largest” from the side menu (see
screenshot below).

lizabetiiteierd IMMADGCanES e WinidoysdntennetExpionern

ttp:/fummadocents. cms. si.umich. edufuser /11/edit/contact-Hnformation

avorites  Tools  Help

o 3 —
Gl & | Status Bar | |
Explorer Bar 3
Museum of Art
GoTo 3
Stoy Esc
- 5 Forums | Calendars | Tours | Label Copy | Outreach | (
Refresh F5
Home * us -

My UF Encoding
There aj  Source

dit track
currentl

Smaller

Smallest
R E - ttings contact information docent status profile
Web Page Privacy Policy... e
Full Screen F11
Elizabeth merer—

First Name: *
Elizabeth

ntact information

* create content
? recent posts

. :
my account Middle Name or Initial:

¥ administer
© log out
Last Name: *
Meier
Search
Nickname:
The content of this field is kept private and will not be shown publicly.
2 =
Who's online Street Address 1: *
There are currently 1 user and 1234 Maiden Ln
0 guests online. The content of this field is kept private and will not be shown publicly.

e Tor Netscape 4, click “View” in the tool bar at the top of the page and select
Increase Font. Repeat these steps until you reach your desired size.
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e TFor Netscape 6, click “View” in the tool bar at the top of the page, select “Text”
Size and choose the size you prefer.

e For Firefox, click “View” in the tool bat, select “Text Size”, and select “Increase
Font”. Repeat these steps until you reach your desired size.

CONTACT INFORMATION

To complete your docent member profile, you will need to provide your contact information
and the contact information of someone UMMA staff may contact in the case of an
emergency.

Any information you enter in a text box that has the following message below it will be kept
confidential and will only be viewable by UMMA staff and selected docent content
managers: “The content of this field is kept private and will not be shown publicly” (see
screenshot example below).

Street Address 1: *
1234 Maiden Ln

e content of this field is kept private and will not be shown publichy:

Any information you enter into a text box that does not have this “kept private” message
below it will be “shown publicly” in your member profile (described below). Since the
UMMA Docents website is a members only website, information that is “shown publicly”
will actually only be viewable by other docents.

Contact Information Trouble-Shooting:

Make sure to fill out every field and text box in your member profile. If you leave a field
blank that has a red star beside it, as pictured in the screenshot above, you will not be able to
submit your form (and finish creating your member profile) until you have entered the
requested information in that field.

PROFILE
All information in the profile section of your member profile is optional to share, and
includes your:
e DPersonal or favorite website URL (web address)
e Biography
e Art Interests

Anything you put in these three fields will show up on the front page of your member
profile (example pictured below), which other docents may view by clicking on your name
anywhere in the site.
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ity of Michigan Museum of Art

Forums | Calendars | T4

ker

Veronica Decker

view edit track

First Name: Veronica

Last Name: Decker

Art Interests: I am interested in realism and scientific illustrations
Personal or Favorite Web Site:

Occupation: temp administrative work currently

Docent Bio:

Your name and occupation information is drawn from the contact information part of your
member profile. Your name will automatically show up in your profile, but you may choose
to leave the “Occupation” field blank in the contact information part of your profile (see
screenshot below).

The content of this field is kept private and will not be shown publicly.

Primary Phone: *
(734) 766-5686

Please provide the primary phone number you would like to be visible to other docents and UMMA staff.

Other Phone 1:

The content of this field is kept private and will not be shown publicly.

Other Phone 2:

The content of this field is kept private and will not be shown publicly.

Fax:

The content of this field is ke rivate and will not be shown publicly.

Occupation:
temp administrative work currently

Spouse First Name:

The content of this field is kept private and will not be shown publicly.

Spouse Full Name:

The content of this field is kept private and will not be shown publicly.

Emergency Contact Name: *
Bob Decker

The content of this field is kept private and will not be shown publicly.
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VIEWING OTHER’S PROFILES

You may click on someone’s name anywhere in the site to view the “public” portion of their
member profile (see example in the screenshot above that includes “Veronica Decker’s”
photo and art interests). For example, if you are in the forums and notice that Veronica
Decker posted a forum topic of interest to you, and you were wondering if she was the same
Veronica you met a month ago at a Continuing Education class, you could click on her name
to view her profile and photo to find out.

1174, o Lty of e Mo of Ay

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Py

Forums Outreach

My Upcoming Events

Cuprertty wobaduad.

Ekrabeth Meier

“p o g @

Search

Created Last reply

2 weeks 2 hours ago

by Veronica Decker n/a

2 weeks 3 hours ago n/a

by Faith Hunter

2 weeks 4 hours ago 2 weeks 4 hours ago
by Isabel Jacob by Messie Becker

2 weeks 5 hours ago 2 weeks 4 hours ago
by Elizabeth Meier by Messie Becker

MEMBER DIRECTORY

The member Directory is a list of all of the primary contact information for the docents and
UMMA staff who are members of the UMMA Docents site. To access the Directory, choose
the Directory link from the top portion of the site (circled in the screenshot below).

In the Directory, you will find site members’ first and last names, email addresses, and phone
numbers. The Directory may be sorted alphabetically by member’s first or last names by
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clicking on the “First Name” or the “Last Name” link at the top of the directory (circled in
the screenshot below).

y of Michigan Museum of Art -

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Fiesources | My Profile

Directory
irst Name Last Nameé Byimary Phone Email

kathekf@umich.edu
Bonnie Bantam 734-898-5746 bonniebantam@yahoo.com
Carolyn Kreger (313) 489-4747 nscholtz+3@agmail.com
Elizabeth Meier 734-555-1111  emeier@umich.edu
Faith Hunter 734-878-9296 nscholtz+4@gmail.com
Isabel Jaccb 734-789-9898  nscholtz+1@gmail.com
Kathe Frassrand 111-222-333 kathe.frassrand@sbcglobal.net
Margie Morris 123-5678 morrism@umich.edu
Nessie Becker 734-898-5876  nscholtz+2@gmail.com
Nicole Scholtz 734-222-0000 nscholtz@gmail.com
Thomas Hunter 724-898-4645 brmontgo@umich.edu
Veronica Decker (734) 766-5686 nscholtz+5@gmail.com

As in all other areas of the site, you may click on someone’s name to view the public portion
of their member profile. To email another member, click on her email address in the
directory and your default email program will pop up showing a new email with her email
address in the To: field. If your email program does not pop up, you may copy and paste her
email address into an email.

VIEW YOUR UPCOMING EVENTS

When you are logged into the site, you will automatically see a section on the left side of the
screen that says “My Upcoming Events”. This list shows up to five future events closest to
today’s date that it is anticipated you will attend, in order from the event coming up first.

UMMA Public

! . ; UMMA, Inside
. The University of Michigan Museum of Art
1 24 UMMA DAMS

Forums | Galendars | Tours | Label Copy | Outreach | GE Classes | Directory | Resourcas | My Profile

UmMA Incice

My Upcoming Events
Huron High Welcome!
Apr17 2007 - 12:15pm
British Aristrocratic Art
ApE 25 2007 2:.00pm Welcome to the UMMA Docent website. This site is for the use of the Volunteer

Steiner School

May 2 2007 - 3:00pm Docent Corps at the University of Michigan Museum of Art.
Relief Printing in the late
20th Century

May 15 2007 - 1:00pm
Forsythe Middle School
May 16 2007 - 1:00pm

It was cold, but at least March is over!

more Please create an effort tracking form for March to let us know how many hours you spent preparing and
doing other docent activities. We very much appreciate your efforts! Thanks.
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To view more than just five such events, click on the “more” link just under the fifth event.
The full list of upcoming events will load in a new page. If the “more” link does not appear,
you have only five or fewer upcoming events.

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resourcas | My Profile

Logout

Search

Search |

My Upcoming Events

Huron High

Apr 17 2007 - 12:15pm
British Aristrocratic Art

Apr 28 2007 - 7:00pm
Steiner School

May 2 2007 - 3:00pm
Relief Printing in the late 20th Century
May 15 2007 - 1:00pm
Forsythe Middle School

May 16 2007 - 1:00pm
Waldorf School of Ann Arbor
May 21 2007 - 9:30am
Huren High School

May 26 2007 - 1:45pm

To get more details about an event, click on the title of the event.

UTITNA

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

My Upcoming Events
Huron High
Apr 17 2007 - 12:15pm
British Aristrocratic Art
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 3:00pm
Relief Printing in the late
20th Century
May 15 2007 - 1:00pm
Forsythe Middle Schoal
May 16 2007 - 1:00pm

more

Search

Search |

Huron High

| view | | edit |

Start: Apr 17 2007 - 12:15pm
School District:

AAPS

School Address: _
123 Somewhere Lane Ann Arber MI 48109
Reguest Taken By:

Nieole Seholtz

Date Request Taken:

April 5, 2007

Level of Group Specified By:
Grade

Group Grade or Age:

11-12

Contact Person:

Jane Doe

Type of Tour:

K-12

If K-12:

High School

Contact Work Phone:
734-555-6666
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CALENDARS

The calendar views of all events, tours, outreach sessions and CE classes are a quick way to
see what docent activities are taking place around the museum.

To get to the calendar view of all events, click on the “Calendars” link in the navigation

along the top of the site.

UMMA Public
L\ The University of Michigan Museum of Art H::: ”‘5“5"
Forums | Calendars | Tours | Label Copy | Qutreach | CE Classes | Directory | Resources | My Profile

Home s Events s Events
Calendars Events

View All Events week | day | table | list

View Tours Calendar ¢ April 2007 ”»

View Outreach Calendar Sun Mon Tue Wed Thu Fri Sat

View CE Classes Calendar

2 2| l ol 5 § Z|

My Upcoming Events

Huron High

Apr 17 2007 - 12:15pm i i

British Aristrocratic Art E;lclague ﬂ ﬂ il £| ﬂ il]uhn Jay

:fr 28 zsoi? | 7:00pm Middle High School

einer School School .

May 2 2007 - 3:00pm oy SR

Relief Printing in the late Eo4epm

20th Century

May 15 2007 - 1:00pm a5 15 B Eloren B [E A &

Forsythe Middle Schoal History High Pollack

May 16 2007 - 1:00pm 101 12:15 pm 5:11 pm

more 1:15 pm
e 22 2 L 2| L 2| 28 (.
og Aristrocratic
Art

Search 7:00 pm

Additional options for other calendar views appear once you are looking at the calendar with
all events. These additional options appear in a menu at the top left entitled “Calendars”, and

are:

View All Events

View Tours Calendar
View Outreach Calendar
View CE Classes Calendar

You can get information about an individual event by clicking on the title. This will load all
the details of the event into a new page. You can get back to the calendar by either clicking
the “Back” button in the browser, or clicking on the “Calendars” item in the navigation
along the top of the site (and then choosing one of the calendars for a specific kind of event,

if desired).
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Home » Huron High

My Upcoming Events
Huron High
Apr 17 2007 - 12:15pm
British ArisErocratic Art
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 3:00pm
Relief Printing in the late
20th Century
May 15 2007 - 1:00pm

The University of Michigan Museum of Art

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Huran High

view edit

Apr 17 2007 -12:15pm
School District:
AAPS
School Address:
123 Somewhere Lane Ann Arbor MI 48109

UMMA Public
UMMA Inside
UMMA DAMS

Request Taken By:
Nicole Scholtz
Date Request Taken:
more April 5, 2007
Level of Group Specified By:
Grade
Group Grade or Age:
11-12

Forsythe Middle School
May 16 2007 - 1:00pm

Logout

Contact Person:
Search e
I Type of Tour:
Search I K-12
If K-12:
High School

Contact Weork Pheone:
734-555-6666

TOUR REPORTS

To report on a tour request form, click on the primary navigation item “Tours” located near
the top of the page. Next, click on the secondary navigation item “Create Tour Report,”
located in the left sidebar under the heading “Tours.”

The form which needs to be filled out has many of the same fields as on the traditional
paper Tour Report Form, but fewer of them. Fields which are already on the Tour Request
form are not duplicated on the electronic version of the report form. Additionally, the
electronic version has features that the paper version does not.

First, certain fields labeled with a red asterisk are required to be filled in: when you attempt
to submit the form as described below you will receive an error message if any of these fields
are missing,.

The first field to be filled in, “Report on Which Tour?” provides a list from which to choose
your response. Click on the small arrow to the right of the text field and a drop-down menu
will appear with several choices. Each of these will have a school or group name followed be
the word “grade” or the word “age” followed by a numeric grade or age, and finally a date.
This should be sufficient information to uniquely identify the tour group in question, even
when several tour groups are given for the same school, for example. Move the cursor until
the tour you wish to report upon is highlighted in blue, then click to select that option.

11
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Submit Tour Report

Report On Which Tour?: *

i Steiner School - Ane - 12-14 - May 2 2007 - 300am K
Burns Park Elementary - Grade - 2 - Feb 24 2007 - 10:00am
Burns Park Elementary - Grade - K - Mar 1 2007 - 9:30am
Saline High School - Grade - 12 - bar 19 2007 - 1:30pm

Diel Ray Outing Group - N/A - kar 07 - 10:00am

Steiner School- Age-12-14 " 7 10pm
Clague Middle School - Grade - 8 -Apr 8 2007 - 8:27pm
John Jay High School - Grade - 2 - Apr 14 2007 - 3:00pm

The fields for participating docents and non-touring docents provide the choices in a select
list. You enter names into this field by holding the cursor over the name and clicking. You
may enter as many names as you like, but in order to enter more than one you must hold the
Ctrl key (on a PC) or the Apple key (on a Mac) key down while clicking on names other than
the first one. Otherwise, previously clicked-upon names will be lost. Entered names will
remain highlighted in blue.

Participating Docen
Bonnie Bantam A

Faith Hunter
Isabel Jacob

miurner v

Docent Tour Group:

Non-touring Docents:

Isabel amb

NOTE: it is important to realize that the names in question are system
usernames, which are not necessarily the same as the individual’s space-
separated first and last names. A complete list of users with username and
first and last names can be found by clicking on the primary navigation link
“Directory.”

The Docent Tour Group is also a select list, but it will accept only one value.
When you have finished filling in all of the fields you MUST click on the “Submit” button.
You can click “Preview” first to see if the form looks as you expect it to, but you MUST

still click on “Submit” afterwards.

After submitting the form, you will see it displayed as follows:
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Authenticated Users

Home * impressionism

My Upcoming Events
Huron High
Apr 17 2007 - 12:15pm
Jackson Pollack
Apr 18 2007 -S:11pm
British Aristrocratic Art
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 3:00pm
Relief Printing in the |late
20th Century
May 15 2007 - 1:00pm

i \, X The University of Michigan Museum of Art

impressionism
vigw edit

“Your Tour Report was created.

Report On Which Tour?:
Steiner Schoal

Docent Tour Group:
Monday a.m.
Participating Docents:

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

UMMA Public
UMMA Inside
UMRMA DAMS

Caralyn Kreger
Elizabeth Meier
jmturner

Logout Non-touring Docents:
Bonnie Bantam

Faith Hunter

more

mmorris Total Number of Adults:

» create conkent +
recent posts Total Number of Students:
my account 23

v administer Number of Minorities:

You will see the “Your Tour Report was created” message and the name of the group which
toured the museum. If you move the cursor over this name, you see it underlined: it is an
active link to the request form for this tour. Click it now and return to the request form.
Click on the “edit” tab at the top,

Steiner Schoo
\HEW

Start: May 2 2007 - 3:00pm
Ercl May 2 2007 - 5:00pm
School Address:

1234 Rudolf Steiner Rd
Request Taken By:

Micole Scholtz

Date Request Taken:
4/15/2007

Level of Group Specified By:
Age

Group Grade or Age:

1z2-14

Contact Person:

H
Type of Tour:
K-12

IfK-12:
Middle Schoal

And then scroll down to the bottom of the form. The last field on this request form is “Has
this tour been reported on?” The value will display as “No.” Click on the small arrow to get
the drop down menu to display with the choices “No” and “Yes” and move your cursor to
highlight “Yes,” as shown.
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Contact Waork Phone: *

x

Contact Home Phone:

Contact Cell Phone:

Good Times to Contact:

his tour been reported on?: *

ent settings
pL path settings
enu settings
¥ Authoring information
¥ Publishing options
Tour Report

impressionism

Click to enter this changed value in the field and then you MUST click the “Submit”
button.

Note that the Tour Report you just filled out is listed at the bottom of the request form. You
may return to it, if you wish, by clicking on the title.

If you wish to return to the report form at a later time, use the primary navigation link
“Tours” and then the secondary navigation link “List Previous Tours.” This will allow
you to find the Tour Request Form for this tour. As above, you will find a link to the report
at the bottom of the request form. You may edit the report form by clicking on the “edit”
tab. If you make changes to the report form, you MUST click the “Submit” button to enter
them into the system. If you decide you do not want to make a change, you can navigate to
another page without clicking the “Submit” button and the changes will not be saved.

OUTREACH SESSION REPORTS

To report on a tour request form, click on the primary navigation item “Outreach” located
near the top of the page. Next, click on the secondary navigation item “Create Outreach
Report,” located in the left sidebar under the heading “Outreach Sessions.”

The form which needs to be filled out has many of the same fields as on the traditional
paper Outreach Session Report Form, but fewer of them. Fields which are already on the
Outreach Session Request form are not duplicated on the electronic version of the report
form. Additionally, the electronic version has features that the paper version does not.

First, certain fields labeled with a red asterisk are required to be filled in: when you attempt

to submit the form as described below you will receive an error message if any of these fields
are missing.

14
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The first field to be filled in, “Report on Which Outreach Session?” provides a list from
which to choose your response. Click on the small arrow to the right of the text field and a
drop-down menu will appear with several choices. Each of these will have a school or group
name followed be the word “grade” or the word “age” followed by a numeric grade or age,
and finally a date. This should be sufficient information to uniquely identify the outreach
session in question, even when several outreach sessions are given for the same school, for
example. Move the cursor until the session you wish to report upon is highlighted in blue,
then click to select that option.

Submit Qutreach Session Report

Report on Which Outreach Session?: *
! Community High - Age - 15-18- Jan 5 2007 - 11:00am
-.Jan b 2007 - 11:00am

Funity High - Age-15-18

Grade - 11th Grade - May 26

Points Emphasized: *

Special Techni

Student Attitude fBehavior:

Teacher/Adult Attitude:

Total Number of Adults: *

The fields for participating docents and non-presenting docents provide the choices in a
select list. You enter names into this field by holding the cursor over the name and clicking.
You may enter as many names as you like, but in order to enter more than one you must
hold the Cttl key (on a PC) or the Apple key (on a Mac) down while clicking on names other
than the first one. Otherwise, previously clicked-upon names will be lost. Entered names will
remain highlighted in blue.

MNon_presenting Docents:

Elizaheth Meier
Faith Hunter

Students
Total Number of Students: *

Number of Minorities: *

Number of S?ecial Needs Patrons; *

Number of Minorities: *

Number of Sfecial Needs Patrons: *

15
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NOTE: it is important to realize that the names in question are system usernames, which are
not necessarily the same as the individual’s space-separated first and last names. A complete
list of users with username and first and last names can be found by clicking on the primary
navigation link “Directory.”

When you have finished filling in all of the fields you MUST click on the “Submit” button.
You can click “Preview” first to see if the form looks as you expect it to, but you MUST

still click on “Submit” afterwards.

After submitting the form, you will see it displayed as follows:

UM Public
The University of Michigan Museum of Art WIS Il
UMME DAMS
Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile
Haorne » Aowers
My Upcoming Events flowers
Huron High
&pr 17 2007 - 12:15pm i edit
lackson Pollack Your Outreach Session Report was created,

Apr 18 2007 - 5:11pm
British Aristrocratic Art

Apr_28 EIg = HEEED Report on Which Outreach Session?:
sSteiner Schaal

May 2 2007 - 3:00pm Wyaldorf Schn?\ of Ann Arbor
Relief Printing in the late I, REChE [DOEE
20th Century Bonnie Bantam
May 15 2007 - 1:00pm Caralyn Kreger
e ‘Srutal Number of Adults:

Total Number of Students:
Logout 28

Number of Minorities:

3

mmortis Number of Minorities:

» create content 1
recent posts Number of Special Needs Patrons:
my account 1

You will see the “Your Outreach Session Report was created” message and the name of the
group to whom the session was presented. If you move the cursor over this name, you see it
underlined: it is an active link to the request form for this session. Click it now and return to
the request form. Click on the “edit” tab at the top,

Steiner School

view

May 2 2007 - 2:00pm

May 2 2007 - 5:00pm
School Address:
1234 Rudalf Steiner Rd
Request Taken By:
Micole Scholtz
Date Request Taken:
4f15/2007
Level of Group Specified By:
Age
Group Grade or Age:
12-14
Contact Person:
H
Type of Tour:
k-12
If K-12:
Middle Schoal

And then scroll down to the bottom of the form. The last field on this request form is “Has
this Outreach Session been reported on yet?” The value will display as “No.” Click on the
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small arrow to get the drop down menu to display with the choices “No” and “Yes” and
move your cursor to highlight “Yes,” as shown.

Contact Work Phone: *

¥ |
Contact Home Phone;

Contact Cell Phone:

Good Times to Contact:

__is tour been reported on?: *

FL path settings
Y Menu settings
» Authoring information

¥ Publishing options

[ Preview | [ Submit | [ Delete
Tour Report

impressionism

Click to enter this changed value in the field and then you MUST click the “Submit”
button.

Note that the Outreach Report you just filled out is listed at the bottom of the request form.
You may return to it, if you wish, by clicking on the title.

If you wish to return to the report form at a later time, use the primary navigation link
“Outreach” and then the secondary navigation link “List Previous Sessions.”

UMMA Public

. The University of Michigan Museum of Art UMMA, Inside
UMMA DAMS

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile
Home » Previous Outreach Sessions
Outreach Sessions
Upload Powerpoint File s
choote . Star Reported
Create Outreach Request e Start Time Docent Powerpoint Title  ,
Create Outreach Report
List Upcoming Sessions

List Previous Sessions
List Outreach Powerpoints

Previous Outreach Sessions

Waldorf School of edit this Mar 21 2007 - Thomas

Ann Arbor request  9:30am Hunter ~ Dipblo s

edit this Jan 5 2007 - Thomas Slovak Artist Albin

Community High request 11:00am Hunter Brunovsky

This will allow you to find the Request Form for this outreach session. As above, you will
find a link to the report at the bottom of the request form. You may edit the report form by
clicking on the “edit” tab. If you make changes to the report form, you MUST click the
“Submit” form to enter them into the system. If you decide you do not want to make a
change, you can navigate to another page without clicking the “Submit” button and the
changes will not be saved.

17
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FORUMS

The UMMA Docents site forum provides a place for you to discuss ideas, questions, and
information for other docents, as well as for UMMA staff. Here, you may browse topics
members have posted, as well as comments others have made in response to posted topics.
Finally, you may post your own topics, as well as comments in response to other’s topics.

To access the Forums, select the “Forums” link from the navigation bar
lining the top of each page on the site.

POSTING A NEW TOPIC

There are two ways to post a new forum topic within the forums. When you are in the
Forums are of the site (accessible by selecting the Forums link mentioned in the text box
above), you may choose the “Create New Post” link on the left side of your screen (circled
in the screenshot below) or select the “Post new forum topic” link, located underneath the
My discussions and Active discussions links (circled in the screenshot below).

orums
Create New Post

" =
Active discussions.
Post new forum topic.

My Upcoming Events
British Aristrocratic Art Forum Topics Posts Last post
Apr 28 2007 - 7:00pm

Tours
o o : ; 4 7 1 week 1 day ago
orum to discuss |ssues o 1
Interest related to tours. L new w Isabel Jacob
Logout
Outreach
A forum to giscuss (Ssues of 2 7 = Yoln 4 Sy 800
Saarch Interest related to outreach. =AY Y VSRR DRERER
| I General Discussion 3 a1
Search A forum for ? L Ul i
L it nd Y gemneral -
e by Elizabeth Meler
Announcements 3 3 wesks 1 day ago
A forum for gemeral 7 e 3 v Neccis Recksr
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All of these links lead you to the same “Submit a forum topic” page, pictured in the
screenshot below:

of Michigan Museum of Art

Submit forum topic

Subject: *

¥ Categories
Forums: *
“Jours

Body: *

i8> <em> <strong> <cite> <cg
h="bgeak automatically.
Mare information about formatting options

You will need to enter a subject for your new topic, such as “A fun activity for First
Graders,” and then, beneath Categories (circled in the screenshot above), you will need to
select the forum category in which your topic best fits, such as “Outreach.” Next, you will
type your message or question, what ever it might be. When you are done writing, you may
preview your forum topic by selecting the “Preview” button at the bottom of the form, or
go ahead and submit it by selecting the “Submit” button. Remember if you select
“Preview” that you will need to select the “Submit” button in order for your forum topic
to appear in the forums.

If you find a spelling mistake, or want to edit something in your forum topic post, or delete

your post altogether, you may click on your forum topic (if you are not already viewing it),
and then select the edit tab (circled in the screenshot below).
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view

Tours

1 heard about a Gallery in New York that has a silen|
that here.

» add new comment

In the edit view, you will have the same options you had in the form you used to submit
your forum topic post, only this time, you will have the option to delete your forum topic.

+ Allowed HTML tags: <a> <em> <strong> <cite> <

+ Lines and paragrapl Tea tomatically.
More information abouyformatting yptions
[ Preview ][ Submit ”\Delete I

Once you have selected the “Submit” button, your changes will be saved and your revised
forum topic will visible in the Forums.

POSTING A COMMENT

It is possible to post a comment in response to anyone’s forum post. You can even post a
comment in reply to someone else’s comment, as shown in the screenshot below (see the
two comments highlighted with squares). This often happens in forums, where someone will
post a topic, someone else will respond with a comment, and the author will respond to the
comment (rather than to her own original topic).

In the example pictured in the screenshot below, Elizabeth posted a topic with the subject
heading “Art History 101.” Nessie selected the “add new comment” link located at the
bottom of Elizabeth’s topic and submitted a comment she titled “more on art history?”
Elizabeth selected the “reply” link located at the bottom of Nessie’s comment in order to
respond directly to Nessie’s comment. The subject of Elizabeth’s comment is “Re: more on
art history?”

20
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Replying to a topic, versus to a comment: If a comment is indented, it is a
reply to (or comment on) the previous comment, rather than to the original
forum topic (see example in the screen shot below). To reply 0 a topic, select
the “add new comment” link at the bottom of the body of the topic, and 7
reply to someone’s comment, select the “reply” link at the bottom of the
comment.

1A, The University of Michigan Museum of Art

Forums | Calendars | 7

Home # Forums ® Genaral Discussion * Art History 101

My Upcoming Events Art History 101

There are no upcoming events

General Discussion
currently scheduled.

A few docents have been asking for a basic overview of art history. Here is a ded

Qver the course of the past couple years, it has occasionally seemed to me as if
Isabel Jacob or the "YGAs" [Young German Artists; yes, this is an eerily similar acronym, Youn
» create content dry canvases from the lot. Wherever their work appears adoring crowds follow,
o recent posts
o my account
o log out

Nowi, I am nothing if not not an art insider, and so couldn't help but wonder - aft]
sometimes reminds me of Edward Hopper Shakes Hands with Surrealism, but wh
What is the common thread, here? Does a common thread even exist? Is this Ng

As things turn out, I believe the correct answer to this multiple question guiz is "
perspective and drawing, drawing, drawing) that seem to have fallen by the wa

101 - The New Leipzig School.

Who's online
There are currently 1 user and » add new EW
0 guests online.

Search

Online users more on art history?
s Isabel Jacob Ermiten oy Nie==1= Bocher TS prT
d be Wreat to discuss art history more on this forum. I know we have so
» reply
A reply to
a comment Re: more on art history
- ' o Elizabeth Meier 4, 2
!S aIWayS I agree with Nessie. The art history majors among us need to help the rest
indented
» reply

the basics
S Isabel Jacob

Thanks for the basics. I was one of the ones who requested this information, a

asked about what art history is all about during outreach events.
replv

EDITING & TRACKING YOUR POSTS

In the example pictured in the screenshot above, Isabel is logged in and can edit her
comment (titled “the basics” at the bottom of the screenshot). By navigating through the
forums, you can find and edit any comment or topic you have posted. A more efficient way
to find and edit your postings, as well as to see who has responded to your topic and
comment posts, is to visit your member profile and select the “track” tab at the top of your
profile, as pictured in the screenshot below:
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First Name: Isabel
Last Name: Jacob

Art Interests:

Authenticated Users

Within the track view (see screenshot below), you will see all of the forum topics you have
posted as well as all of the forum topics others have posted that you have replied to. You are
also able to view how many people have posted replies to your forum topic, and when new
replies were recently posted. If you click on any of these forum topics, you will find an edit
link at the bottom of your comments, or at the top of your forum posts, that you may select

to edit the posts you have authored.

1s | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Isabel Jacob
view edit track
Type Post

forum topic Silent Gallery Walk

forum topic Art History 101

forum topic How do I change my username?

forum topic Teacher involvement

forum topic pdated

forum topic Knitting group invitation
forum topic Subbing email list

forum topic Can I sign up for email updates?

forum topic Create a guest book for the Gallery?

forum topic A fun art activity for First Graders updated

Animals in Medieval Art - as part of the Middle Ages Tour

Author

Isabel Jacob
Isabel Jacob
Elizabeth Meier

Isabel Jacob

Isabel Jacob

Elizabeth Meier

Elizabeth Meier

Isabel Jacob
Isabel Jacob

Isabel Jacob

Replies

0
2

2 new

1 new

1 new

1 new

1

Last post
44 min 41 sec ago

2 weeks 5 hours ago
2 weeks 5 hours ago

2 weeks 6 hours ago
2 weeks 7 hours ago
2 weeks 7 hours ago

2 weeks 7 hours ago

2 weeks 7 hours ago
2 weeks 7 hours ago

2 weeks 7 hours ago
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REQUESTING A NEW FORUM

To request a new forum, such as “Continuing Education,” or some other category of
interest other docents will post topics within, send your forum creation request to a UMMA
staff member for approval.

TROUBLE SHOOTING

To ensure your new or edited forum post is published, make sure you select the “Submit”
or “Post” button, which you may only see on the second “preview” page they were brought
to after selecting the “Preview” button.

As in other forms on the UMMA Docent’s site, all required fields must be filled in (indicated
by red stars beside them), in order to submit a form. In the forums, new topics, comments,
and replies to comments always need to have a subject and a body in order to successfully
submit and publish them to the forums.

If you have trouble posting to the forums, or editing your forum postings, post a topic to the
Administrative and Technical Support forum (described below), or contact a UMMA staff
member.

ADMINISTRATIVE AND TECHNICAL SUPPORT

Within the Administrative and Technical Support forum within the Forums section of the
UMMA Docents site, you may post questions of a technical nature (e.g., “may I sign up to
receive replies to my forum posts via email?”), as well as requests for revision to the site (e.g.,
a request to add instructions below an ambiguous form field you are not sure how to fill
out). Also, any general questions you think UMMA staff may be able to answer may be
posted to the Administrative and Technical Support forum (e.g., “how should I arrange to
be reimbursed for my printing costs”).

EFFORT TRACKING

Each month, the staff of the museum will post an announcement asking docents to fill out
the previous month’s effort tracking form in the announcements section that you see when
you first sign in to the site. This is the only place from which you can access the link to enter
your effort tracking information.
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‘UMMA Inside

My Upcoming Events
Huren High
Apr 17 2007 - 12:15pm
British Aristrocratic Art
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 3:00pm
Relief Printing in the late
20th Century
May 15 2007 - 1:00pm
Forsythe Middle School
May 16 2007 - 1:00pm

more
Logout

Search

Search l

The University of Michigan Museum of Art

Forums | Galendars | Tours | Label Copy | Outreach | CE Glasses | Directory | Resources | My Profile

UMMA Public
UMMA Inside
UMMA DAMS

Welcome!

Welcome to the UMMA Docent website. This site is for the use of the Volunteer
Docent Corps at the University of Michigan Museum of Art.

It was cold, but at least March is over!

Please create an effort tracking form for March to let us know hew many hours you spent preparing and
doing other docent activities. We very much appreciate your efforts! Thanks.

Art Gallery Now Open on Saturdays

May 13, 2007
Art Gallery Now Open on Saturdays

The Main Gallery will be closed for renovation from May 22-June 15. We apelogize for the inconvenience,
Please join us June 24 for the opening reception for Selected Photos of Missouri by Oliver Schuchard. On a
trial basis, the Main Gallery will be open Saturdays on the following dates: May 17 and 28, and June 4,
11,18, and 25, 2007 from 9:00 a.m. until 4:30 p.m.

Authenticated Users

When you click on the link to enter effort tracking information, you will have to enter your
first and last name, and the month and year for which you are entering information. You
also have to enter numbers in all four fields that ask you how many hours you spent in
various activities. If you did not spend any time on a particular activity, please enter a “0”.

My Upcoming Events
Huron High
Apr 17 2007 - 12:15pm
British Aristrocratic Art
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 3:00pm
Relief Printing in the late
20th Century
May 15 2007 - 1:00pm
Forsythe Middle Scheol
May 16 2007 - 1:00pm

more

Legout

Search

Ii
Search |

Submit Effort Tracking Form

First Name: *

Last Name: *
|

Menth: *
January x|

Year: *
[2006 -]

Hours Spent Preparing: *

Please enter the number of hours you spent on preparation this menth as a decimal number; e.g., use 2.25 for 2 and a quarter hours.

Hours Spent Touring: *

Hours Spent at CE Classes: *

Hours Spent at Outreach Sessions: *

+ Comment settings
» Authoring information

+ Publishing options

Preview Submit l

When you are done entering your information, scroll down to the bottom of the page and

click “Submit”.

24




Site and Training Documentation
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Review your information. If you need to make any changes, click the “edit” link just above
your first name, change as needed, and then click “Submit” at the bottom of the form.

The University

Home » Nessie

My Upcoming Events
Huron High
Apr17 2007 - 12:15pm
British Aristrocratic Art
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 3:00pm
Relief Printing in the late
20th Century
May 15 2007 - 1:00pm
Forsythe Middle School
May 16 2007 - 1:00pm

more:

Logout

Search

I—
Search I

of Michigan Museum of Art

Nessie

view edit

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Your Effort Tracking Form was created.

Last Name:

Becker

Month: March

Year: 2007

Hours Spent Preparing: &
Hours Spent Touring: 6

Hours Spent at CE Classes: 3
Hours Spent at Outreach Sessions: 10

UMMA Public
UMMA Inside
UMMA DAMS

You will not be able to access this completed form once you move on to another part of the
site. If you would like to report additional hours to the staff of the museum, please contact

them directly to do so.

RESOURCES

The “Resources” link in the navigation along the top of the site provides information that

the staff who maintain this site feel is necessary for using the site effectively.

For example, the “Resources” section includes a brief paragraph describing a file format
called Adobe PDF, which is used for Label Copy on this site. A link is provided to take you
to a site where you can download a program called Adobe Reader, which is used for

displaying these files on your own machine.

If you feel that some permanent description of a resource or concept might be useful to your
and other docents’ use of the site, please suggest it for inclusion in the “Resources” section.
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TROUBLE SHOOTING

If you would like help learning to use the site, or are experiencing technical difficulties,
please contact museum staff for assistance.

NOTES:
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CONTENT MANAGERS

MANAGERS, SUPER USERS, OUTREACH MEDIA
MANAGERS, AND FORUM MODERATORS

Important Note: This section of the training manual is written with the assumption that
content managers are familiar with the section of the training manual written for the
docents. Please review the latter section of the training manual if you have not already so
that you will be able to offer assistance to the docents, and answer questions about how to
use the site. Reading the section of the training manual written for the docents will also help
you anticipate the kinds of questions and requests you are likely to receive from the docents.
For instance, docents are instructed to email photos as email attachments to UMMA staff if
they need help converting their photo from another file format such as TIFF, to one of the
accepted file formats: JPG, GIF, or PNG format.

MEMBER DIRECTORY

The member Directory is a list of all of the primary contact information for the docents and
UMMA staff who are members of the UMMA Docents site. To access the Directory, choose
the Directory link from the top portion of the site (circled in the screenshot below).

In the Directory, you will find site members’ first and last names, email addresses, and phone
numbers. The Directory may be sorted alphabetically by member’s first or last names by
clicking on the “First Name” or the “Last Name” link at the top of the directory (circled in
the screenshot below).

y of Michigan Museum of Art -

Forums | Calendars | Tours | Label Copy | Qutreach | CE Classes | Directory | Resources | My Profile

Directory
imary Phone Email

kathekf@umich.edu
Bonnie Bantam 734-898-5746  bonniebantam@yahoo.com
Carolyn Kreger (213) 489-4747 nscholtz+2@gmail.com
Elizabeth Meier 734-555-1111  emeier@umich.edu
Faith Hunter 734-878-9296 nscholtz+4@gmail.com
Isabel Jacob 734-789-9898 nscholtz+1@gmail.com
Kathe Frassrand 111-222-333 kathe.frassrand@sbcglobal.net
Margie Morris 123-5678 marrism@umich.edu
MNessie Becker 734-898-5876 nscholtz+2@amail.com
Nicole Scholtz 734-222-0000 nscholtz@gmail.com
Thomas Hunter 724-898-4645  brmontgo@umich.edu
Veronica Decker (734) 766-5686 nscholtz+5@gmail.com
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As in all other areas of the site, you may click on someone’s name to view the public portion
of her member profile. To email another member, click on her email address in the directory
and your default email program will pop up showing a new email with her email address in
the To: field. If your email program does not pop up, you may copy and paste her email
address into an email.

To request additional fields or items be listed in the member directory, such as docents’
photographs, submit your request to John Turner and Pam Reister.

MEMBER PROFILES

Applies to: Managers

CREATING NEW USER ACCOUNTS

Quick Tip: Selected content mangers will be responsible for creating new
user accounts for docents.

To create a new user account:

Step 1: select adpinister = users then select the “add user” tab at the top of
the user list

Step 2: enter in the uset’s requested username and their email address =
enter a temporary password that includes numbers (for security purposes) =
select the “notify new user of this account” box

Step 3: enter an x in all other required fields with a red star beside them =>
select the “create new account” button at the bottom of the form

The docent you created an account for will receive an email that will list her username and
temporary password, and instruct her to click a link to access her user profile so she may
change her password and fill out her member profile forms.
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AN OVERVIEW OF MEMBER PROFILE FORMS

Quick Tip: To access a member’s (i.e., user’s) profile, click on a docent’s
name anywhere in the site, such as in the Member Directory described in the
previous section. You will be led to a page showing her public profile “view.”
From there, you may select the “edit” tab, located to the right of the “view”
tab, at the top of her profile.

Click on docent name => select the edit tab at the top of their profile.

There are four forms within a member profile (see screenshot below):

(1) account settings, (2) contact information, (3) docent status (a hidden field only Content
Managers and Administrators may access), and (4) profile.

Veronica Decker
= edit track

account settings contact infarmation docent status profile

Account information

ACCOUNT SETTINGS

In the account settings form (a section of which is pictured below), make sure the “Active”
button is always checked for all users. If the “Blocked” button is checked for a user, that
account will be blocked and that user will be unable to login to the site, although the blocked
user’s profile will still be viewable by other authenticated users.

You may need to help docents upload a personal photo to the site. Refer to Uploading
Photos in the docent section of the training manual for instructions.

Status:
O Blocked

& active

Picture
Upload picture:

Browse. ..

Your witual face or picture, Maximum dimnensions are 400x400 and the rmaxinnurm size iz &00 kB,
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CONTACT INFORMATION

As a content manager, one of your responsibilities may be checking members’ contact
information forms to make sure that all of the required fields are filled in propetly. Any
information docents enter in a text box that has the following message below will be kept
confidential and will only be viewable by UMMA staff and selected docent content
managers: “The content of this field is kept private and will not be shown publicly” (see
screenshot example below).

Street Address 1: *
1234 Maiden Ln

e content of this field is kept private and will not be shown publichy:

Any information docents enter into a text box that does not have this “kept private”
message below will be “shown publicly” in their member profiles (described below). Since
the UMMA Docents website is a members-only website, information that is “shown
publicly” will only be viewable by other docents and UMMA staff.

PROFILE

All information in the profile section of users’ member profiles is optional for them to share,
and includes:

e DPersonal or favorite website URL (web address)
e Biography
e Art Interests

Anything a docent puts in these three fields will show up on the front page “view” of her
member profile, which other docents may view by clicking on her name anywhere in the site.
If a docent would prefer to nof share some or all of the above three pieces of information,
please instruct her to keep these fields blank in her Profile form. A docent currently does not
have the option to not share her name, phone number, and email address with other
members in the member Directory of the UMMA Docents site.

DOCENT STATUS

Selected content managers will be responsible for filling in an additional Docent Status form
for each docent. Only administrators and content mangers given access to the Docents
Status form are able to see the contents of member’s Docent Status forms when they are
logged in. Please make sure every field in this form is filled out, to the best of your
knowledge, before submitting it.
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EFFORT TRACKING

Applies to: Managers

Create Links to Create an Effort Tracking Forms

Docents can currently only access the link to enter effort tracking information for a new
month from an announcement listed on the front page. See the directions for
announcements on page XXX for the details on how to do this.

An example of text you might enter in the body of an announcement to request that docents
fill out a new effort tracking form is:

It’s hard to believe, but July has already ended! Please take a moment to fill
out an <a href="/node/add/content_effort_tracking form>effort tracking
form</a> for July. Thanks for your efforts! I look forward to seeing you all
at the CE class on Japanese printmakers in mid-August. — Daisy

Viewing Existing Effort Tracking Forms

To view the list of effort tracking forms that have already been filled out:
1. Click on “Directory” from the links along the top of the page.

2. From the “Directory” menu that appears at the top left, click “List Effort Tracking
Forms”. The list that loads will show all completed 2007 effort tracking forms.

To view effort tracking forms from one month or a selected list of months:

1. Choose the month desired from the list of months just under “Month — One of” at
the top of the page. To choose multiple months, click on the first month desired,
then press and hold down “shift” on the keyboard while clicking on the last month
desired.

2. Click “Submit” to reload the list of effort tracking forms to display only the month
or months selected.
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UMMA Public

' The University of Michigan Museum of Art UMMA Inside
! UMMA DAMS

Forums | Calendars | Tours | Label Copy | Qutreach | CE Classes | Directory | Resources | My Profile

Home » Effort Tracking

Directory Effort Tracking
Administer Users Month Year
Create New User
Search for User IsOneOf ~| [IsOneOf |
List Effort Tracking Forms January 2006
February m 2007 m
March 2008
My Upcoming Events Agril 2009 Submit
Relief Printing in the late May 2010
20th Century June L |2011 |
May 15 2007 - 1:00pm July A 2012
August v [2013 |~
First Last Month Y Hours of Hours of Hours of Hours of
Logout MName Name on o Preparation Touring CE ‘Qutreach
Kathe Frassrand March 2007 5 4 6 6 tdrLhis
form
Search
| Nessie Becker March 2007 B8 6 3 10 it this
form
Search I > 2
Nicole Scholtz  March 2007 10 9.2 4.7 3 A this

form

To sort the order in which effort tracking forms are listed:

— Click on the column heading for any columns with headings in burgundy. Note that
the sort is alphabetical, which is not the most obvious way to sort a field like
“Month”.

To edit an individual effort tracking form:
1. Click on the “edit” link to the right of the details of the effort tracking form.
2. The form will load. Make any changes desired.
3. Click on “Submit” to submit the changes.

ANNOUNCEMENTS

Applies to: Managers

The front page, or page that all users see immediately upon logging in, consists of
announcements that only managers and administrators can make. Only the ten most recent
announcements will be visible. If more than ten announcements exist, a link will appear at
the bottom of the front page that the user can click to get to the next set of ten slightly-less-
recent announcements.

To create a new announcement:
1. Click on the UMMA logo in the upper left corner.

2. From the “Front Page” menu that appears at the top left when viewing the front
page, choose “Create New Announcement”.
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3. Enter a title in the “Title” field. This is a required field.

4. Enter the text for the body into the “Body” field. The following HTML tags can be
used to make text bold or italicized, and to create links to pages:

Bold Text -- <strong> and </strong> tags
— Put the text you want bold between <strong> and </strong> tags.
— Type in: This will show how to make a term <strong>bold</strong>.
» It will appear as: This will show how to make a term bold.
Italicized Text — <em> and </em> tags
— Put the text you want italicized between <em> and </em> tags.
— Type in: This is <em>italicized</em> text.
» It will appear as: This is #Zalicized text.
To Create Links -- <a> and </a> tags

— Put the URL you want to link to into the <a> tag like so: <a href="[URL
goes here|”>

— Then put the text you want to display that the person will click on to go to
the URL after the <a> tag. Then close the whole thing with an </a> tag.

For example:

— Type in: Here is a link to <a href="http://umma.umich.edu”>the public
UMMA site</a>.

* It will appear as: Here is a link to the public UMMA site.

To link to other pages within this site, you don’t need the http part or the site
name itself—you just need the part after the first slash (see below):

— Type in: Here is a link to the <a
href=""/node/add/content_effort_tracking form”> effort tracking
form</a> for docents to fill out each month.

» It will appear as: Here is a link to the effort tracking form for
docents to fill out each month.
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Faorums | Calendars | Tours | Label Copy | Qutreach | CE Classes | Directory | Resources | My Profile

My Upcoming Events Submit page

Relief Printing in the late
.

20th Century it

May 15 2007 - 1:00pm I'I'hanks for all your work in July
Body: *
It's that time again - please take a moment to £ill out your <a

Logout href="/node/add/content_effort_tracking form"=July 2007 effort tracking form</a> —-
all the staff and wisitors to the museum <em>appreclate your efforts
tremendously</em>|.

Search ‘Thanks -

I Danielle
Search |

+ Allowed HTML tags: =a= =em= <strong> <clte> <code> <ul= <ol> <liz <dl> =dt= <dd=>
+ Lines and paragraphs break automatically. : :
fo in

5. When you’re done writing the body of the announcement, scroll to the bottom of
the page and click on “Submit”. The announcement will automatically be posted to

the top of the front page, just below the “Welcome” message that is always the
topmost item.

tremendously</em>.

Search Thanks -

I Danielle
Search |

+ Allowed HTML tags: <a> <em> <strong> <clte> <code> <ul> <ol> <ll> <dl> <dt> <dd>
+ Lines and paragraphs break automatically.
More information about formatting options

Log message:

An explanation of the additions or updates being made to help other authors understand your motivations.

» Commient settings
+ Authoring information

} Publishing options

Preview Submit |
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UMMA Public

The University of Michigan Museum of Art UMMA Inside
UMMA DAMS

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Home = Thanks for all your werk in July

My Upcoming Events Thanks for all your work in July
Relief Printing in the late -
20th Century bl il
May 15 2007 - 1:00pm Your page was created.
Logout It's that time again - please take a moment to fill out your July 2007 effort tracking form -- all the staff and

visitors to the museum appreciate your efforts tremendously.

Search Thanks -

i Danielle

Search |

6. Check to make sure any links you’ve made in the body of the announcement are
working. If they are not working, follow the directions to edit an existing
announcement below.

To edit an existing announcement:
1. Click on the UMMA logo in the upper left corner.

2. Click on the title of the announcement you want to edit. If you do not see it in the
list of announcements on that page, you may need to scroll to the bottom of the
page and click on “next page” to see the next set of ten announcements.

3. Click on the “edit” tab to see the form where you can change the title or body of the
announcement.

Make any changes needed to the title or body of the announcement.

5. Scroll to the bottom of the form and click on “Submit”.

To delete an existing announcement:
1. Click on the UMMA logo in the upper left corner.
2. Click on the title of the announcement you want to edit. If you do not see it in the list

of announcements on that page, you may need to scroll to the bottom of the page
and click on “next page” to see the next set of ten announcements.

3. Click on the “edit” tab to see the form where you can change the title or body of the
announcement.

4. Scroll to the bottom of the form and click on “Delete”.

5. A new page will load that asks ““Are you sure you want to delete <your announcement
title>?”” If you are certain you want to delete your announcement, click on “Delete”.
The front page will reload with a message at the top telling you that your
announcement was deleted.
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TOURS

TOUR REQUEST

To create a tour request form, click on the primary navigation item “TOURS” located on the
dark green horizontal bar near the top of the page. Next click on the secondary navigation
item “Create Tour Request,” located in the left sidebar under the heading “Tours.”

The form which needs to be filled out has the same fields as on the traditional paper Tour
Request Form. The electronic version has features that the paper version does not, however.
First, certain fields labeled with a red asterisk are required to be filled in: when you attempt
to submit the form as described below you will receive an error message if any of these fields
are missing.

The field for the Star Docent is an autocomplete field: as you begin to type a docent’s name
in this field, a list of names will appear below the line of which you are typing which displays
all names in the system which begin with the letters you have typed so far. For example, in
the screen shot below, the user has typed the letter “N” and a select list has appeared
displaying the names “Nessie Becker” and “Nicole Scholtz.”

Star Docent:

Isahbel Jacob

You can use the cursor to highlight a name on the list, which can then be selected by clicking
on it.

Star Docent:

Carolyn Kreger
Elizaheth Meier
Faith Hunter

Isabel Jacoh v

Alternatively, you can continue typing until there is only one name left on the list, or until
you have typed in the full name yourself. For example, in this case, typing “Ni” results in a
select list with only one choice.

Star Docent:

i
icole Scholtz
articipating Docents:

E
Bonnie Bantam
Carolyn Kreger
Elizaheth Meier
Faith Hunter

Isabel Jacob v

NOTE: the autocomplete function is sometimes slow to perform.
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NOTE: it is important to realize that the names in question are system
usernames, which are not necessarily the same as the individual’s space-
separated first and last names. A complete list of users with username and
first and last names can be found by clicking on the primary navigation link
“Directory.”

The field for participating docents provides the choices in a select list. You enter names into
this field by holding the cursor over the name and clicking. You may enter as many names as
you like, but in order to enter more than one you must hold the Ctrl key down while clicking
on names other than the first one. Otherwise, previously clicked-upon names will be lost.
Entered names will remain highlighted in blue.

NOTE: the star docent’s name MUST be entered in the list of participating docents as well
as in the Star Docent field!

The final field, “Has this tour been reported on?” must have the value “No.” This is the
default value; unless it has been inadvertently altered it should be unnecessary to do anything
at all to it.

When you have finished filling in all of the fields you MUST click on the “Submit” button.
You can click “Preview” first to see if the form looks as you expect it to, but you MUST still
click on “Submit” afterwards.

If you submit the form, and then spot a field you would like to change, you may click on the
“edit” tab at the top of the place, and you be in the same situation in which were prior to
submitting the form. Make any changes and then click “Submit” to commit your changes.

EXHIBITION LABEL COPY

Applies to: Managers

This site provides a place to store and organize “Exhibition Label Copy”. Label copy is
intended to be provided as a PDF file. Information about the exhibition, such as curator
name, dates of the exhibition, etc., is provided so that staff and docents can easily find the
file sought.

To create new Exhibition Label Copy:

1. Before beginning, make sure that your PDF file is ready for upload. Give it a
meaningful name (usually the exhibition title is a good choice), and link words in the
name with the underscore character. For example, the PDF for the Imagining Eden
exhibition label copy might be Imagining Eden.pdf .

Click on “Label Copy” in the navigation at the top of the page.
3. From the menu that loads at the top left of the page, click on “Create Label Copy”.
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Content Managers

My Upcoming Events

Relief Printing in the late
20th Century
May 15 2007 - 1:00pm

Logout

Search

l—
Search |

" The University of Michigan Museum of Art

Submit Exhibition Label Copy

Exhibition Name: *

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Home » create content » Submit Exhibition Label Copy

UMMA, Public
UMMA, Inside
UMMA DAMS

|Frank Lloyd Wright: Drawings and Ephemera

Curator Name: *

|Do||y Lane

Brief Description: *

his is a description of this exhibit about Frank Lloyd Wright's drawings and

ephemera.

Status of Exhibition: *
ITemporan«' :l

If Permanent, Which Collection?:

=]

+ File attachments
r Comment settings

+ Authoring information

4. Fill in the following required fields: Exhibition Name, Curator Name, Brief
Description (this should be no more than five sentences long), and Status of
Exhibition (Temporary or Permanent). If the exhibition is part of the permanent
collection of the museum (Status of Exhibition: Permanent), also indicate which
collection it is part of: Western, Modern and Contemporary, Asian or African.

5. Click on the burgundy link just below the form entitled “File attachments”. This will
open up a few more options.

~ File attachments

included in RS5 feeds.

Attach new file:

|
Attach I

» Comment settings

+ Authoring information

Browse... I

Changes made to the attachments are net permanent until you save this post. The first "listed” file will be

zol

6. Next to the “Attach new file:” field, click on “Browse...”

A window will appear that shows files on your computer and/or the file servers
available to you. Navigate to the location where the PDF of the label copy is being
stored. Click on the file, then click “Open.” This closes the window that had
temporarily opened.
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8. 'The filename has now been filled in under “Attach new file:”.

* File attachments

Changes made to the attachments are not permanent until you save this post. The first "listed" file will be
included in RSS feeds.

Attach new file:

PR

Attach

» Authoering informaticn

k Publishing options

Preview i Submit | Delete i

9. Just below this filename, click “Attach”. After a few moments, the display of this
part of the screen should change, and the filename will be listed under
“Description”.

~ File attachments

Changes made to the attachments are not permanent until you save this post. The first "listed” file will be
included in RSS feeds.

Delete List Description Size

r T Ewhal‘:s reflective practice.pdf 121.62
http: ffummadocents cms si umich edufsites fummadacents cms siumich.edu/fles/whatisreflective practice 0.pdf KB

Attach new file:
T

Browse...
Attach |
* Comment settings

+ Authoring information

» Publishing options

Preview j Submit

10. At the bottom of the screen, click “Submit”.

11. Review the information you’ve submitted. If necessary, click on “edit” to make any
changes to the exhibition label copy information.

To edit existing Exhibition Label Copy:
1. Click on “Label Copy” in the navigation at the top of the page.
2. From the list of Label Copy, click on the exhibition title of the item which you
would like to edit.
3. The regular view of the item will appear. Click on the “edit” tab just above the
exhibition title.
4. Change the contents of any fields necessary. To change the file attached, delete the

existing file and attach a new one. Next to the “Attach new file:” field, click on
“Browse...”

5. A window will appeatr that shows files on your computer and/or the file servers
available to you. Navigate to the location where the PDF of the label copy is being
stored. Click on the file, then click “Open.” This closes the window that had
temporarily opened.
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The filename has now been filled in under “Attach new file:”. Just below this
filename, click “Attach”. After a few moments, the display of this part of the screen
should change, and the filename will be listed under “Description”, underneath the
file that was already attached.

T File attachments
Changes made to the attachments are not permanent until you save this post. The first "listed” file will be
included in RSS Feeds.

Delete List Description Size
'gwhansreﬂective practice.pdf 121.62

[vl [v
http:/fummadocents.cms.si.umich.edu/sites/ummadocents.cms.si.umich.edu/fies/whatis reflective practice 0.pdf KB

Eiea\«es.pdf ) 166.95

http:ffummadocents.cms si.umich.edu/sites/ummadocents.cms.si.umich.edu/files/leaves.jpg LC]

Attach new file: )
Browse...

_Attach |

+ Authoring information

¥ Publishing options

_ Preview Submit | _Delete |

Click on the empty box under the “Delete” box corresponding to the first file in the
list. When you click “Submit”; the first file will be deleted and the second one will be
attached to this label copy description.

6. At the bottom of the screen, click “Submit”.

OUTREACH SESSIONS

UPLOAD MEDIA

Applies to: Outreach Media Managers

Powerpoint files and other kinds of files to be used during outreach sessions are often used
for multiple outreach sessions. Because of this, these files are uploaded separately and kept
in their own list. When an outreach session is requested, that form points to a file from this
list, rather than being attached directly to the outreach session request.

You are in charge of uploading these files and making sure their titles, filenames and
descriptions are useful, and that multiple versions of the same or very similar file are not in
the list of files.

Note that the list view of upcoming and previous outreach sessions has a space that shows
the title of the associated Powerpoint file. These views are accessed by going to “Outreach”
from the main navigation along the top of the screen, and then selecting either “List
Upcoming Sessions” or “List Previous Sessions” from the menu that appears on the top left
of the screen. You can easily ascertain from this list view whether or not a Powerpoint has
been linked to a given outreach sessions request.
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1. Before beginning, make sure that your ppt (Powerpoint) file is ready for upload.
Give it a short, but meaningful name, and link words in the name with the
underscore character. For example, the ppt for a Powerpoint focusing on the
Imagining Eden exhibit might be Imagining Eden.ppt .

2. To upload a new file, choose “Outreach” from the main navigation along the top of
the screen. From the “Outreach Sessions” navigation that appears at left, choose the
first option “Upload Powerpoint File”.

’ \ UMMA Public
| The University of Michigan Muuseum of Art UMMA Inside
B = UMMA DAMS
Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile
Home » Events » Events —
Outreae pSE Events -
Splond RawetpdinbEile week | day | table | list | view all
Eate-Outreach-Rerlest “ April 2007 »
Create Outreach Report e Mon Tue Wed Thu Eri Sat
List Upcoming Sessions
List Previous Sessions 1] 2| 3] 4 5| 6| 7]
List Outreach Powerpoints
My Upcoming Events i i i
Relief Printing in the late ﬂ ﬂ E H g E ﬂ
20th Century
May 15 2007 - 1:00pm
it o] 6] B ] ] B “
Search | | |
[ 2| 2| 24] 25| 26| 27| 2|
Search |
2| 30|

3. Till in a descriptive title and brief (one sentence) description of the file. Both of these
fields are required to submit the form.

4. Click on the burgundy link just below the form entitled “File attachments”. This will
open up a few more options.

Outreach Sessions Submit Outreach Session PowerPoint
Upload Powerpeint File
Create Outreach Request
Create Qutreach Report
List Upcoming Sessions Description of PowerPoint Slides: *

List Previous Sessions [This shows many of Kokoschka's famous paintings and some lesser known drawings and three dimension
List Qutreach Powerpoints

Title: *
IKokoschka inm turn of the century Vienna

} File attachments

My Upcoming Events pEasmont cattings
Relief Printing in the late » Authoring information
20th Century
May 15 2007 - 1:00pm » Publishing options

Preview Submit I
Logout

5. Next to the “Attach new file:” field, click on “Browse...”
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e e+ e e e

¥ File attachments
Changes made to the attachments are not parmanant until you save this post. The first "listed" file will be included

My Upcoming Events in RSS feers.
Relief Printing in the late
20th Century Attach new file:

May 15 2007 - 1:00pm I Browse... |
Attach |

» Comment settings

Logout

Search » Authoring information

» Publishing options
ﬂl Preview | Submit

zotero @

6. A window will appear that shows files on your computer and/or the file servers
available to you. Navigate to the location where the ppt for the outreach sessions is
being stored. Click on the file, then click “Open.” This closes the window that had
temporarily opened.

7. The filename has now been filled in under “Attach new file:”.

~ File attachments

Changes made toe the attachments are not permanent until you save this post. The first "listed” file will be included
in RSS feeds.

Attach new file:
I!Users}'nschoilz}Documenls}kokoschka_pa.inlings. Browse...

Attach I

+ Comment settings

+ Authoring information

» Publishing options

Preview Submit !

8. Just below this filename, click “Attach”. After a few moments, the display of this
part of the screen should change, and the filename will be listed under
“Description”.

T File attachments
Ch anges made to the attachments are not permanent until you save this post. The first “listed" file will be
included in RSS feeds.

Delete List Description Size

W v Ekokoschka_paintings.ppt 10 KB

http:/fummadocents cms si.umich.edu/sitesfummadocents.cms.siumich .edu/files/kakoschka_paintings ppt

Attach new file:

| Browse... I
Attach |

9. At the bottom of the screen, click “Submit™.

10. Review the information you’ve submitted. If necessary, click on “edit” to make any
changes to the outreach session Powerpoint information.
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To edit an existing Outreach Session Powerpoint:

Click on “Outreach” in the navigation at the top of the page.

Choose “List Outreach Powerpoints” from the list that appears at the top left of the
page.

3. From the list of Outreach Powerpoints, click on the exhibition title of the item that
you would like to edit.

N —

UMMA Public
The University of Michigan Museum of Art UMMA Inside
UMMA DAMS

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Home » All Qutreach Powerpoints

Outreach Sessions All Outreach Powerpoints

Hipione Bowspokt Tie Title Deseription of File UpleadedOn  F e

Create Outreach Request — ) )

Create Outreach Report Diabls Art in Video Game Design: Diablo Apr 15 2007 - @ Dlablo.ppt

. and Beyond 8:46pm i

List Upcoming Sessions

List Previous Sessions This is about rock art made by rural  Apr 15 2007 - &

Bt Ol b Par it Rock Art children in Alabama in 2004-2006.  10:57pm ] ook t.pot
Slovak Artist Albin Learn about Albin Brunovsky, Slovak Apr 152007 - [
Brunovsky painter and printm aker 10:58pm B siovak prinmaker.pot

My Upcoming Events

4. 'The regular view of the item will appear. Click on the “edit” tab just above the exhibition
title.

UMMA, Public
. The University of Michigan Museum of Art UMMA Inside
\ UMMA DAMS

Forums | Calendars | Tours | Label Copy | Qutreach | CE Classes | Directory | Resources | My Profile

Home » Diablo

My Upcoming Events Diablo
Huren High
Apr 17 2007 - 12:15pm
Jackson Pollack
Apr18 2007 - 5:1ipm
British Aristrocratic Art
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 3:00pm Diablo.ppt 13KB
Relief Printing in the late

view edit

Description of PowerPoint Slides:
Art in Video Garmme Design: Diable and Beyond
Attachment Size

5. Change the contents of any fields necessary. To change the file attached, delete the existing
file and attach a new one. Next to the “Attach new file:” field, click on “Browse...”

6. A window will appear that shows files on your computer and/or the file servers available to
you. Navigate to the location where the PDF of the label copy is being stored. Click on the
file, then click “Open.” This closes the window that had temporarily opened.

The filename has now been filled in under “Attach new file:”. Just below this filename, click
“Attach”. After a few moments, the display of this part of the screen should change, and the
filename will be listed under “Description”, underneath the file that was already attached.

Click on the empty box under the “Delete” box corresponding to the first file in the list. When you

click “Submit”, the first file will be deleted and the second one will be attached to this label copy
description.
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~ File attachments

Changes made to the attachments are not permanent until you save this post. The first "listed"” file will be
included in RSS feeds.

Delete List Description Size

M~ 2 ;Diablu.ppl 13 KB
http:/fummadocer ms.si.umich.edu/si ummadocents.cms.si.umich.edu/files/ Disblo.ppt

r W |Red Diablo.ppt 5.5 KB

http://ummadocents cms_si.u mich edu/sitesfummadocents «ms si.umich.edu/files/682 last asst doc

Attach new file:

! Browse...

_Attach I

7. At the bottom of the screen, click “Submit”.

OUTREACH SESSION REQUEST

Applies to: Managers, Super Users, Outreach Media Managers

To create an outreach session request form, click on the primary navigation item “Outreach”
located on the dark green horizontal bar near the top of the page. Next click on the
secondary navigation item “Create Outreach Request,” located in the left sidebar under the
heading “Outreach Sessions.”

The form has a large number of fields, many of which are similar to the paper tour request
form. Certain fields labeled with a red (*) asterisk are required to be filled in: when you
attempt to submit the form as described below you will receive an error message if any of
these fields are missing.

The field for the Star Docent is an autocomplete field: as you begin to type a docent’s name
in this field, a list of names will appear below the line of which you are typing which displays
all names in the system which begin with the letters you have typed so far. For example, in
the screen shot below, the user has typed the letter “N” and a select list has appeared
displaying the names “Nessie Becker” and “Nicole Scholtz.”

Star Docent:

Izabel Jacoh

You can use the cursor to highlight a name on the list, which can then be selected by clicking
on it.

Star Docent:

Bonnie Bantam
Carolyn Kreger  —

Elizaheth Meisr
Faith Hunter
Isabel Jacoh ¥
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Alternatively, you can continue typing until there is only one name left on the list, or until
you have typed in the full name yourself. For example, in this case, typing “Ni” results in a
select list with only one choice.

Star Docent:
N
Micole Scholtz
articipating Docents:

E
Bonnie Bantam
Carolyn Kreger
Elizaheth Meier

Faith Hunter

Isabel Jacob v

NOTE: the autocomplete function is sometimes slow to perform.

NOTE: it is important to realize that the names in question are system
usernames, which are not necessarily the same as the individual’s space-
separated first and last names. A complete list of users with username and
first and last names can be found by clicking on the primary navigation link
“Directory.”

The field for participating docents provides the choices in a select list. You enter names into
this field by holding the cursor over the name and clicking. You may enter as many names as
you like, but in order to enter more than one you must hold the Ctrl key down while clicking
on names other than the first one. Otherwise, previously clicked-upon names will be lost.
Entered names will remain highlighted in blue.

NOTE: the star docent’s name MUST be entered in the list of participating docents as well
as in the Star Docent field!

The final field, “Has this Outreach Session been reported on?” must have the value “No.”

This is the default value; unless it has been inadvertently altered it should be unnecessary to
do anything at all to it.

When you have finished filling in all of the fields you MUST click on the “Submit” button.
You can click “Preview” first to see if the form looks as you expect it to, but you MUST still
click on “Submit” afterwards.

If you submit the form, and then spot a field you would like to change, you may click on the

“edit” tab at the top of the place, and you be in the same situation in which were prior to
submitting the form. Make any changes and then click “Submit” to commit your changes.
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CONTINUING EDUCATION (CE) CLASSES

Applies to: Managers

This site provides a place for staff to create Continuing Education (CE) Classes, and for
docents to view upcoming and previous CE Classes, both in list form and on a calendar.

To create new CE Classes:
1. Click on “CE Classes” in the navigation at the top of the page.
2. From the menu that loads at the top left of the page, click on “Create CE Class”.

Y UMMA Public
J L T The University of Michigan Miuseum of Art DR iskie
L Y UMMA DAMS
Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile
Home » Events » Events -
Continuing Education Events -
Classes week | day | table | list | view all
Create CE Class « April 2007 fad
List Upcoming Classes Sun Mon Tue Wed Thu Fri Sat
List Previous Classes
1 2| 3] 4 J 5] 2
My Upcoming Events
Relief Printing in the late
20th Century T T
May 15 2007 - 1:00pm 8 s 10| 11| 12| 13| 14|
Logout
15 16 17 18 19 20 21
J JJlrt J J.'llal:kson J J J
Search History Pollack
[ okt 5111 pm
Search | 2 KeBF
22 23 24 25 26 27 28
2| 23, 24| 25 26| 27| 28|
Aristrocratic
Art
7:00 pm

3. Till in the required fields, which are indicated with a red asterisk.
Although the start and end times for a CE class are not specifically indicated as required

tields, do make sure you change the dates and times for both these fields, as the default that
loads is the current time.
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UMMA Public

\ UMMA Inside
,\mmherdtxofmm[gan!lmﬂm e

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Home # create content = Submit Continuing Education Class

Continuing Education Submit Continuing Education Class
Classes Start date
Create CE Class
List Upcoming Classes lF IAP"I =) |200? i | 10 | :|10 =zl € am € pm

List Previous Classes

End date
14] | April ~[[2007 —[10 =|:|10 ~| & am ¢ pm
My Upcoming Events l_ll L2 =} |10 =]f10 < 2
Relief Printing in the late
20th Century Title: *
May 15 2007 - 1:00pm |
Pr {s): &
Logout I
Location: *
Search l
I Description: *
Search |

R

For the “Participating Docents” field, choose the docents who are expected to attend this
event. (For each docent whose name appears in this list, that docent will see this class in her
upcoming events when she is logged into the site.) You enter names into this field by
holding the cursor over the name and clicking. You may enter as many names as you like,
but in order to enter more than one you must hold the Ctrl key (on a PC) or the Apple key
(on a Mac) down while clicking on names other than the first one. Otherwise, previously
clicked-upon names will be lost. Entered names will remain highlighted in blue.

Location: *
|

Description: *

Participating Docents:
Class Instructor =
Elizabeth Meier m
Faith Hunter

Isabel Jacob

Limturner S

Ka

Contact Person: *
Contact Phone:

Contact Email.

» Comment settings
» Authoring information

» Publishing options

Preview I Submit |
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4. Scroll down to the bottom of the screen, then click “Submit”.

5. Review the information you’ve submitted. If necessary, click on “edit” to make any
changes to the CE class.

To edit an existing CE Class:
1. Click on “CE Classes” from the navigation at the top of the page

2. From the calendar view of CE Classes, click on the title of the item which you would
like to edit. Alternately, go to the list of upcoming classes (click on “List Upcoming
Classes”) or from the list of previous classes (click on “List Previous Classes”) and
click on the title of the class.

3. The regular view of the item will appear. Click on the “edit” tab just above the class
title.

Change the contents of any fields necessary.

5. At the bottom of the screen, click “Submit”.

FORUMS

There are three kinds of forum posts docents are able to make: (1) topics, (2) comments on
(i.e., replies to) topics, and (3) replies to comments (i.e., replies to other docent’s comments
on topics). In the section of the training manual written for the docents, detailed instructions
are provided on how to post, edit, delete, and track forum posts they are the author of.
Instructions are also provided instructions on tracking other docent’s comments on their
topic posts, and other docents replies to their comments.

Forum moderators will be responsible for moderating (i.e., editing or deleting) other
docent’s topic posts, comments, and replies. Selected content managers will also be
responsible for adding new forum topics and containers to the forum. Instructions on how
to complete these forum content management tasks follow.

MODERATING FORUM CONTENT

As a forum moderator, you will have the option of editing or deleting docent’s forum posts,
whether those posts are topics, comments, or replies to comments. Guidelines on what kind
of content may need to be edited or deleted from the forums will be provided to you by
UMMA staff.

Editing or Deleting a Forum Topic
To edit a docent’s topic, select the edit tab located to the right of the view tab at the top of a

docent’s topic post (circled in the screenshot below). When you are done editing a docent’s
forum topic, select the Submit button.
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1 heard about a Gallery in New York that has a silen|
that here.

» add new comment

To delete a forum topic, select the Delete button.

More information abouyformatting yptions

Preview Submit Delete

If you selected the Submit button, your changes will be saved and the revised forum topic
will visible in the Forums.

Editing or Deleting a Comment or Reply to a Comment

To delete or edit a docent’s comment on a topic, or a reply to a comment, select the delete
or edit button below the comment or reply (these links are circled in the screenshot below).
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Teacher involvement

Wi edit
Cutreach

Curing outreach events, teachers often ask me how they can get involved. I wonder |
way we can work on involving teachers more, or if anything, giving teachers some ma
use later to integrate what students learned in the outreach event with other aspect

are learning in class. &ny ideas?

¢ Surnmer School Outreach & fun art activity for First Graders

» add new comment

RE: teacher involvement

Messie Becker newr

&z a former elemmentary school teacher, I can tell you that teachers would really
appreciate the opportunity to receive materials to integrate what the kids learn
during outreach events. During the actual presentations, though, I think they
wiolld appreciate taking a break from a long day of teaching!

= delete | edit Dreply

Important Note: When editing comments and replies, remember that it is a two step
process: (1) select the Preview comment button, (2) then, on the next page, select the Post
comment button.

edit comment

k Adrninistration

Subject:
RE: teacher irvoheament

Comment: *

L=z a forwmer eletwentary School teacher, I canh tell you
appreciate the opportunity to receive materials to inf
during outreach ewvents. During the actual presentatiog
appreciate taking a break from a long day of teaching

e Allowed HTML tags: <a> <em>= <strong= =g
+ Lines and paragraphs break automaty 0

More information about formatting optfons | Preview comment
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Opportunity To Fecelve materals to Integrate what the Kids [garn during outreach e
actual presentations, though, I think they would appreciate taking a break from a |
teaching!

b

F Admministration

Subject:
RE: teacher involvement

Comment: *

Lz a former elementary school teacher, I can tell you that teachers
appreciate the opportunity to receive materials to integrate what CH
during outreach ewvents. During the actual presentations, though, I o
appreciate taking a break from a long day of teaching!

s Allowed HTML tags: <ax <em> <strong> <cite> <codes <ulz < } <dtz =
s Lines and paragraphs break autornatically.

More information about formatting options [ Presview cummeﬁt ] [ Post comment ]
N

~—__

As a forum moderator, you may find you need to edit or delete multiple topics, comments,
or replies posted by a particular docent. The most efficient way to do this is to click on the
docent’s name and select the track tab to the right of the edit tab at the top of their member
profile.

On the track page (see screenshot below), you will see a list of all of the content the docent
has authored, and you will be able to click on the links provided to access and edit or delete
particular types of content the docent has authored, such as forum topics, comments, and
replies posted by that docent. Note that if the type of content is a forum topic, but the
docent (e.g., “Isabel Jacob”) is not listed as the author beside the link to the forum topic in
their track page (in the example below, “Elizabeth Meier” is the author of the forum topic),
this means that the docent (e.g., Isabel Jacob) was the author of a comment on the topic, or
the author of a reply to a comment on the topic. In other words, by clicking on the name of
the topic, you will find that the docent (e.g., Isabel Jacob) was the author of a comment or
reply posted somewhere below the topic.
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Isabel Jacob
WiEw edit
Type Post Author Replies Last post
forurm ' 6 days 20 hours
topic Silent Gallery Walk Isabel Jacob 0 -
el c book for the Gallery? Isabel Jacob 2 3weeks 1h
e reate a guest book for the Gallery? sabel Jaco weeks our ago
forum . Elizabeth
@ Art History 101 £ 3 weeks 1 hour ago
forum 1 3 weeks 2 hours
; ]
e How do [ change my username? new Isabel Jacob S
forum . 3 weeks 2 hours
tapic Teacher involvement Isabel Jacob 1 ago
forum A : Elizabeth 3 weeks 2 hours
el & furn art activity for First Graders Meiar 2 -
forurm animals in Medieval Art - as part of the Middle &ges  Elizabeth 1 3 weeks 3 hours
topic Tour Meiar ago
forurm - M 3 weeks 3 hours
topic Knitting group invitation Isabel Jacob 0 -
forum ' R 3 weeks 3 hours
tapic Subhing email list new Isahel Jacob 0 ago
forum . . 3 weeks 3 hours
! 7
topic Can I sign up for email updates? new Isabel Jacob 0 ago

Contact a Docent about their Forum Posts

To contact a docent concerning their forum posts (e.g., to request that they correct
inaccurate information in an announcement), select the Directory link from the top
navigation in the UMMA Docent site, call them at the number provided, or click on the
email address of the docent you would like to contact. If you click on their email address, an
email form should popup addressed to that docent. If an email form does not popup, you
may cut and paste the email address of the docent into an email.

When emailing docents about forum posts you would like them to edit or delete, it is
recommended that you find the posts you are writing them in regards to, select the entire url
/ web addtess in the address bar of your web browset, copy it, and then paste this utl / web
address in your email to the docents. This will allow them to click on the link in their email
and instantly access their forum post to edit or delete it.

ADDING CONTAINERS

With the current configuration of the forum, there are only forums, and no containers. A
gu ) y >

forum is a category like Tours and Administrative and Technical Support that docents may

post topics within. “Container” is a term for larger categories that may someday become

necessary to add if many additional forums are added to the forums section of the UMMA

Docents site. In the example below from a site with many different forums, “General” and
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“Support” are containers (circled in the screenshot below) that forum topics are organized

within.

Forum Topics Posts Last post

General

L o support guestions here!

Mews and announcements
293 0172

Support

bug reports. Remember all suppaort on this
forum tips for ing hints.

Pre installation questions
1838 7965

7 hours 23 min ago

For news and announcerments to the Drupal community at large., by rcross
General discussion
. . . . 34 min 5

For less technical discussions about the Drupal project. Mot for 21928 37415 b ':nlzlt =BC ago
support guestions! yip

Drupal showcase

. ) ) 16 min 58

Showrcase your site to others, maybe share a litkle about it - 1965 Q355 b Lnlljnn .asec agn
modules, theme, why you used Drupal, ¥ yiay
Events 200 1150 22 hours 28 min ago
For events, conferences and other Drupal happenings., by fantasia2008
Usability feedback oo - 5 hours 34 min 3go
For interface guidelines, mockups, and usahbility feedback, by samlogan

3 hours 56 min ago
Is Drupal a wiable solution for my website? by andrewlevine

While containers are great at helping forum moderators organize different kinds of forums,
the drawback of using containers is that it is not possible to post a topic to a container. It is
only possible to post a topic to a forum. Using the dropdown list pictured below to post a
topic to a forum, it is not always clear from the naive user’s perspective, judging just from

the dropdown list, that it is not possible to post a topic to a containet.

53



Site and Training Documentation Content Managers

Submit Forum topic

Subject: *

— = Categories

Forums: *
EGeneraI iv]
General [1

-Mews and announcements
-General discussion
-Drupal showcase

-Events

-Usahility feedback
Support

-Pre installation questions s to yo
~Installation problems
— -Upgrade problems

When a user accidentally selects a container to add a new topic to, they see an error message
that looks something like this:

Submit Forum topic

The item General is only a container for forums. Please select one of the forums below it.

Subject: *
posting to 3 container

-~ Categories

Forums:

IGeneraI M

Many users would unfortunately feel so frustrated by seeing this error message that they
might decide to not post their new topic to a relevant forum. Your site administrator may
develop or discover a solution to this problem. Until then, we recommend not adding
containers until containers seem necessary to organize the large number of forums available
on the UMMA Docent site. If you add containers, it is important to provide some basic
training or instructions to the docents on how to add topics to forums within containers
(rather than attempting to post to a container).
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TROUBLE SHOOTING

In most cases, if someone’s new or edited forum post does not show up in the forums, it is
probably because they selected the Preview button, and failed to select the Submit or Post
button on the second preview page they were brought to.

As in other forms on the UMMA Docent’s site, all required fields must be filled in (indicated
by red stars beside them), in order to submit a form. In the forums, new topics, comments,
and replies to comments always need to have a subject and a body. Thus, if docents are
having trouble posting to the forums, you may want to ask them if they are filling in the
subject and the body field of a post.
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USER MANAGEMENT AND WORKFLOW

USER ROLES

The following is a list of roles that were created for the UMMA docent website. Each role
name is followed by the previously identified users who would fulfill those roles. Specific
names are subject to change as determined by UMMA administration.

Administrator (e.g., John)

Manager (e.g., Debbie, Pam)

Super User (e.g., Dusty, Jann, Jane)

Outreach Media Manager (e.g., a group of 4 docents, as yet unidentified)
Forum Moderator (e.g., specific docents, as yet unidentified)
Authenticated User (all docents)

A category of users will also be allowed to do the tasks permitted by all categories of users
listed hierarchically below. For example, a Super User can do all the things a Forum
Moderator, and Authenticated User can do.

ACCESS CONTROL

The following is a description of the access control associated with each role in the docent
website. As above, we have identified specific users where possible.

Administrator

All administrative tasks (Change Drupal installation, add modules, etc.)

Manager

Any account/profile creation, editing/deleting
Label Copy uploading, editing/deleting

Tour Report editing/deleting

Tour Request editing/deleting

Effort Tracking Form editing/deleting
Announcement (page) editing/deleting

CE Classes creation, editing/deleting
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Super User
Please note: this role is not called Event Users, because these people may not always be
limited to Event creation.

— Tour Request creation, editing/deleting

— Odutreach Session Request creation, editing/deleting

Outreach Media Manager
— Outreach Sessions Powerpoint creation, editing/deleting
— Odutreach Session Request editing/deleting

Forum Moderator
— Forum container creation, editing/deleting
— Forum post relocation (to another container)
—  Other people’s forum post editing/deleting

Authenticated User
— Own profile editing
— Own forum post creation, editing/deleting
— Comment creation and editing/deleting (only used in forums)
— Tour Report creation
— Odutreach Session Report creation
— Effort Tracking Form creation

Approval, Classification, and Removal of Content

The following defines the process used for approving, classifying, and removing content
items for and from the docent website.

Super Users will be able to create and edit Tour Requests, but these will go into a
moderation queue for the site Manager to approve. Alternatively, tours may be posted with
text in a particular color to indicate to a viewer that a Star Docent has not been assigned,
reflecting the practice in UMMA’s previous use of WebCalendar.

Outreach Media Managers have the ability to create, edit, and delete Outreach Session
Powerpoints. This content type is associated with Outreach Session Requests, which
Outreach Media Managers can also edit, in order that they correctly link the Request to the
appropriate Powerpoint.

Forum Moderators have the ability to create, edit, and delete containers. They can also
relocate a forum post as necessary. In addition, Forum Moderators have the authority to
delete any user’s post from a forum. UMMA will decide what guidelines will be applied to
posts and the steps Forum Moderators will follow in the event that inappropriate material is
posted by a user.
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For the most part, Authenticated Users are able to control their own content, including
creation, editing and deleting.

For more detailed visual reference, screenshots of Access Control
configuration settings follow below. Fach reflects specific access privileges
granted to different user types.

access control
permissions | roles | 3ccess rules
Permission administrator anonymous user authenticated user forum moderator manager outreach media manager super user
basicevent module
create events g O 0 0 g g
edit own events O 0 ] O O 0
block module
administer blocks O O O D O 0
use PHP for block visibility O 0 O O O 0
comment module
access comments O t
administer comments O O i
post comments 0 @
post comments without approval O ] ) 4]
contemplate module
administer templates O 0 O0 O O 0
content module
administer content types g0 gd 0 O 0 a
create content_continuing_education content O a0 O M d O
create content_effort_tracking_form content ¥ O ] O O ]
create content_exhibition_Iabel_copy content o} O O O ] O 0
create content_outreach_session_powerpo content ) 0O 0 O iG] ™ ]
create content_outreach_session_report content O O O O g
create content_outreach_session_request content ™ 0 O ™ 0
create content_tour_report_form content O ) 0 g O
create content_tour_request_form content ] O 0 O 4] O
edit content_continuing_education content O O O O ]
edit content_effort_tracking_form content O ] O O O
edit content_exhibition_label_copy content 0 0 0 " O O
edit content_outreach_session_powerpo content O ad i} 0 ] ]
edit content_outreach_session_report content ] 0 0O O O 0
edit content_outreach_session_request content ] O 0 O iG] O O
edit content_tour_report_form content ] O O O O 0
edit content_tour_request_form content O O o ™ O
edit own content_continuing_education content O O ) 0O O
edit own content_effort_tracking_form content O 0 O O a
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access control

permissions roles access rules

Permission administrator anonymous user authenticated user forum moderator manager outreach media manager super user

edit own content_outreach_session_powerpo content il el M O

edit own content_outreach_session_report content O O | O O 0

edit own content_outreach_session_request content 0 ! ! O O

edit own content_tour_report_form content O O O ] O

edit own content_tour_reguest_form content | il O O
filter module

administer filters O O O 7 O
forum module

administer forums ] 0O 0O [ dl [

create forum topics O

edit own forum topics O
members module

access members list ]
menu module

administer menu 0 0 || | O |
node module

access content O

administer nodes ] 0 | rl

revert revisions 0 0 | I

view revisions 0 0 | 0
page module

create pages ¥ O O O ¥ O O

edit own pages 0 0O 0 0 |
path module

administer url aliases 0 0 0 || 0 |

create url aliases 0 0 0 0 0 0
search module

administer search 0 O 0 || i |

search content 0O
system module

access administration pages 0 O 0

administer site configuration 0O O | 0 il |

select different theme O O O O O |

taxonomy module
administer taxonomy O 0 0 0 0 |
upload module

upload files F Fl
view uploaded files O
user module
access user profiles O
administer access control 0 0 0 | el ||
administer users D D D D D
change own username ] el O O O O
views_ui module
administer views O O O O O |
Save per
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CURRENT MODULES

The UMMA Docent site takes advantage of the forum, menu, profile, search, taxonomy
modules which are included in the Drupal core. Their use is discussed as needed in the
Administer sections below.

VIEWS

“The views module provides a flexible method for Drupal site designers to control how lists
of content (nodes) are presented. [... | This tool is essentially a smart query builder that,
given enough information, can build the proper query, execute it, and display the results.”"

The Views module was used extensively to implement the information architecture of this
site. It was used to dynamically generate blocks which display all upcoming events for the
current user, for example, by pulling together all nodes which have a user reference to the
current user. It accomplishes this through the use of arguments and filters and which control
the queries made to the database. The way in which the views were constructed is detailed in
the Administer Views section below.

CONTENT CONSTRUCTION KIT (CCK) MODULE SUITE

The Content Construction Kit allows one to create custom content types. The inclusion of
helper modules fieldgroup, nodereference, number, optionwidget, text, and userreference
allows you to add custom fields to them. For example, a content type may have a field which
is a reference to one or more of the nodes of a different content type. Several custom
content types are in use by the UMMA Docent site. The field configurations and settings for
each of them are detailed in the Administer Content Types section below.

EVENTS

“This is a simple module to keep track of events and show them to users in various calendar
displays. It also provides an event API to allow other modules to store and work with date
data.”” This site does not use the event content type created by the Events module; it makes

I From the official Drupal site description of the views module, at http://drupal.org/project/views.
Retrieved April 14, 2007.
2 From the official Drupal site desctiption of the events module, at http://drupal.org/project/event.
Retrieved April 15, 2007.
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extensive use of the ability to store and work with the date data associated with other
content types. Events stored as custom content types created for the site are displayed in the
calendars provided by this module.

CONTENT TEMPLATE (CONTEMPLATE)

“The Content Template (a.k.a. ConTemplate) module allows modification of Drupal's teaser
and body fields using administrator defined templates. These templates use PHP code and all
of the node object variables are available for use in the template. An example node object is
displayed and it is as simple as clicking on its properties to add them to the current template.

This module was written to solve a need with the Content Construction Kit (CCK), where it
had a tendency toward outputting content in a not-very-pretty way. And as such, it dovetails
nicely with CCK, adding a "template" tab to CCK content-type editing pages and pre-
populating the templates with CCK's default layout. This makes it easy to rearrange fields,
output different fields for teaser and body, remove the field title headers, output fields
wrapped for use with tabs.module (part of JSTools), or anything you need.”

Without the contemplate module, the order of the fields in the site’s custom content types
display in a different order than they do in the form which creates the nodes. The use of
contemplate tom correct the problem is detailed in Administer ConTemplate.

Configuring ConTemplate

The Content Template module, also known as ConTemplate, provides a template tab on the
content creation form generated by the CCK module. It allows those with access privileges
to exercise a certain amount of control over how CCK content forms are displayed without
needing to write new templates. The template tab gives the user access to the code which
determines how various fields are displayed. On this site, the only use made of ConTemplate
is to affect the order in which the fields are displayed. As many forms have more than
twenty fields it is not possible to control display order with weights alone. The user simply
cuts and pastes the appropriate “divs” in the templates provided until the desired order has
been reached.

FRONT PAGE

The Front Page module allows site administrators to easily create and edit customized front

pages for each user type via the Drupal administer — settings menu. For example, the Front
Page module may allow site administrators to create a page that anonymous users will see

3 From the official Drupal site description of the contemplate module, at
http://drupal.otg/project/contemplate. Retrieved April 15, 2007.
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that explains what the purpose of the UMMA Docents site is and that reminds Docents how
to set up an account. Another front page may be displayed to logged-in Docents (i.e.,
Authenticated Users), Forum Moderators, and Super Users, for example, showing them
announcements and a calendar of events. Yet another customized front page could be
displayed to Administrators and Managers, for example, offering them links relevant to
creating, editing, and moderating site content. Using a new feature of the 4.7 Front Page
module, a notice may be automatically generated for all authenticated users on the front page
who have not logged in to the site for a set period of time.

An administrator familiar with PHP may incorporate “Sliced Bread” PHP Snippets [see
examples at http://Drupal.org/node/23220] into each front page to offer more dynamic
content. PHP “snippets” are small blocks of PHP that allow administrators to display
dynamic content “hooked” from the SQL database, such as: recent changes made to the site;
lists of different users sorted by user type with links to edit their roles; and other dynamic
content relevant to the needs of the user type the front page is being configured for. For
example, the notice generated for authenticated users who have not logged in for a set
period of time (e.g., in more than two weeks) could incorporate a PHP snippet to display
several announcements that have been posted since they last logged in.

MEMBERS

The Members module provides an alternative to the default users directory in Drupal,
accessible by selecting adpuinister = users. Anytime you choose the following Visibility setting
within a profile field (accessible via administer => settings => profiles):

Public field, content shown on profile page and on member list pages

the field will automatically become visible within the “Columns to show” menu within the
Members module administrative menu interface. In other words, if you created a new
“Favorite Restaurant” profile field to allow Docents to enter their favorite restaurant in Ann
Arbor in the profile, and selected the above visibility setting, a “Favorite Restaurant” field
would show up in the Members module “Columns to show” menu. If you would like a field
to remain public, but now show up on member list pages (and therefore in the Members
module “Columns to show” menu), select the following visibility settings within the profile
field:

Public field, content shown on profile page and on member list pages

Updated versions of the Members module, in addition to patches, support, and
development information for this module, may be found at:
http://drupal.org/project/members.
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ADMINISTER FRONT PAGE

NOTE:

Front Page displays the page associated with the highest level of access or
site privileges a user has. In other words, if a docent is a forum moderator,
s/he will see the forum moderator front page when s/he logs in, since the
forum moderator role is associated with a higher level of access than an
authenticated user role. Thus, if the goal is to deliver the same content to
forum moderators, the SAME AS AUTHENTICATED option might be
selected, whereas, if the goal is to deliver similar, yet some additional content
to forum moderators, text or code could be copied and pasted from the
Authenticated User front page text box into the Forum Moderator front
page text box, and customized as needed.

Front Page installation and configuration:

1. Access the Front Page module and module documentation at:
http://drupal.org/project/ front

2. Download the version you want of the module.
— Note that this module is under active development.

— As of April 2007, version 4.7 had last been updated in January of
2007, and version 5.x had last been updated in February of 2007.
3. Upload the Front Page module to the modules folder.
No changes need to be made to the SQL database.

2

5. Select “administer,” then “modules,” check the box beside front_page to
enable the module, and then click “save.”

6. No additional steps need to be taken in the Access Control panel to enable
access to the Front Page module menu interface.

Detailed configuration instructions for Front Page:

1. On the administrator menu, choose “administer,” then “settings,” and then
front_page to customize settings for Front Page.

2. The first expandable menu is Front Page for anonymous users. In each
expandable menu of this kind, you will see:

— An expandable menu for each user type’s front page settings

— A text box you may enter or cut and paste text, HTML, and/or PHP
into.

3. Each user type’s front page may be configured to display as one of the
following:

64



Site and Training Documentation

— THEMED means your default layout, theme and stylesheet will be
loaded with your custom front_page;

— FULL allows you to have a completely different layout, style sheet
etc.

— REDIRECT will automatically redirect visitors already logged in to a
specific page specified in the REDIRECT TO box.

— SAME AS AUTHENTICATED will display the same content as
for Authenticated (logged in) users.

In the “Redirect to” box, if you selected “Redirect” from the “Select type”
drop-down menu, you may enter the node (e.g.,
umma.cms.si.umich.edu/node3) that you want users to be redirected to once
they have logged in.

The last option is to “Allow embedded PHP code in front page for
authenticated users.”

— If you observe error messages in a user-type’s front page, one simple
trouble-shooting step you may take is to go back into that user type’s
front page settings and make sure this “Allow embedded PHP code”
option is checked.

Select the “Save configuration” button to implement changes.

Login as the relevant user-type(s) to view the front pages configured for
those user-types.

NOTE:

the foll

For this site, unauthenticated users receive a custom front page when they
land at the site. Because this site utilizes primary links, it was necessary to add

(relevant code is underlined):

<?php global $user; if ((Buser->uid !'= 0) &&
(isset($primary_links))) { ?><div id="primary'><?php print
theme("links”" ,$primary_links) ?></div><?php } ?>

Without this, the My Profile primary link will display to unauthenticated
users on the front page.

owing PHP code to the primary links section of the page.tpl.php

ADMINISTER MEMBERS

Members module menu interface: To change the settings within the Members module,

select: administer —> settings—> members.

Primary steps

for configuring Members:
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2

1. Select “Roles to show,” or, in other words, user types whose names and
associated information you would like to show up in the members Directory.
Choices include:

— administrator

— authenticated user

— forum moderator

— manager

— outreach media manager

— super user

2. Select “Columns to show.” See note below about which fields show up by
default in this menu. Current choices include:

— Roles (e.g., Bonnie = Manager, Sarah = Authenticated user)
— Username

— Tirst Name

— Last Name

— Personal (or Favorite) Web Site URL

— Biography

— Art Interests

— Last Seen

3. You have the option to “Obfuscate e-mail addresses using JavaScript. When
checked, email addresses will not be included directly in the HTML source to
deter spam crawlers. Note: this requires users have a JavaScript-enabled
browser.

4. You may also select a “Truncated field length.” If this field is set to zero, all
fields are as large as they need to be to fit the content, whereas if you set a
number, all fields will be truncated to this length to preserve the table layout.

5. Select Save

ADMINISTER CONTENT TYPES

There are eight unique and sometimes interrelated content types created with the CKK
module. These content types and the associated views and navigation form the core of the
most complex aspects of creating and maintaining this site.

To create new content types and new fields in content types, as well as to edit existing
content types and their fields:

1. Go to adpminister => content => content tjpes.
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My Upcoming Events

Huron High
Apr17 2007 - 12:15pm

.~ The University ef Michigan Museum of Art

content types

list

add content type

Melds

UMMA Public
UMMA Inside
UMMA DAMS

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Home » administer » content » content types

Jackson Pollack Label Name Description Operations
Apr18 2007 - 5:11pm Continuing = - This Is for continuing education ; :
British Aristrocratic Art Education Class cantentucontinfing-education events/classes for docents. POt -clpleater e
G ST Effort Tracki Tracks h docent volunt
Steiner Schiool Ot I18eKIng  content_effort_tracking_form THE RS MOLTS B COCAIE YONRSSSTS.  edit diplicate: dalete
Form each month
May 2 2007 - 3:00pm
Relief Printing in the late Exhibition Label content_exhibition_label_copy Label copy for an exhibition in PDF edit duplicate delate
20th Century Copy formiat
May 15 2007 - 1:00pm =
DUUEBCD Session content_outreach_session_powerpo Slides used in Outreach Sessions edit duplicate delete
mare PowerPoint
Outreach Session ., nvant_outreach_session_report  RCPOMtS On Outreach Sessions alter o4y gy piicate delete
Report they have been given
Logout
Created by a manager or superuser
Out h S 1 5 o
R:q:;a:t s content_outreach_session_request when an outreach session is adit duplicate delete
Nicole Scholtz requested
» create content Tour Report content_tour_report_form Beportion;atoupatierthe sournhas S8 duplicate delete
recent posts been given
my account { | A .
¥ Tour Request content_tour_request_form S e T D B edit duplicate delete

= administer
access control
blocks
categories

when a tour is requested

2. Clicking on the label name of a content type takes you directly to the “manage
tields” screen where individual fields in that content type can be configured, and
have different weights or groups applied (for display in the form view only).
Other tab links are edit, display fields, add group, add field, and template.

E.g,

Continuing Education Class

edit manage fields display fields add group add field template
There are no groups configured for this content type.
Label Name Type Weight Group Operations
event_start event start event_start 10 v
event_end Bye event end -10 =
title title title w8
Presenter(s) field_presenters Text |-3 Rl lNo group ~| configure remove
Location field_location Text |—2 :l INO group LI configure remove
Description  field_description Text |-1 | |N0 group x| configure remove
Rartjinating field_participating_docents_0 e |2 j |N0 rou j configure remove
Docents = - —" Reference g9 P )
Contact = :
Patsin field_contact_person_0 Taxt [3 = |No group [ configure remove
anfack field_contact_phone Text |4 :| INo roup :| configure remove
Phone - S 9
Concac field_contact_email_0 Text |5 j INo group LI configure remove
Email s i o

Update

The configure tab link takes you to a screen where certain properties of that field can be
changed, such as whether multiple values are allowed, whether it is a required value, whether
there is a default value (and what it is), and so forth. The type of field (text, integer, user
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reference, etc.) cannot be changed once a field has been created, and cannot therefore be
changed in this section.

The edit tab link shows a screen where basic properties of the content type can be
configured: the human readable name of the content type, a description (visible only in the
list of content types at administer => content => content types), help text (which does not currently
appear as expected, so do not use this function of CCK), and the title field. The title field is a
required text field whose label name can be changed, but in certain content types the need
for such a field simply does not exist. In the detailed explanation of content types ahead,
these required text fields are identified so you can be ready for them.

The “display fields” tab link allows you to change certain properties of the display of fields in
full node and teaser form. Note that these settings will not affect display of the form view of
a content type.

Continuing Education Class

edit manage fields display fields add group add field template
Field Type Label Teaser Full
Presenter(s) Text [Above x| [Default | [Default =
Location Text [Aoove -] [Defauls | [Default -
Descripticn Text _:\A.bove " :.DeFaﬁFl ' Defau!: bl

Participating Docents User Reference :Above vf | Default - ;5e-f'éufux -*
Contact Person Text [Above '* Default ' [Default 'J
Contact Phone Text T-Above 'ﬂ; _J-.Defauit ' :'Defauft "J
Contact Email Text T.Above j _J..Defaufl _j" | Default '
_ Submit |

The add group tab allows you to create a group name within which fields can be placed in
the form view of a content type to allow for more granularity in ordering fields and
collapsibility so that long forms are less unwieldy.

The add field tab allows you to create new fields. An existing field from an existing content
type can be recycled, and will inherit settings from that content type. This makes creating
parallel content types with many fields in common especially fast and convenient, and has
other advantages when creating views (see page 79) that might pull from multiple content
types based on similar fields.

The template tab allows you to change the display order of fields and other parameters of
the display of full node and teaser versions of a particular instance (node) of a content type,
especially useful for displaying fields in the proper order for particularly complex content
types. This template tab appears courtesy of the contemplate module (see page 63). The
templates make use of php, and should be altered with care.

Further important settings are found at administer = settings => content types.
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UMMA Public

The University of Michigan Museum of Art UMMA Inside
UMMA DAMS

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Home = administer » settings » content types

My Upcoming Events content types
Huron High
Apr 17 2007 - 12:15pm Type Srctaions
Jackson Pollack forum topic CO"‘:ﬁgh re

Apr 18 2007 - 3:illpm

British Aristrocratic Art
Apr 28 2007 - 7:00pm Continuing Education Class configure

Steiner School

page configure

Effort Tracking Form configure
May 2 2007 - 3:00pm ——
Relief Printing in the late Exhibition Label Copy coenfigure
20th Century Outreach Session PowerPoint configure
May 15 2007 - 1:00pm

Qutreach Session Report configure

more
Outreach Session Request configure

Tour Report configure
Logout P 9

Tour Request configure

avent coenfigure

Nicole Scholtz

» create content

recent posts

my account

administer
access control
blocks

]

Selecting “configure” gives the following headings and options:

1. Default options (published, in moderation queue, promoted to front page, sticky at
top of lists, and create new revision). These can only be overridden by those user
roles with the “administer nodes” permission.

2. Default comment setting (disabled, read only, and read/write).

3. Attachments (disabled, and enabled).

Show in event calendar (all views, only in views for this type, and never). This is an
option because the event module is installed (see page 62). Content types which

should be viewable in the general event calendar should have the “All views” option
selected.

The following details the information architecture and any special details about each content
type created for this site

CONTINUING EDUCATION CLASS

Show in event calendar.
— Start Date/Time

— Location
— Description
— Docents attending — displayed as a pick list of all active docents
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Contact Name
Contact Phone
Contact Email
(Authored By)
(Authored On)

Comments: disabled
Taggable: disabled

Site Administrators

EFFORT TRACKING FORM

This form is only available to docents from a link in the text of the logged-in landing page, which the
administrator adds by hand as needed.

First Name

Last Name

Month

Year

Hours spent preparing
Hours spent touring
Hours spent at CE classes

Hours spent on outreach
(Authored By)

—  (Authored On) — displayed as “Uploaded On” in list view
Taggable: Disabled
Comments: Disabled

EXHIBITION LABEL COPY

Exhibition Start Date
Exhibition End Date
Exhibition Name

Brief Description
Status:
o Temporary
e Permanent
- Western
- Modern/Contemporary
- Asian
- African

(Authored By)
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(@) indicates items that are created automatically

Bold fields are the one text field per CCK content
type that Drupal requires when a content type is

created

Italicized fields are not required to be filled out

display in list or other truncated views of the
content type

Red (also indicated with single underline) fields can
only be changed and viewed by administrators of
that content type

Blue (also indicated with double underline) fields can
only be changed and viewed by authors or
administrators of that content type
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(Authored On)

Taggable: Disabled

Comments: Disabled

Site Administrators

TOUR CONTENT TYPES (2)

Tour Request

Show in event calendar.

Once a Tour Request has been created, when viewing or editing the node itself, a view is
called that displays brief information and a link to the corresponding Tour Report at the
bottom of the node display. If the tour has not yet been reported on, text appears that
indicates this. For further information about this, see page 79.

Most of these fields specifically come from a form currently in use by the client.

School District
Address
Grade, Age, or N/A — choose one
Grade or Age — text field
o Adults
.« K-12
« UM students
« non-UM college students
« Public
IfK-12,
« Kindergarten

 Elementary
« Middle School

KEY: Notations and Color-coding
(@) indicates items that are created automatically

Bold fields are the one text field per CCK content
type that Drupal requires when a content type is
created

Italicized fields are not required to be filled out

display in list or other truncated views of the
content type

Red (also indicated with single undetline) fields can
only be changed and viewed by administrators of
that content type

Blue (also indicated with double undetline) fields can

only be changed and viewed by authors or
administrators of that content type

« High School

Led By

o Docent

o Staff

o Self-guided

o Collections Visit
Star Docent

Participating Docents — displayed as a pick list of all active docents

Special Needs
Special Interests Reguests

Has group ever visited Museum before?
e Yes
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« No

o Unsure
Bus money requested?

e Yes

« No

« N/A
Person Booking Tour
Contact Name
Contact Phone
Contact Email
Request Taken By
Request Taken On Date/Time
Confirmed By
Confirmed On Date/ Time

Has this tour been reported on?
O Yes
O No (default)

(Authored By)

(Authored On)

Taggable: Disabled
Comments: Disabled

Tour Report

Site Administrators

KEY: Notations and Color-coding

(@) indicates items that are created automatically

Bold fields are the one text field per CCK content
type that Drupal requires when a content type is

created

Italicized fields are not required to be filled out

display in list or other truncated views of the
content type

Red (also indicated with single undetline) fields can
only be changed and viewed by administrators of
that content type

Blue (also indicated with double undetrline) fields can
only be changed and viewed by authors or
administrators of that content type

No truncated or list view exists for this content type, therefore no items are in purple.

Tour being reported on — this is a node reference to a ziew consisting of brief
identifying information from the Tour Request content type, only for tours that

have not yet been reported on
Students

« Total

« Number of Minorities

o Number of Special Needs
Adults

o Total

« Number of Minorities

« Number of Special Needs
Docent Tour Group

Participating Docents — displayed as a pick list of all active docents

Theme — this is the required text field created at the bottom of the create new

content type page
Points emphasized
Objects Toured
Special Techniques
Teacher/ adult attitude
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Student attitude/ behavior
Additional comments

Site Administrators

Nontonring Docents — displayed as a pick list of all active docents

(Authored By)
(Authored On)

Taggable Disabled
Comments: Disabled

OUTREACH SESSION CONTENT TYPES (3)

Outreach Session Powerpoint

An Ountreach Request content type points to one node of the Outreach Session Powerpoint content type.

Description of powerpoint slides
(file attachment)
(Authored By)

Taggable Dlsabled
Comments: Disabled

Outreach Session Request

Once an Outreach Session Request has been created, when viewing or editing the node
itself, a view is called that displays brief information and a link to the corresponding
Outreach Session Report at the bottom of the node display. If the session has not yet been
reported on, text appears that indicates this. For further information about this, see page 79.

Show in event calendar.

School District
Address
Grade, Age, or N/A — choose one
Grade or Age — text field
o Adults
o« K-12
o UM students
« non-UM college students
« Public
IfK-12,
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« Kindergarten
 Elementary
« Middle School
« High School
— Presented By
o Docent
o Staff
—  Star Docent

— Participating Docents — displayed as a pick list of all active docents

type, pointing to a view showing the title and brief description
—  Special Needs
—  Special Interests Requests
— Has group ever visited Museum before?
e Yes
« No

o Unsure

KEY: Notations and Color-coding

—  Person Booking Outreach Event (®) indicates items that are created automatically

Bold fields are the one text field per CCK content

— Contact Name type that Drupal requires when a content type is

—  Contact Phone created

—  Contact Email Italicized fields are not required to be filled out

— Request Taken By Purple (also indicated with dotted underline) fields
—  Request Taken On Date /Time display in list or other truncated views of the

content type

—  Confirmed By Red (also indicated with single underline) fields can
—  Confirmed On Date/ Time only be changed and viewed by administrators of
_ ( ‘Authored By) that content type

(Authored On) Blue (also indicated with double underline) fields can

only be changed and viewed by authors or
administrators of that content type

Taggable Disabled
Comments: Disabled

Outreach Session Report

No truncated or list view exists for this content type, therefore no items are in purple.

— Outreach Event being reported on — this is a node reference to a view consisting
of brief identifying information from the Outreach Request content type, only
for outreach events that have not yet been reported on

— Students

« Total

« Number of Minorities

o Number of Special Needs
— Adults

« Total

« Number of Minorities

o Number of Special Needs
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Docent Outreach Group

Participating Docents — displayed as a
pick list of all active docents

Theme

Points emphasized

Objects Toured

Special Techniques

Teacher/ adult attitude

Student attitude/ behavior

Additional comments

Nonpresenting Docents — displayed as a pick list of all active docents
(Authored By)

(Authored On)

Taggable: Disabled
Comments: Disabled

Site Administrators

ADMINISTER VIEWS

“The views module provides a flexible method for Drupal site designers to control how lists
of content (nodes) are presented. [... | This tool is essentially a smart query builder that,

given enough information, can build the proper query, execute it, and display the results.

254

There are currently 15 views in the system, in addition to the default views. They can be
categorized as

— those that list events associated with the current user;

— those that list events associated with a certain type and a certain time period;

— those that are used only to facilitate the information architecture of the system and
appear only in select lists on certain forms; and

— One that is used only for administrative tracking of docent effort and is not
accessible to all users.

4 From the official Drupal site description of the views module, at http://drupal.org/project/views.
Retrieved April 14, 2007.
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My_Upcoming_Events

Every authenticated user will see a “My Upcoming Events” block in the left sidebar on every
page of the site, with one single page exception explained below. This block is a dynamically
generated view which pulls together a list of all upcoming events for which the authenticated
user is currently scheduled, be they Tours, Outreach Sessions, or Continuing Education
Classes. If there are no currently scheduled events for an authenticated user, s/he will see a
message to that effect, rather than a list of items. [Note that this latter case includes all
authenticated users who are not docents.]

To see how this view is constructed, go to:
administer => views = edit = view My_Upcoming_Events

Access to this view is granted to all authenticated users.

This view is provided as both a page and a block; each is provided as a “List View” and
displays as fields:

— The title of the event, which in the case of Tours or Outreach Sessions is the name
of the school or group which requested the event, and

— The start time of the event displayed as a short date

The URL for the page view is provided for use in constructing menus. Currently, as the
block displays in the sidebar, the page for this view is not tied to the navigation system.

The default message for the case where no scheduled events exist can be changed by
expanding the “Empty text” field of the form.

As the block appears in a sidebar, the number of nodes so listed is limited to five (5). A
“more” link is provided in the block which takes the user to the page view of
My_Upcoming Events in the case that more than five events are scheduled for the current
user. In order to avoid the visual repetition of the first five items, this page view is the single
exception to the omnipresence of the block in the sidebar. The means of excluding the block
from this page is detailed below in the discussion of administering the block.

Building a query to pull all nodes from the database which have a user reference to the
current user is accomplished with arguments. The single argument added to the argument list
is “User Reference: Participating Docents (field_participating docents_0)” : this field is used
in Tour Request Forms, Outreach Session Request Forms, and Continuing Education
Classes. Two lines of php are supplied to the argument handling code:

global $user;
$args[0] = user->uid;

This passes the user id of the current user into the view to locate those nodes with user
reference fields equal to that user id.
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¥ argument Handling Code
Argument Code:
global fuser;

Advanced Usage Only: PHP code that returns a custam array of arguments far the view, Should not include <?php 7> delimiters,

For mers information, please see the Argument Handling Cade documantation in the Drupal handbaok,

Arguments are parsed directly from the URL. They are not necessary ta any given view, but allow flexibility.

The nodes listed are further restricted by date using “filter”” settings:

As is usual, “Node: Published” is added to the filters. “Equals” is chosen from the
“operator” select list and “Yes” is chosen from the “value” select list.

“Event: Start Date” is added to the filters. “Greater than or equals” is chosen from the select
list for “operator” and the word “now” is typed into the text field for “value.”

Finally, the sort criteria potion of the form is expanded and the field “Event: Start Time” is
added as a criteria. “Ascending” is chosen from the select list for “Order.”

¥ Sort Criteria
Field Qrde Option Ops

Event: Start Time | Ascending % E

Add criteria

Nade: 10 ~ | |_Add Criteria

After making any changes to the view, it is necessary to click the “save” button.
g any g > ry

Next, the block view needs to be enabled. Go to adwinister =2  blocks.
“My_Upcoming Events” appears in the list for “Left Sidebar” with the “enabled” box
checked. Changes the number in the weight box controls its relative position in the sidebar.
Click on “configure.” User soecific visibility is set so that individual users vcannot control
whether to see this block. Pagfe specific settings are such that the block appears everywhere
except on pages with the Drupal path “view/upcoming events/*”. The asterisk is a Drupal
wildcard; this block will not display on the page view of this view for any user.

'My_Upcoming_Events' block

¥ User specific visibility settings
Custom visibility settings:

%) Users cannot control whether or not they see this block.

© Show this block by default, but let individual users hide it.

O Hide this block by default but lat individual users shaow it

Allow individual users to customize the visibility of this black in their account settings.

¥ Page specific visibility settings
Show block on specific pages:

® Show on every page except the listed pages.

O show on only the listed pages.
O

Pages:
view/upcoming_events/®

HP code returns teve (PHP-mode, experts only),

A
Enter one page per line as Drupal paths, The "' character is a wildcard, Example paths are 'biog' for the blog page and blog/™ far every personal blag, <fost= is the frant
page.If the PHP-made is chasen, enter PHP code between <3php 2>, Note that executing incorvect PHP-code can break your Drupal site,
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My_Past Events

This view is identical to the previous one, except that the “Event: Start Date” filter has the
operator set to “Is Less Than.” The “value” field remains set to “now’ and the sort criteria,
which remains “Event: Start Time” is set to the value “Descending.” Thus, previous events
begin with the most recent and move backward in time as we move down the list; upcoming
events begin with the event which will occur soonest and move forward in time as we move
down the list.

The My_Past_Events block is not currently enabled. It can be enabled via administer =>
blocks. The page view can be accessed via the URL.

Tours_upcoming generates a list of all tours entered in the system which occur at this time
or later; i.e., in the future. It can be accessed by any authenticated user. It is provided as a
page view, but not as a block.

The fields displayed in this view are:

— the title of the node listed, which in this case is the name of the school or group
requesting a tour,

— alink which takes one to the edit tab of this node,
— the start time of the event, and
— the star docent recorded for the tout.

¥ Fields

Name Label Handler Option Sortable Default Sort ops
Node: Title Schoal or Group Ni| | Marmal v Aslink ¥ No & MNane v B L 4 i
Display the title of the nod;

W it this recue EF4+4 2

Display a link ta edit the node. Enter the text of this link into the option field; if blank the default "edit” will be used.
Event: Start Time Start Time: AsShotDate v Mo % | MNone

ET4+8 2
ET 4+

tfield R;;ferem:e: Sttar Docant Star Docent Do not group multiple values v | | Default v

There are no arguments for this view.

There are two filter fields. The first, “Node: Type” has as operator “is one of” and as value
“Tour Request.” The second “Event Start Date” has as operator “Is Greater Than or
Equals” and “now” as value.

5> Note that view titles show up on the “administer views” if and only if a title is entered in the “block” section
of the form. This is independent of whether a block view is provided. All views on this site therefore have a
title listed in this section; this does not imply that the block view is being provided.
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~ Filters
Field Operator Yalue Option ops

EﬂDnTraEking Form a]

Exhibition Label Copy

Outreach Session PowerPaint

MNode: Outreach Session Report

Type s One Of 8 Outreach Session Request & ¥ ';
Test

Tour Feport
T T —

-_Expuse BF 4

This filter allo ants ta he ﬂ\tered hy their start da Br dates in the format: CCYY-MM-DD HH:MM:SS. Enter 'now' to use the current time. You
may enter a delta (in seconds) to on that will he added to the time; this is most useful when combined with now. If you hawe the jscalendar
maodule from jstoals installed, you can use a popup date picker here

There is a sort criteria supplied to the view; it is ascending by start date.

Event:
Start  |ls Greater Than OrEquals ¥ | now BT+
Date

This filter allows events to be filtered by their start date, Enter dates in the format: CCYY-MM-DD HH:MM:SS, Enter 'now' to use the current time. You
may enter a delta {in seconds) to the option that will be added to the time; this is most useful when combined with now . If you have the jscalendar
module from jstools installed, you can use a popup date picker here.

Add Filter
MNode: Published ~ | |_Add Filter
Filters allow you to select a subset of all the nodes to display, &ll Filters are aNDed together,

¥ Exposed Filters
v Sort Criteria
i Order ption Ops

Event: Start Time | Ascending v B

This page view is accessible through secondary navigation which appears on all pages
accessible through the primary navigation “TOURS” link. When the user clicks on the
“TOURS” navigation item, a secondary navigation block appears in the left sidebar, which
includes an item “List Upcoming Tours.” This navigation item links to the URL associated
to this page view.

Tours_Previous is a similar view. It filters the Tour Request content type by date to generate
a list of tours whose start date is eatlier than the current time. The differences from the
previous view are:

1. The view displays an additional field, which displays the contents of the text field
“Has this tour been reported on?” (For upcoming tours, this field should always
contain the value “No,” as tour reports are generated after the tour has been given.)

2. The “Event: Start Date” filter has as operator “Is Less Than” and value “now.”

3. The “Event: Start Time” sort criteria has order “Descending.”

As with Tours_Upcoming, Tours_Previous is accessible through a secondary navigation link,
“List Previous Tours,” associated with the primary navigation link “TOURS”

Tours_without_reports exist entirely to facilitate the information architecture of the site and
is never viewable as such. Tour reports include a field which specify on which tour the
report is reporting. The tour in question is chosen from a select list of nodes. In the interests
of keeping this list manageably short, it includes only those tour requests which do not yet
have a report associated with them. This is done by creating a view which lists those tours
without reports associated with them. That view is then supplied as an “advanced- nodes
that can be referenced” choice for the node reference field “Has this tour been reported
on?”
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The view is accessible by all authenticated users; all such users are privileged to create tour
reports and so need access to this view, even though it remains behind the scene. The view
displays:

— node title (name of school or group for tour),

— whether the group is specified by grade or age,

— the grade or age, and

— the start date and time of the tour.

As one school may have several tours of the museum scheduled in a short time period, for
different grades and at different times, having this extra information appear in the view helps
ensure that the correct request form is chosen to report upon.

The view is created by filtering on fields
“Node: Type” with operator “Is One Of” and value “Tour Request”
“Node: Published” with operator “Equals” and value “Yes,” and

— “Text: Has this tour been reported on?” with operator “Is One Of” and value “No.”

¥ Filters

Field Option Ops

(EomelE +&
Ezal kL L

Text: Has this tour been reported on?
ifield_has_this_tour_been_report)

Mode: Published

Nods: Type lsone0f ¥ | 5 BF 4

Include or exclude nodes of the selected types

Tour_associated_report is a view which displays a block only on tour request pages. If the
tour request being viewed has no report yet submitted on it, the view displays an empty text
message which says that. If a report has been filed on the request in question it will display in
the view as a link back to the report.

This view is accessible to all authenticated users. It is provided only as a block view. There is
no reason to access it as a page view, as it will never be longer than a single entry.

The only field displayed is the title of the report form. (This title is currently the “Theme”
field. The name of the tour group and the date should not need to be re-entered as the
report points to the request form. But Drupal requires a “Title” field on a node, and it
cannot be a node reference.)

The “Node Reference: Report on Which Tour?” field is supplied as an argument to the view.
There is a single line of argument handling code:

$args[0] = arg(1);
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This code takes the second field in the Drupal path portion of the URL, which is the node id
in the case of pages on which this block will appear, and passes it to the view. The view then
displays any node which has the “Node Reference: Report on Which Tour?” field pointing
to that value.

This is sufficient to generate the desired view: there are no filters.

Add Field

Mode: Title ¥ | |_Add Field

Fields are only meaningful with List view and Table View; they allow you to choose which fields are presented and in what order.
¥ Arguments

Argument Type Default Title Option  Wildcard ;L'Ldmrd ops

MNode Reference: Report On Which Tour?

(field_report_on_which_tour) SseEnabilicx ¥ &

Add Argument
Decimal: Hours Spent Preparing (field_hours_spent_preparing) v | | Add Argument

~argument Handling Code
Argument Code:
Sargs[0] =arg (1)

Advancad Usage Only: PHP code that returns a custem array of arguments for the view, Should not incduds <?php 7> delimiters.

For mora information, please ses the Argumant Handling Cods 4 n in the Drupal handbool

Arguments are parsed directly from the URL. They are not necessary to any given view, but allow flexibility.

This block now appears on the administer = blocks page. It is enabled in the content area with
a weight that places it at the end of the request form being displayed. It is configured (using
the “configure” link on the blocks listing) to display only on pages for which the following
PHP code returns TRUE:

<?php
$park_on_this_page = FALSE;
if ((arg(0) == "node®) && is_numeric(arg(1l))) {
$node_id=arg(l);
$node = node_load($node_id);
if ($node->type == "content_tour_request_form™) {
$park_on_this_page = TRUE;
}
}

return $park_on_this_page;
?>

The code checks to see that the first argument in the URL of the current page is ‘node’ and
that the second is a numeric value. In that case, this second value is treated as a node id and
handed as an argument to the node_load function. This gives access to the information
associated with the node with that id, allowing one to check its type. In the event this type is
“content_tour_request_form,” the code returns the value of TRUE and the block displays.
The views “Outreach_upcoming,” “Outreach_previous,” “Outreach_Without_Reports,”
and “Outreach_associated_reports” are completely analogous to the four views just detailed,
but for dealing with the Outreach Session request and report content types, rather than for
Tour request and report content types.
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“CE_Upcoming Classes” and “CE_Classes_prior” are analogous to “Tour_Upcoming” and
“Tour_previous,” but for the Continuing Education Class content type. This content type
has no associated request and report forms.

“all_outreach_powerpoints” lists all nodes of type Outreach Session Powerpoint and
“Exhibition_all” lists all nodes of type “Exhibition ILabel Copy.” These are both
straightforward views with a single filter as described. They are both accessible to all
authenticated users and provide page views but not blocks.

“all_outreach_powerpoints” is accessible through the secondary navigation associated with

the primary link “Outreach.” It is pulled up by the “List Outreach Powerpoints” link. It
displays:

— node titles,

a brief description of the slide,

the date the file was uploaded,

and a link to the slides themselves.

T Fields
Name Label Handler Option Sortable Default Sort Ops
Node: Title il | [ Mermal & [withoutlink. | [ves | |Mane v 8 v E

Display the title of the node.

Text: Description of PowerPaoint

slides [Description of File | | Do nat group multiple valuss | [Defsult | [No | | None v BEF4+E
ifield_description_of_powerpoint)

Node: Created Time \Uploaded On | | AsShortDate v | | | Mo | | None v BT+ E
Display the post time of the node.

File: Name [Filename | | with download link + | | | Mo ¥| |MNone v BF 4+

Display file name

Add Field

| Node: Titls v [AddField |

Fields are only meaningful with List view and Table Wiew; they allow you to choose which fields are presented and in what order,

F &rguments

¥ Filters

TYIA UMWMA Public
L1 P The University of Michigan Museum of Art UMMA Inside
A UMWMA DAMS

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Home # All Qutreach Powerpoints

Qutreach Sessions All Outreach Powerpoints
Upload Powerpaint File Title Description of File Uploaded On Filename
Create Outreach Request
Create Outreach Report Disblo Art in Vidso Game Design: Diablo and Beyond AL B Disblo.ppt
List Upcoring Sessions thiell
List Previous Sessions This is about rock art made by rural children in Alabama in Apr 15 2007 - @
Rock Art Rock Art.ppt
List Qutreach Powerpaints 2 2004-2006, 10:57pm o R
Slovak Artist Albin Apr 152007 -
Brunovsky Learn about Albin Brunovsky, Slovak painter and printmaker 10:580m Slawvak Printmaker.ppt

My Upcoming Events
Huran Hioh

“Exhibitions_all”” is accessible through the primary navigation link “Label Copy.” It displays:
— exhibition titles,
— exhibition curators,
— brief descriptions of the exhibits,

— and links to the PDFs with the associated label copy.
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Haorme » Label Copy by Exhibition

My Upcoming Events
Huron High

Label Copy by Exhibition

Exhibition Label Capy

Apr 17 2007 - 12:15pm Exhibition Title Curator Description
Jackson Pollack
Apr 18 2007 -5:11pm Ansel Adamns and Beth
British Aristrocratic Art the Mational Park  Andersen
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 2:00pm
Bending th
Relief Printing in the late L::dlaﬂcgpeg Ian Edison
20th Century techniques.
May 15 2007 - 1:00pm
mare ha ha ha
Lagout fiefi
Imagining Eden Jill Curator o S
(OADIFAES s soffsdf
* create content
gg;tsmumg Education s test test
Effort Tracking Form
event

~ Fields
Name Handler Option Sortable Default Sort Ops
Node: Title ‘Exh\bltmnTme \H\Nmmal v‘ |A3|mk vl ‘NU vl |Ngng v‘ =] ¥ 3
Display the title of the nogde.
Text: Curator_M
(fﬁ:\dici:gtgtngmgj ‘Curalur ‘ |Gm\4p multiple values Vl |Defau\l v‘ ‘Nn Vl |Nnne v‘ EFT4+9% 3
Text: Brief D ti
(fﬁ:\dibr;éfideesgzﬁpltn\gﬂ) ‘Descr\pﬂun ‘ |G/r;{up multiple values v| |Defau\l v‘ ‘Nn v| |Nnne v‘ (=] ? + ¥ i
File: Name ‘F\\ename M\Mh download link Vl | ‘ ‘NU Vl |Num9 V‘ = ? %+
Display file name
Add Field
Mocde: Title v | [(AddField
UMM Public
VA |, The University of Michigan Museum of Art Bmm: E)frfge

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Some of Ansel Adams' best known waorks are of landscapes from America's
great national parks. Explore these and lesser known, yet still stunning, works
through this comprehensive exhibition.

This exhibit of photographs from the 80s and 90s by young artists from the
American West is unforgettable for its use of mixed media and traditional

A& long term study of human-made landscapes by California-based artist Lyle

sdfsdfsdfsdf sdf sdf sdf sdf

Filename

whatisreflective practios.pdf

Carusci_Chapl.pdf

B 6

pof.qif

ror
| carucei_chapz.pdf

For )
L] leaves.ing

“monthly_effort_forms” provides a page view which is accessible only to administrators and
managers. It is accessible through a secondary navigation link, “List Effort Tracking Forms,”
which is associated with the Primary link “Directory.” It displays:

— node title,

— last name of docent reporting,
— month,

—  yeat,

— hours spent preparing,

— hours spent touring,

— hours spent at continuing education classes,
— hours spent at outreach sessions,

— and a link to the edit tab of the node in question.
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T Fields

MName Lah)l/_\ Handler Option Sortable Default Sort Ops

Node: Titls Firstblame N [ Normal v [withoutlink | [¥es »| | Mone R | e
Display the title of the node,

Text: Last Name (fizld_last_nam#) |LastMame | [ G\oup mutiple values v |[Defautt w| [ves v| [None v EF4+$+E
Text: Month (field_month) [Month | |Gn§\up muliiple values v||Defautt ¥ |ves Vl | None v BT+ E

\

Intsger: Year (field_ysar) [Vear | | Grop muttiple velues ~| | 9333 v [ves »| [Mone vVeETe+¥ E
Decimal: Hours Spent Preparinjg | i I

T e L AL Haurs of Preparatiq | Grous muliple values | | 9399 ¥ [No | [Mone v BT+ E
Decimal: Hours Spent Touring |

T o e Hours of Touring | | Grayp multiple velues | | 9399 v [No ¥ [Mone vV BT+ E
Decimal: Hours Spent at CE =

Classes Haurs of CE | |Grq’up multiple values v | | 9399 v | No Vl | Mane v ET+ E
(field_hours_spent_at_ce_classes)

Decimal: Hours Spent at Outrea i T !

Sessions |Hours of Outreach | |¢ruup multiple values | | 9399 v || No Vl | None v BT+ E
(field_hours_spent_at_outreach_:

Mode: Edit link ‘eid@ﬂﬁinrm | B F &
Display a link to edit the node. Enter the t&! is link into the option field; if blank the default "edit” will be used.
Add Field

| Node: Title v | [AddField |
Fields are only meaningful with List wview and Table View; they allow you to choose which fields are presented and in what order.

The view provides exposed filters for month and year. This means that administrators and
managers have access to select lists for these fields on the page displaying the view.

UrMMS Public
LY . The University of Michigan Museum of Art Emmg gﬂ:’;dse

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Hem= * Effort Tracking

Directory Effort Tracking
Administer Users
Create New User
Search for User
List Effort Tracking Forms

My Upcoming Events
Huron High
Lpr 17 2007 - 12:15pm
Jacksaon Pollack
Apr 18 2007 - 5:11pm
British Aristrocratic At B B
fpr 28 2007 - 7:00pm Mame Month ‘Year Hours of Preparation Hours of Touring Hours of CE Hours of Outreach

Steiner School Caralyn Kreger January 2007 1.5 ] 3 10 edit this form

May 2 2007 - 3:00pm
Relief Printing in the late Faith Hunter January 2007 8 5 1 0 edit this farm
20th Century Tacob-1an-07 January 2007 0O 3 il 6 edit this form

May 15 2007 - 1:00pm

mare

Logout

ADMINISTER THEMES

The theme providing the look and feel of this site is a custom theme called UMMA. Some
basic settings for the UMMA theme can be changed at administer = themes.

The major customization of the UMMA theme occurs by directly changing files on the
server in the directory containing the files specific to this Drupal site. Specifically, we have
altered CSS and tpl.php files in the themes/UMMA folder and CSS files associated with
specific modules, such as events and CCK. Alterations are and should be well commented so
that later administrators of the theme can understand the CSS and tpl.php files.
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ADMINISTER INPUT FORMATS

The input formats settings describe the kinds of text that can be entered in text fields. The
options included in the default Drupal installation are Filtered HTML, PHP code, and Full
HTML, and other input formats can be created by an administrator. The option used for this
entire site is Filtered HTML. To administer these settings, go to administer => input formats.

Any roles with the “administer filters” permission in adwminister = access roles can use any input
format.

input formats

list add input format
Default MName Roles Operations
- Filtered HTML All roles may use default fermat configure
(1 PHP code Mo roles may use this format configure delete
i Full HTML No roles may use this format configure delete

St default format |

ADMINISTER BLOCKS

Drupal uses the concept of a block to help you arrange content on a web page. Blocks are
“containers” for pieces of content and for menus and other special built-in types of content
like the log-in area, a recent posts section, who’s online, etc.

The administer blocks settings are used to enable blocks and change where and in what
order they appeat. To change settings, go to administer = blocks.

Changes to the theme can affect viewing of blocks. Some themes have five areas that a page
can appear in: header, footer, content, left sidebar and right sidebar. Other themes might not

have one or more of these areas, and enabling them may require rearrangement of the site.

The current settings of the blocks are:
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Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile
My Upcoming Events blocks Haht sidebar
Huron High
Apri7 2007 - 12:15pm
Jackson Pollack UMMA settin Blernarine settings
Apr 18 2007 - 5:11pm
British Aristrocratic Art Enabled Weight Placement Operations
Apr 28 2007 - 7:00pm
Steiner School
May 2 2007 - 3:00pm Browse events. [+ I 4] j I content configure
Relief Printing in the late i : -
20th Centur\? h_associated_report [« I 8 j |content j
May 15 2007 - 1:00pm 2 =
| 2 9 ~| |content ~| configul
mere I = I 2
Logout UMMA Links " I o - Iheader | configure
Left sidebar
Nicole Scholtz ~ [-10 =] [left sidebar ~|
» create content )
recent posts [ o = [leftcidebar =]
my account . = - =
S evime g 7 F o = [leftsidebar -
«control g 0 | |left sideb; x| confi
igure
blocks _ o ik siacisir 5
Done zotero @

ADMINISTER URL ALIASES

Go to administer = settings => search.

URL aliases in Drupal allow you to map un-semantic URLs to more semantic ones. E.g., the
default Drupal URL for my profile is user/ %, but has been aliased to myprofile.

To administer these, go to administer = url aliases.

url aliases
| st | addaias

Alias Systemi  Operations
myprofile user/%  edit delete
resources node/32 edit delete

todayeal/ce_rlasses node/34 edit  delete
todaycal/outreach  node/36 edit delete
todaycal/tours node/35 edit delete

86



Site and Training Documentation Site Administrators

ADMINISTER MENUS

Menus in Drupal are administered by going to administer = menus. Note that the placement
of menus and their visibility on certain pages is done by administering blocks.

Menus and menu items can be created here, using the tab navigation at the top of the page.
Menus can be edited directly by choosing edit just under the menu heading; only the title of

the menu can be changed here. Menu items can also be created from an option in this list.

Menu items can be edited from the edit link to the right of the menu item name.

menus
list add menu add menu item
Navigation
add itern
Menu item Expanded Operations
(disabled} enable
compose tips (disabled) enable

content (disabled) No enable

= create content No reset
- Continuing Education Class

- Effort Tracking Form

- avent

= Exhibition Label Copy

- Qutreach Session PowerPoint
- Dutreach Session Report

= Dutreach Session Request

- page isable
- Tour Report disable

edit menu item

Title: *

IOulre ach
The name of the menu Item.

Description:

The description displayed when hovering over a menu item.

Path: *

|todayca|jouireach
The path this menu item |inks to. This can be an Internal Drupal path such as node/add or an external URL such as http://drupal. org.
Enter <fromt> to link to the front page.

[+ Expanded
If selected and this menu item has children, the menu will always appear expanded.

arent item:

| Primary links =
-1 Ll

Optional. In the menu, the heavier items will sink and the lighter items will be positioned nearer the top.
Submit |

The primary navigation along the top of this site is in the Primary Links menu. These items
appear at all times while logged in to the site.
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Secondary navigation menus, listed below, are set up to appear on particular pages via the
administer = blocks settings. Note that administer blocks does not allow for an easy way for
secondary navigation to appear when looking at an individual node of a content type that
seems it should have a particular secondary navigation.

The menu containing those functions and settings is only available to site administrators.
Links that are not otherwise available in navigation that has been created—called
“Navigation” by Drupal—is enabled as a block, but the default is to hide it for users unless
their settings indicate that they want to see it. This block is enabled by going to administer >
users, and choosing to edit the user who might need to see the block.

Kathe Frassrand | UMMA Docent Site (=]

Tae ™ hip:/ fummadocents.cms.si.umich.edu/user /5 /edit ¥ | = @' Google Q

il Google Analytics CTools SI  MyPage Katonah VL SIS05 5SI665 DrupalSandbox Activel S| Careers: iTrack
~ Theme configuration

Selecting a different theme will change the look and feel of the site.
Screenshot Name Selected

— UMMA:
sites/ummadocents.cms.si.umich.edu/themes/UMMA &

(site default theme)

- bluemarine: s
themes/bluemarine

~* Block configuration

2 Mavigation

~ Comment settings

Signature:

Your signature will be publicly displayed at the end of your comments.

~
|
|
|
|
|
|
|
|
|
|
|
|
Submit | Delete | +

If the block is unavailable, and you cannot even go to adwminister = users to enable the block
for yourself, even though you have permission to do so, just navigate to “admin/uset” to
load the page from which you can edit a user’s settings, or navigate to “admin” to get the
whole “Navigation” menu in the contents of the Drupal page.

The potential exists to write a snippet of PHP in the adwminister = blocks => navigation settings
to deliver this block to those users who have the Administrator role.

Navigation

Landing Page (not logged in)
— Login block at left
— Picture and description of site and announcements at center
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— Primary links not visible
— Odutside links (top right) visible

Landing Page (logged in)
— Content block shows:
« Welcome message and announcements from administrators/staff,
including links to the effort tracking form at certain times

— Primary navigation at top (persistent), consisting of:
o Forums
o Calendars
« Touts
« Label Copy
e Outreach
« Continuing Education
« Directory
« Resources

« My Profile
— Outside Links (persistent), see below for items

— Secondary navigation:
« Create New Announcement (only appears for roles with this privilege)

Search (persistent on every page when logged in)
— Search box

Outside Links (persistent on every page)
—  UMMA Public

— UMMA Inside

- UMMA DAMS

Forums

— Content block shows:
o Names of forum containetrs

— Within a forum container, the content block shows:
o List of topics

— Secondary navigation:
+ Create New Post

Calendars

— Content block shows:
« Monthly calendar view of all events this month

— Secondary navigation items:
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« View All Events

o View Tours Calendar

o View Outreach Calendar

« View CE Classes Calendar

Tours
— Content block shows:
o Current month calendar view with tour request information:
- Time
- School or group name
— Secondary navigation items:
o Create Tour Request (only appears for roles with this privilege)
« Create Tour Report
« List Upcoming Tours
« List Previous Tours
— Content block for list views shows, at 30 per page:
« School or group name
o ‘edit this request’ link
« Start Time
« Star Docent
» Reported On? (yes or no), only for previous tours

Label Copy
— Content block shows list of label copy items, 30 per page:
o Exhibition Title (default sort)
« Curator
o Brief description of exhibition
« Icon to link directly to the associated file(s)
— Secondary navigation items:
« Create Label Copy (only appears for roles with this privilege)

Outreach
— Content block shows:
o Current month calendar view with outreach request information:
- Time
- School or group name
— Secondary navigation items:
« Upload Powerpoint File (only appears for roles with this privilege)
o Create Outreach Request (only appears for roles with this privilege)
o Create Outreach Report
o List Upcoming Sessions
o List Previous Sessions
« List Outreach Powerpoints (at 30 per page, default alpha sort by Title)

90



Site and Training Documentation Site Administrators

— Content block for list views shows, at 30 per page:
« School or group name
« ‘edit this request’ link
o Start Time
« Star Docent
« Powerpoint Title
« Reported On? (yes or no), only for previous tours

CE Classes

— Content block shows:
o Current month calendar view with continuing education classes:
- Start Time
- Title
— Secondary navigation items:
o Create CE Class (only appears for certain roles)
« List Upcoming Classes
« List Previous Classes
— Content block for list views shows, at 30 per page:
o Class Title
 Presenter(s)
o Start Time

Directory
— Content block shows:
« List of active docents who have agreed to have their information displayed
in the director, with the following fields:
= Username
= First Name
= Tast Name
=  Primary Phone
=  Email
— Secondary navigation items (only appears for certain roles):
o Administer Users
o Create New User
o Search for User
« List Effort Tracking Forms

Resources
Other links or content may be added to this page at a later time by the administrator

— Link to free Adobe PDF reader
— No secondary navigation items
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My Profile
Only the standard options for editing one’s profile and tracking content are available on this page
— Same secondary navigation as in the Directory section of the site

ADMINISTER USERS AND PROFILES

User information consists of the standard account settings fields: username, email address,
password, roles and picture. In addition, the built in profile module is enabled, allowing the
creation of additional fields associated with users’ accounts. These fields can have
permissions that allow access to certain roles only.

At administer => settings => users, we have specified that only users with the access control
privilege of administering users can create new users; docents cannot currently create their
own accounts. The text of the email that can be automatically sent to a new user when their
account is created can be edited from this page.

Users can be created and edited through administer = users using the Directory navigation
that appears at left when viewing relevant pages.

UMMA Public

The University of Michigan Museum of Art UMMA Inside
UMMA DAMS

Forums | Calendars | Tours | Label Copy | Outreach | CE Classes | Directory | Resources | My Profile

Home » administer » users

ory users
Saminisesilisers Username Status Member for - Last access Operations
Searchfortiser jmturner active 4 days 18 hours 2 days 17 hours ago edit
List Effort Tracking Forms szrama active 6 days 21 hours 4 days 4 hours ago  edit

Thomas Hunter active 3 weeks 6 hours 2 weeks 1 day ago  edit

My Upcoming Events Bonnie Bantam active 3 weels 7 hours 2 weeks 5 hours ago edit
Huran High Elizabeth Meler active 3 weeks 1 day 4 hours 49 min ago  edit
Apr 17 2007 - 12:15pm
Jackson Pollack Weronica Decker active 3 weeks 6 days 7 hours 59 min age edit

Apr 18 2007 - 5:11pm

British Aristrocratic Art
Apr 28 2007 - 7:00pm Carolyn Kreger active 3 weeks 6 days 8 hours 33 min age edit

Faith Hunter active 3 weeks 6 days 3 weeks 5 hours ago edit

Steiner School mmorris active 3 weeks 6 days 3 min 56 sec ago edit
May 2 2007 - 3:00pm
Relief Printing in the late

20th Century Nessie Becker  active 3 weeks 6 days 2 days 14 hours ago edit
May 15 2007 - 1:00pm

Kathe Frassrand active 3 weeks 6 days 2 days 7 hoursago edit

Isabel Jacob active 3 weeks 6 days 9 min 9 sec ago edit
more

Nicole Scholtz  active 3 weeks 6 days 28 sec ago edit

siteadmin active 3 weeks 6 days 5 hours 43 min age  edit

Logout

When creating a new user, profile fields appear in a long list under the standard account
settings fields; individual fields — even required ones — can be omitted from appearing in this
initial user creation page from a setting at the bottom of the create or edit field form at
administer > settings > profiles. When editing a uset’s information, profile fields appear in
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b

subsections called “Personal and Contact Information,’
Status,” rather than in one long list.

“Docent Profile,” and “Docent

Clicking the edit link next to a uset’s entry allows an individual user’s standard account
settings and profile field contents to be changed. An account can also be entirely deleted
from the edit page.

The profile fields themselves can be created and edited from administer => settings = profiles.

profiles
Title Name Type Category Operations
s single-line contact
First Name profile_firstname textiield information edit delete
Middle Name or Initial prefile_middlename Single dne _m"ta“ - edit delete
textfield informatior
single-line contact
Last Name profile_lastname testRoid e edit delate
J { single-line contact !
Nickname profile_nickname textfield oPaation edit delete
Street Address 1 profile_streetaddressi single-line F‘O”tad . edit delete
textfield information
Street Address 2 profile_streetaddress2 Sl il edit delete
textfield informatiom
single-line contact
Cit: file_cit: dit  delet:
A4 BERRESRY textfield information SO CFIStE
State profile_state single-line ;ontact . edit delete
- textfield information
: . single-line contact
Zip Cod fil i 2 - dit delet
. € . textfield information i S
; " single-line contact
Primary Phone profile_primaryphone testhield iRrnakian edit delete

Permissions for visibility of fields, whether a field is required, and presence of a field in the
user creation form are all controlled from the “create” or “edit” field form. E.g.,

edit Primary Phone
Field settings

Category: *
|conlacl information

The category the new field should be part of, Categories are used to group fields logically. An example category |s "Persanal
Information”.

Title: *

|Plimarv Phone
The title of the new field. The title will be shown to the user. An exampile title [s "Favorite color®.

Form name: *

|profile_primaryphune

The name of the field. The ferm name is mot shown to the user but used Intermally In the HTML code and URLs. Unless you know what
you are doing, It Is highly recommended that you prefix the form name with profile_ to avold name clashes with other fields. Spaces
or any other speclal characters except dash (-} and underscore (_) are not allewed. An example name |s "profile_favorite_color" or
perhaps just " prefile_color".

Explanation:

lease provide the primary phone number you would like to be visible to other
docents and UMMA staff.

An optional explanation to go with the new field. The explanation will be shown to the user.
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Explanation:
lease provide the primary phone number you would like to be visible to other
docents amd UMMA staff.

An eptional explanation to go with the new field. The explanation will be shown to the user.

Weight:

The fields list below details the permissions for viewing and altering fields in the profiles
section of a user account.

Users

Items in blue are not viewable by other docents.

Account settings
— Username — universally follows the format First Name + space + Last Name

— Email Address

— Password

— Roles KEY: Notations and Color-coding

— ﬁre (@) indicates items that are created automatically

Bold fields are the one text field per CCK content

Personal and Contact Information type that Drupal requires when a content type is

— First Name created

—  Middle Name or Initial Italicized fields are not required to be filled out

—  Last Name Purple (also indicated with dotted underline) fields

_ Nick display in list or other truncated views of the
Ickname content type

— Street Address 1 Red (also indicated with single underline) fields can
—  Street Address 2 only be changed and viewed by administrators of

— City that content type

— State Blue (also indicated with double underline) fields can
] only be changed and viewed by authors or

- Zip administrators of that content type

— Primary Phone

—  Other Phone 1

—  Other Phone 2

— Fax

—  Occupation

—  Spouse First Name

—  Spouse Full Name

— Emergency Contact Name

— Emergency Contact Relationship
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— Emergency Contact Phone 1

—  Ewmergency Contact Phone 2

— Emergency Contact Address (block field)
Docent Profile

— Visible to other docents in Directory?
« Yes
» No

— URL

— Biography

— Art Interests

— Private note to administrators/ managers

Docent Status
—  Year Trained

— Active Docent? — indicates whether the docent should appear in lists where
participating docents might participate in outreach sessions, tours, etc.

e Yes
« No
— Last Evaluated

—  3-yr Commitment Met

— Date Resigned
—  Years on Leave (Before Emeritus Qualified Date)

—  Years on Leave (After Emeritus Qualified Date)
— Date Qualified for Emeritus — leave blank if not yet Emeritus status
— Docent Status

e Emeritus KEY: Notations and Color-coding
o Non-Emeritus (@) indicates items that are created automatically
— Status Code Bold fields are the one text field per CCK content
— Tour Grou type that Drupal requires when a content type is
Jdour Lyroup
created

— Tour Group Exceptions

talicized fields are not required to be filled out
— Tour Group Subs

— Board Service Title 1 display in list or other truncated views of the
— Board Setvice Year 1 content type
—  Board Setvice Title 2 Red (also indicated with single undetrline) fields can

only be changed and viewed by administrators of

— Board Service Year 2 that content type

— (etc.,up to 5) Blue (also indicated with double underline) fields can
— 2005-2006 Dues Paid only be changed and viewed by authors or
—  2006-2007 Dues Paid administrators of that content type
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SECURITY AND SITE MAINTENANCE

This section provides an introduction to and overview of security and site maintenance tasks
such as backing up your site and setting up scheduled (cron) tasks.

DRUPAL SECURITY, SUPPORT, & DEVELOPMENT

If you are not already subscribed to the Drupal Security Alerts email list or
RSS feed, we strongly recommend doing so at: http://drupal.org/security.
On this page, you will also find a list of recent security announcements.

If you discover or learn about a potential error, weakness or threat that could compromise
the security of Drupal, please mail your concern to the Drupal security team:
security@drupal.org or fill out the contact form at: http://drupal.org/contact and use the
category “Security issue.”

As a site administrator, there are a few additional Drupal email lists you might like to
subscribe to in order to connect yourself with sources for support, security alerts, and
information on developments in the Drupal community. The Drupal Mazling Lists page at
http://drupal.org/mailing-lists offers email lists for support questions, development, and
Drupal conferences and events.

The Drupal Support and Development Forums offer a wealth of advice and may be
accessed at: http://drupal.org/forum. There are some additional, excellent resources on the
Drupal.org relating to security, support, and development, that you will find through general
searches.  For  example, there is a page called Whriting  secure  code:
http://drupal.org/node/62304 that offers tips on how to prevent three major security risks:

1. Cross site scripting attacks by properly checking output
2. SQL injection attacks by using the database abstraction layer

3. Node access restrictions bypass by using db_rewrite_sql

Online  sources  such as  the  Acunetix = PHP/SQL  Security  Series
[http://www.acunetix.com/websitesecurity/php-security-1.htm] and books such as Learning
PHP & MySQOL (by Michele Davis & Jon Phillips, 2006) offer detailed advice on steps you
can take to protect your site and site-users from a variety of security threats.
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Site Administrators

The following steps can be followed in order to create a backup with phpMyAdmin (Mercer,
2000):

1. Log into phpMyAdmin and click on the Drupal database or table name and the
properties will be displayed.
2. On the menu at the top of the page, click “Export” tab. You will have the option to
dump the structure, the data, or both. This will generate standard SQL statements
that can be used to recreate your database/table. The following backup options are
recommended:

phpiiyAdmin

o ===

|IIIEIIEII1IIEIIEIIEIIEIIEIIEIIEIEIEIIEImIEIIEIEIIIIEIIEIIIIIEIEIIEIIEIIEIIEIIEIIEIIEIIEIIEIIEIIEIIEIIEIEIEIIEIEIIIIEIIEI =

(137)

access

accesslog
aggregator_category
aggregator_category_feed
aggregator_category_item
aggregator_feed
aggregator_item
authmap

blocks

book

boxes

cache

client

client_system
comments

contact

devel_gueries
devel_times

event

files

file_revisions

filkers

filter_formats

flood

forum

a2_AccessMap
g2_AccessSubscriberMap
g2_AlbumItem
a2_AnimationItermn
g2_~CacheMap
g2_ChildEntity
g2_Comment
gz_CustomFieldMap
g2_Dataltemn
a2_Derivative
g2_Derivativelmage
g2_DerivativePrefsMap
g2_DescendentCountsMap
gZ_Entity
g2_ExifPropertiasMap
g2_ExternalldMap
gZ_FactoryMap
g2_FileSystemEntity

02 G1MiorateMan

[ =]]

Server: filocalhost » Database: [Eudi

‘ Structure |

7 5aL ‘ | & Export || - Search | | g1 Query ‘ | 4E Operations

View dump (schema) of database
» SQL options@

Add custom comment into header (\n splits lines):

[#] Add DROP TABLE
[¥] Add IF NOT EXISTS

atect Al /[ Unselect All
(@)

(" LaTeX

Add into commengs

) Microsoft Excel 2000 FHCreationfdpdate/Check dates
() Micrasoft Word 2000 SQL export compatibility. NONE [+]
() CSV for MS Excel [] Data:
OCsV [] Complete inserts
[[] Extended inserts
O XML

[[1Use delayed inserts
[ Use ignore inserts
Use hexadecimal for binary fields

Export type: | INSERT [

Save as file

File name template: _ DB_ 04 _07_07
Compression
Tsrilons

{ [#] remember template )*

‘zipped” () "gzipped” () "bzipp

*Use __DB__for database name. _ TABLE__ for table name and any stritime options for time
specification, extension will be automagically added. Any other text will be preserved.

In particular, select all of the tables for Export, select all of the Structure checkboxes (in order to
prevent needing to manually drop a corrupted database. Entering the date in the name of your backup
will help you identify your most recent backup if you need to restore the site.

3. Click “Go” when you have selected all the options you wanted to.

To recreate a database, click on the SQL tab at the top of the phpMyAdmin page and enter

the name of the .sql file you would like to run the contents of, as shown here:
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Server. Tlocalhost p Database: [adi
Struc‘ture| ok SQL| {1 Export | | 7' Search IL_q'aQuery| %E Operations
Bhp.Lisrsiin Run SQL query/queries on database di:
fa Qo

di [(137) [+
B access
B accesslog
B =ggregator_category
B =ggregator_category_feed
B =aggregator_category_itam
B =aggregator_feed
B =ggregator_item Show thi h i
s ow this query here again
B blocks
B boock Or
% bm'C_IEE Location of the text file:

cache
B client dil\drupal_04_07_07.sq] (Max: 5,120KB)

lient_syst
E comments Compression:
B contact (O Autodetect G None () "gzipped” () "bzipped”
B dewvel_gueries
B devel_times || Character set of the file: | yifa [+]
B event E
B files

Note that there are options for backing up and recreating your database using the command
line that are not covered here. To learn more about these options, please refer to:
http://dev.mysql.com/doc/refman/5.0/en/disaster-prevention.html.

CRON AND SCHEDULED TASKS

The cron.php script combines various tasks that need to be executed on a regular basis to
update the site. In order to set up a “cron job” or scheduled task, you need to execute the
cron.php script, which is located in the main folder of your Drupal installation (Mercer,
2000). It is recommended that you set up your cron job to run every hour or every few
hours.

When you install Drupal, a cron administration page is automatically set up
for you. If your site were www.ummadocents.org, your cron page would be

http://www.ummadocents.org/cron.php.

How you configure your cron jobs is determined in part by the kind of operating system you
are using, whether Linux, Unix, or Windows. To read more about configuring cron jobs,
visit  the  Configuring ~ Cron  Jobs  section of the Drupalorg site at:
http://drupal.org/node/23714. There are a few a few different tools you may use to make it
easier to configure cron jobs. For example, if you have a Linux or Unix operating system,
you may use a program called C-Panel to set up something called a “crontab” to help you
configure cron jobs. If you would prefer to configure cron jobs using a Drupal
module, the Poormanscron module may be downloaded from:

drupal.org/project/poormanscron. Once installed and enabled, this module allows
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you to navigate to adpinister => settings > poormanscron and choose: 1) the minimum number
of minutes between cron runs; 2) the number of minutes to wait after a cron rrun error
occurs before trying to run the cron job again; 3) whether you want to log successful cron
runs to the Drupal watchdog (i.e., the administer = logs module that is part of the core Drupal
installation that records system events and errors); and 4) if you want to log the progress of a
poormanscron run to the Drupal watchdog. Eventually, you will probably need to use cron
jobs to perform more tasks than this module allows you to select, thus, using the
Poormanscron module may only be a short term solution.
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APPENDIX A

CUSTOM CODE IMPLEMENTATIONS

The pages in this appendix include the code for the ConTemplate templates for Tour
Request Forms, Tour Reports Forms, and Outreach Request Forms. No others forms were
altered from their default output.

In order to use ConTemplate, it is unncecesary to write code: this code is simply rearranged
from the default template supplied by the ConTemplate modeule. Further changes to the
form display can be made by changes the inline CSS in this code, but that has not been done
at this time for any of these forms.

Tour Request Template

<div class="field field-type-text field-field-school-district'>
<h3 class="field-label'>School District</h3>
<div class="field-items'">
<?php foreach ((array)$field school _district as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-school-address'>
<h3 class=""field-label''>School Address</h3>
<div class="field-items">
<?php foreach ((array)$field_school _address as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-level-of-group-specified-'>
<h3 class=""field-label''>Level of Group Specified By</h3>
<div class="field-items">
<?php foreach ((array)$field_level_of _group_specified_ as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-group-grade-or-age">
<h3 class="field-label''>Group Grade or Age</h3>
<div class="field-items">
<?php foreach ((array)$field_group_grade or_age as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
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</div>

<div class="field field-type-text field-field-type-of-tour'>
<h3 class="field-label"'>Type of Tour</h3>
<div class="field-items">
<?php foreach ((array)$field_type of tour as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-if-k-12">
<h3 class="field-label">I1f K-12</h3>
<div class="field-items">
<?php foreach ((array)$field_if k 12 as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-led-by'>
<h3 class=""field-label''>Led By</h3>
<div class="field-items">
<?php foreach ((array)$field_led_by as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-userreference field-field-star-docent'>
<h3 class="field-label">Star Docent</h3>
<div class="field-items">
<?php foreach ((array)$field_star_docent as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-userreference field-field-participating-docents-0">
<h3 class="field-label">Participating Docents</h3>
<div class="field-items">
<?php foreach ((array)$field_participating_docents 0 as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-special-needs">
<h3 class="field-label''>Special Needs</h3>
<div class="field-items">
<?php foreach ((array)$field_special_needs as $item) { ?>
<div class="field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-special-interests-request'>
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<h3 class="field-label''>Special Interests Requests</h3>
<div class="field-items">
<?php foreach ((array)$field_special_interests_request as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-has-group-visited-museum-"">
<h3 class="field-label''>Has Group Visited Museum Before?</h3>
<div class="field-items">
<?php foreach ((array)$field_has_group_visited_museum_ as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-bus-money-requested'>
<h3 class="field-label"'>Bus money requested?</h3>
<div class="field-items">
<?php foreach ((array)$field_bus_money_ requested as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="fTield field-type-text field-field-request-taken-by'>
<h3 class=""field-label'>Request Taken By</h3>
<div class="field-items">
<?php foreach ((array)$field request taken by as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-date-request-taken">
<h3 class="field-label''>Date Request Taken</h3>
<div class="field-items">
<?php foreach ((array)$field _date_request_taken as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field Ffield-type-text Field-field-request-confirmed-by">
<h3 class="field-label''>Request Confirmed By</h3>
<div class="field-items">
<?php foreach ((array)$field_request_confirmed_by as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-date-confirmed'>
<h3 class="field-label''>Date Confirmed</h3>
<div class="field-items'">
<?php foreach ((array)$field_date confirmed as $item) { ?>
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<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-contact-person'>
<h3 class="field-label''>Contact Person</h3>
<div class="field-items">
<?php foreach ((array)$field_contact person as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-contact-email">
<h3 class=""field-label">Contact Email</h3>
<div class="field-items">
<?php foreach ((array)$field _contact email as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-contact-work-phone">
<h3 class="field-label''>Contact Work Phone</h3>
<div class="field-items">
<?php foreach ((array)$field_contact_work phone as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-contact-home-phone">
<h3 class="field-label'">Contact Home Phone</h3>
<div class="field-items'">
<?php foreach ((array)$field_contact_home_phone as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-contact-cell-phone">
<h3 class="field-label'>Contact Cell Phone</h3>
<div class="field-items">
<?php foreach ((array)$field contact cell phone as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-good-times-to-contact">
<h3 class=""field-label'>Good Times to Contact</h3>
<div class="fTield-items">
<?php foreach ((array)$field good times_to_contact as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
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</div>

<div class="field field-type-text field-field-has-this-tour-been-report'>
<h3 class="field-label"'>Has this tour been reported on?</h3>
<div class="field-items">
<?php foreach ((array)$field_has_this_tour_been_report as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

Tour Report Template

<div class="fTield field-type-nodereference field-field-report-on-which-tour'>
<h3 class="field-label">Report On Which Tour?</h3>
<div class="field-items'">
<?php foreach ((array)$field report _on which_tour as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-number-integer field-field-total-number'>
<h3 class=""field-label">Total Number of Students</h3>
<div class="field-items">
<?php foreach ((array)$field total number as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-number-integer field-field-number-of-minorities'>
<h3 class="field-label">Number of Minorities</h3>
<div class="field-items">
<?php foreach ((array)$field_number_of_minorities as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field Field-type-number-integer field-field-number-of-special-needs-
p''>
<h3 class="field-label''>Number of Special Needs Patrons</h3>
<div class="field-items">
<?php foreach ((array)$field_number_of_special_needs_p as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-number-integer field-field-total-number-0"">
<h3 class=""field-label''>Total Number of Adults</h3>
<div class="field-items">
<?php foreach ((array)$field_total_number_0O as $item) { ?>
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<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-number-integer field-field-number-of-minorities-0">
<h3 class=""field-label">Number of Minorities</h3>
<div class="field-items">
<?php foreach ((array)$field_number_of_minorities_0O as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field Field-type-number-integer field-field-number-of-special-needs-
0>
<h3 class=""field-label''>Number of Special Needs Patrons</h3>
<div class="field-items">
<?php foreach ((array)$field_number_of_special_needs 0 as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-docent-tour-group'>
<h3 class="field-label''>Docent Tour Group</h3>
<div class="field-items">
<?php foreach ((array)$field_docent_tour_group as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-userreference field-field-participating-docents-0">
<h3 class="field-label">Participating Docents</h3>
<div class="field-items">
<?php foreach ((array)$field_participating_docents 0 as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-userreference field-field-non-touring-docents'>
<h3 class=""field-label"*>Non-touring Docents</h3>
<div class="field-items">
<?php foreach ((array)$field _non_touring_docents as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-objects-toured">
<h3 class=""field-label''>0Objects Toured</h3>
<div class="field-items">
<?php foreach ((array)$field objects toured as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
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</div>
</div>

<div class="fTield field-type-text field-field-points-emphasized'>
<h3 class=""field-label'">Points Emphasized</h3>
<div class="field-items">
<?php foreach ((array)$field_points_emphasized as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-special-techniques">
<h3 class=""field-label''>Special Techniques</h3>
<div class="field-items">
<?php foreach ((array)$field_special_techniques as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="fTield field-type-text field-field-student-attitudebehavior'>
<h3 class="field-label'>Student Attitude/Behavior</h3>
<div class="field-items">
<?php foreach ((array)$field student attitudebehavior as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-teacheradult-attitude'>
<h3 class=""field-label''>Teacher/Adult Attitude</h3>
<div class="field-items">
<?php foreach ((array)$field_teacheradult_attitude as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field Field-type-text Ffield-field-additional-comments'>
<h3 class="field-label">Additional Comments</h3>
<div class="field-items">
<?php foreach ((array)$field _additional_comments as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

Outreach Request Template

<div class="field field-type-text field-field-school-district-0">
<h3 class="field-label'>School District</h3>
<div class="field-items">
<?php foreach ((array)$field_school_district 0 as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
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<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-address'>
<h3 class="field-label">School Address</h3>
<div class="field-items">
<?php foreach ((array)$field_address as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-level-of-group-specified-">
<h3 class=""field-label''>Level of Group Specified By</h3>
<div class="field-items">
<?php foreach ((array)$field_level_of group_specified_ as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-group-grade-or-age">
<h3 class=""field-label''>Group Grade or Age</h3>
<div class="field-items">
<?php foreach ((array)$field_group_grade_or_age as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-type-of-outreach-event'>
<h3 class="field-label">Type of Outreach Event</h3>
<div class="field-items">
<?php foreach ((array)$field _type of outreach _event as $item) { ?>
<div class=""field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-if-k-12">
<h3 class=""field-label">1f K-12</h3>
<div class="field-items">
<?php foreach ((array)$field_if k 12 as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text Field-field-presented-by''>
<h3 class=""field-label''>Presented By</h3>
<div class="field-items">
<?php foreach ((array)$field_presented_by as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>
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<div class="field field-type-userreference field-field-star-docent'>
<h3 class="field-label'>Star Docent</h3>
<div class="field-items">
<?php foreach ((array)$field star docent as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-userreference Ffield-field-participating-docents-0">
<h3 class=""field-label">Participating Docents</h3>
<div class="field-items">
<?php foreach ((array)$field_participating_docents 0 as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-nodereference Ffield-field-outreach-powerpoints-to-
b'>
<h3 class=""field-label''>0utreach_PowerPoints_to be Used</h3>
<div class="field-items">
<?php foreach ((array)$field_outreach_powerpoints_to_b as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field Field-type-text Field-field-special-interests-request'>
<h3 class="field-label''>Special Interests Requests</h3>
<div class="field-items">
<?php foreach ((array)$field_special_interests_request as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-special-needs">
<h3 class="field-label''>Special Needs</h3>
<div class="field-items">
<?php foreach ((array)$field_special_needs as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-has-group-visited-museum-"">
<h3 class="field-label''>Has Group Visited Museum Before?</h3>
<div class="field-items">
<?php foreach ((array)$field_has_group_visited_museum_ as $item) { ?>
<div class="field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="fTield field-type-text field-field-request-taken-by'>
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<h3 class=""field-label''>Request Taken By</h3>
<div class="field-items">
<?php foreach ((array)$field_request_taken_by as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-date-request-taken">
<h3 class="field-label''>Date Request Taken</h3>
<div class="field-items">
<?php foreach ((array)$field_date request taken as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-request-confirmed-by">
<h3 class="field-label"'>Request Confirmed By</h3>
<div class="field-items">
<?php foreach ((array)$field_request_confirmed_by as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-date-confirmed'>
<h3 class=""field-label''>Date Confirmed</h3>
<div class="field-items">
<?php foreach ((array)$field date confirmed as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-outreach-session-booked-b'>
<h3 class=""field-label''>0utreach_Session_Booked By</h3>
<div class="field-items">
<?php foreach ((array)$field_outreach_session_booked_b as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-contact-person'>
<h3 class=""field-label''>Contact Person</h3>
<div class="field-items">
<?php foreach ((array)$field_contact person as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-contact-email">
<h3 class="field-label''>Contact Email</h3>
<div class="field-items'">
<?php foreach ((array)$field_contact _email as $item) { ?>
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<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-contact-work-phone">
<h3 class="field-label'>Contact Work Phone</h3>
<div class="field-items'">
<?php foreach ((array)$field_contact _work _phone as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-contact-home-phone">
<h3 class="field-label'">Contact Home Phone</h3>
<div class="field-items">
<?php foreach ((array)$field contact home phone as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field field-type-text field-field-contact-cell-phone">
<h3 class="field-label''>Contact Cell Phone</h3>
<div class="field-items">
<?php foreach ((array)$field_contact_cell_phone as $item) { ?>
<div class="field-item"><?php print $item["view"] ?></div>
<?php } 7>
</div>
</div>

<div class="field Field-type-text Field-field-good-times-to-contact'>
<h3 class="field-label'’>GCood Times to Contact</h3>
<div class="field-items">
<?php foreach ((array)$field _good_times_to_contact as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>

<div class="field field-type-text field-field-has-session-been-reported' >
<h3 class="field-label''>Has this Outreach Session been reported on yet?</h3>
<div class="field-items">
<?php foreach ((array)$field_has_session_been_reported as $item) { ?>
<div class=""field-item"><?php print $item[ "view"] ?></div>
<?php } ?>
</div>
</div>
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FUTURE DIRECTIONS

Active Docents Only In Select Lists

Several content types have fields for participating docents that allow multiple values, among
them Tour Request and Report Forms, Outreach Session Request and Report Forms, and
Continuing Education Class Forms. These user reference fields generate the select list used
to fill them out from the list of authenticated users. As the years pass, the number of docent
names on this list will grow, and picking approximately tem of these (perhaps as many as 25
in the case of Continuing Education classes) will be extremely user-unfriendly. (Note that
replacing the select lists with textfields in which to type names is not a solution: the fact that
these are lists of user references is used many places in the site; for example, to generate the
My Upcoming Events block.)

We have a module profile.ref'” installed in the CCK subfolder of the Modules folder and
enabled on the site which helps address this problem. When a user reference field is added

to a custom content type, the profile.ref module provides “Active per Docent Profile” as a
choice for restricting the users to be placed on the select list. This is precisely what is desired,
but it is not currently being used. The templates for the CCK module do not display fields of
this type, and there was insufficient time to adjust the templates as necessary. Doing so is
one of the first steps we recommend.

Adjust Workflow for Request/Report Form Cycle

Currently, there is a field on request forms for tour and outreach sessions that indicates
whether the request has been reported on yet. The corresponding report form has a select
for choosing which tour or outreach session is being reported on: elements on this list are
restricted to those requests which have not yet been reported on. After creating a report
form, it is necessary to return to the original request form and manually change the value of
the “reported on?” field to “Yes.” This is an unsatisfactory solution to the workflow
problem regarding these forms. It should be straightforward for someone familiar with
Drupal and PHP to write a short module which will cause the submit button to the report
form to perform the additional action of automatically changing the value of this field on the
associated request form.

1 Our thanks to Michael Hess for the code to this module.
% This is not currently enabled, but it is installed and can be found in \Modules\CCK. For a full listing of the
code, please refer to the end of this section, Appendix B.
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Tracking Docent Data

There is an Effort Tracking Form on the site which docents can fill out electronically each
month, and a view which allows administrators and managers to view summary data from
these forms for any given month. This feature should be expanded in several different ways:

— Views should be built which allow summary data for a given docent over a specified
time period, and for all docents over time periods other than just single months.

— The ViewsCalc module should be installed and used to sum the data provided by
these view.

— Functionality should be extended to exporting this data to an Excel spreadsheet for
the purposes of generating graphs (or to some other report generating software).

— Eventually the system should be configured so as to eliminate the need for docents
to track their hours. This information all exists in the system in some form, and
should be mined to provide the necessary information to the views.

Involve Curators

Eventually the museum curators should be brought into the system. They could upload their
own label copy without it needing to pass through the hands of the Education Department,
and they could become active participants in the Forums. This would benefit both them and
the docents.

Development of a mouse-over user photo pop-up feature for the Members module:

The following code modifications were tested with version 4.7s of the Members module,
released in February, 2007. The purpose of these modifications was to enable user’s photos
to popup when you role over their username in the members Directory. Using the code
modifications below, this function was enabled within Internet Explorer browsers, but did
not function in other standard browsers such as Firefox, thus, it was not incorporated into
the current version of the site. Contact Ryan Szrama, who served as the primary mentor for
this Drupal project, at ryan.szrama@gmail.com for additional tips on implementing this
modification.

This first bit of code was put in the body of the page. Links to the user pages used the 1()
function had a third argument that looked like this:

1 ($user->name, 'user/'. Suser->uid, array('onmouseover' => "popup(". Suser-
suid .");", 'onmouseout' => 'kill();"'))

==== CSS AND JAVASCRIPT BELOW.... ====

<style type="text/css">

#mouse popup {
position: absolute;
visibility: hidden;
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z-index: 200;
top: -1000;
left: -1000;
}
.popup_table
border: solid 1px #666;
background-color: #ddd;
}
.popup_table td {
padding: .7em;
}

</style>

<div id="mouse_ popup"></divs>

<script type="text/javascript"s>

// Code courtesy of Mike McGrath (mike mcgrath@lineone.net)

// http://website.lineone.net/~mike mcgrath

// Modify values to change popup position.
mp_Xoffset = 15;

mp Yoffset = -20;

var mp_old, mp_skn, mp iex = (document.all), mp yyy = -1000;
var mp ns4 = document.layers;

var mp nsé6 = document.getElementById&&!document.all;

var mp_ie4 = document.all;

if (mp_nsa) {
mp_skn = document.mouse popup;
}
else if (mp_ns6) {
mp_skn = document.getElementById("mouse popup").style;
}
else if (mp_ie4) ({
mp skn = document.all.mouse popup.style;

}

if (mp_ns4) {
document . captureEvents (Event . MOUSEMOVE) ;

}

else {
mp_skn.visibility = "visible";
mp_skn.display = "none";

}

document .onmousemove = get_mouse;

function popup (msg, bgcolor) {
var content = '<table class="popup_ table"><tr><td>'
+ '<img src="http://localhost/ummad7/files/pictures/picture- '
+ msg
+ '.jpg"></td></tr></table>"';
mp yyy = mp_ Yoffset;
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if (mp_ns4) {
mp_ skn.document.write (content) ;
mp_skn.document.close() ;
mp_skn.visibility = "visible";
}

if (mp_nse) {

Appendices

document .getElementById("mouse popup") .innerHTML = content;

mp_skn.display = '';

}

if (mp_iea) {

document.all ("mouse popup") .innerHTML=content;

mp_skn.display = '';

}

}
function get mouse (e) {
var x = (mp ns4 || mp_nsé6) ? e.pageX
mp_skn.left = x + mp Xoffset;
var y = (mp_ns4 || mp_nsé6) ? e.pageY
mp_skn.top = y + mp_yyy:
}
function kill()
mp_yyy = -1000;
if (mp_ns4) {
mp skn.visibility = "hidden";
}
else if (mp _nsé || mp_ied) {

mp skn.display = "none";

}

alert (mp_skn.display) ;

}

</script>

event.x + document.body.scrollLeft;

event.y + document.body.scrollTop;

Profile.ref Code

<?php

// $1d: userreference.module,v 1.22.2.25 2007/03/05 22:01:24 yched Exp $

Viad
* @file

* Defines a field type for referencing a user from a node.

*/

// Modify on 070409 by MLH copied user type and changed to use profile field 47.

is a dirty hack and should be checked before going into production.

/**
* Implementation of hook_help().
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*/
function profileref_help($section) {
switch ($section) {
case "admin/modules#description®:
return t("<strong>CCK:</strong> Defines a field type for referencing a user from
a node. <em>Note: Requires content.module.</em>");

}
}

/**

* Implementation of hook_field_info().

*/
function profileref_field_info() {

return array(

"profileref” => array("label” => “Active per Profile Reference"),
)
}

/**
* Implementation of hook_ field_settings().-
*/
function profileref field_settings($op, $field) {
switch ($op) {
case “form":
$form = array(Q);
$form["referenceable_roles"] = array(
"#type® => "checkboxes”,
“#title® => t("User roles that can be referenced"),
"#default_value® => isset($field["referenceable_roles"]) ?
$field["referenceable_roles™] : array(Q),
"#options®™ => user_roles(1),

return $form;

case "save":
return array("referenceable_roles™);

case "database columns”:
$columns = array(
"uid®™ => array("type® => "int", "not null® => FALSE, "default®™ => NULL),
)

return $columns;

case "filters":
return array(
"default” => array(

"list® => " _profileref_filter_handler”,
"list-type" => "list",
"operator® => "views_handler_operator_or",
"value-type® => "array”,
"extra® => array("field" => $field),

),
)
}
}
/**
* Implementation of hook_ field().
*/

function profileref_field($op, &$node, $field, &$items, $teaser, $page) {
switch ($op) {
case "validate”:
foreach ($items as $delta => $item) {
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$error_field = isset($item["error_field™]) ? $item["error_field"] : ;
unset($item[“error_field"]);
if (lempty($item[“uid™]) && 'in_array($item[ uid"],
array_keys(_profileref_potential_references($field)))) {
form_set_error($error_field, t("%name : Invalid user.", array("%name® =>

t($Field["widget ]["label"1))));
}

}
return;
}
}
/**
* Implementation of hook_Ffield_formatter_info().-
*/

function profileref_field_formatter_info() {
return array(
"default” => array(
"label™ => "Default",
"field types® => array("userreference”),
),
"plain® => array(
"label® => "Plain text",
"field types® => array(“userreference”),

),

);:
}
/**

* Implementation of hook_field_formatter().

*/
function profileref_field_formatter($field, $item, $formatter, $node) {

$text = *";

ifT (isset($item["uid™])) {
$referenced_user = user_load(array(“uid® => $item["uid"]));
if ($referenced_user) {
$text = theme(“username”, $referenced_user);
}

}

switch ($formatter) {
case "plain”:
return strip_tags($text);

default:
return $text;
3

}

/**
* Implementation of hook widget_info().
*/
function profileref_widget_info() {
return array(
"profileref_select™ => array(
"label® => "Select List",
“"field types®™ => array("profileref”),
),
"profileref_autocomplete® => array(
"label® => "Autocomplete Text Field",
"field types™ => array("profileref”),

),

116



Site and Training Documentation Appendices

}

/**
* Implementation of hook widget().
*/
function profileref_widget($op, &$node, $field, &$items) {
if ($field["widget ][ "type"] == “profileref_select™) {
switch ($op) {
case “prepare form values~:
$items_transposed = content_transpose_array_rows_cols($items);
// get rid of null values
$items["default uids®] = array_filter((array) $items_transposed[“uid"]);
break;

case "form":
$form = array(Q);

$options = _profileref_potential_references($field);
if (I$field["required™]) {

$options = array("none” => t("<none>")) + $options;
}

if (empty($items[“default uids™])) {
$items["default uids"][] = "none-;

}
$form[$field["field_name"]] = array("#tree" => TRUE);
$form[$field["field_name"]]["uids™] = array(
"#type® => "select”,
“#title” => t($field["widget"]["label"]),
"#default_value® => $items["default uids"],
“#multiple® => $Ffield["multipler],
“#size® => $Field["multiple™] ? min(count($options), 6) : O,
"#options"™ => $options,
"#required® => $field["required”],
“#description® => t($field["widget™]["description™]),
):

return $form;

case "process form values®:
if ($field["multiple™]) {

// drop the "none" option

unset($items[“uids ]["none"]);

if (Jempty(Sitems[“uids™"])) {

$items = array_values(content_transpose_array_rows_cols(array("uid® =>
$items["uids"])));
}

else {
$items[O]["uid"] = "";

else {
$items[0]["uid"] = (Sitems["uids™] '= "none”) ? S$items[ uids"] : "";
3

// Remove the widget®s data representation so it isn"t saved.

unset($items[uids"]);

foreach ($items as $delta => $item) {
$items[$delta]["error_field™] = $field["field_name"] ."][uids";

}

}
}
else {

switch ($op) {
case "prepare form values®:
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foreach ($items as $delta => $item) {
it (Tempty(S$items[$delta][ uid™"])) {
$items[$delta]["default user_name"] = db_result(db_query("'SELECT name FROM
{users} WHERE uid = "%d"", $items[$delta]["uid"]));
}
}
break;

case “form-:
$form = array(Q);
$form[$field["field_name"]] = array("#tree" => TRUE);

if ($field["multiple™]) {
$form[$Ffield["field_name"]]["#type"] = "fieldset";
$form[$Field["field_name"]]["#description™] =
t($field["widget™"]["description™]);
$delta = 0O;
foreach ($items as $item) {
if Qitem[“uid™]) {
$form[$field["field_name"]][$delta][“user_name"] = array(
"#type® => "textfield”,
“#title” => ($delta == 0) ? t($field["widget ]["label"]) : "7,
"#autocomplete_path® => “user/autocomplete”,
"#default_value™ => $item["default user_name"],
"#required® => ($delta == 0) ? $field["required”] : FALSE,
)
$delta++;
}

3

foreach (range($delta, $delta + 2) as $delta) {
$form[$field["field_name"]][$delta][“user_name®"] = array(

"#type® => "textfield”,

“#title® => ($delta == 0) ? t($field["widget*]["label*]) : ==,

“#autocomplete_path® => “user/autocomplete”,

"#default_value®™ => ",

“#required® => ($delta == 0) ? $Field["required™] : FALSE,

):

}

else {

$form[$field["field_name"]][0]["user_name"] = array(
"#type" => "textfield”,
“#title” => t($field["widget ][ l1abel™]),
“#autocomplete_path® => “user/autocomplete”,
"#default_value®™ => S$items[0]["default user_name"],
"#required® => $field["required”],
"#description® => t($field["widget"]["description™]),

)

return $form;

case "process form values”:
foreach ($items as $delta => $item) {
$uid = "";
if (lempty($items[$delta][“user_name*])) {
$uid = db_result(db_query("'SELECT uid FROM {users} WHERE name = "%s"",
$items[$delta]["user_name"]));

// Remove the widget"s data representation so it isn"t saved.

unset(S$items[$delta][ user_name"]);

$items[$delta][“uid™] = $uid;

Sitems[$delta]["error_field"] = $field["field_name"] ."]["-. $delta
-"][user_name";
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// Don"t save empty fields except the first value
if (empty($uid) && $delta > 0) {
unset(Sitems[$delta]);
}
}

/**
* Fetch an array of all candidate referenced users, for use in presenting the
selection form to the user.
*/
function _profileref_potential_references($field) {
$result = db_query(“select * from users,profile_values where fid = 47 and
users.uid = profile_values.uid and profile_values.value = "Yes"");

$users = array(Q);

while ($user = db_fetch_object($result)) {
$users[$user->uid] = $user->name;

}

return $users;

}

/**

* Provide a list of users to filter on.

*/
function _profileref _filter_handler($op, $filterinfo) {

$options = views_handler_filter_usercurrent();

$options = $options +
_profileref_potential_references($filterinfo["extra®]["field"]);

return $options;

}
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UMMA SITE DOCUMENTATION

STAKEHOLDER ANALYSIS

The UMMA currently has a website which is geared towards the university community and
the public. The docents form a cohesive group within the museum community and require
different information than the general site provides, as well as increased functionality. The
major stakeholders in this project are:

e The museum administration,

e The museum’s Department of Education,
e The collection curators,

e The database analyst,

e The docents themselves.

Museum Administration

The docent program plays a large role in fulfilling the mission of the museum. As such, the
museum administration has a stake in anything that makes the docent program run more
smoothly. Moreover, if a time and effort tracking module can be implemented, the data
collected will be of particular use to the administration calculating the value of these
volunteers. Being able to point out how much the docent program contributes, and at how
little expense to the museum, will be of use to the administration in writing grant proposals.

That said, the Museum administration is not directly involved with planning the site, nor is it
expected to interact with the site.

Department of Education

The Director of Education is Ruth Slavin. She is the nominal head of the Docent Program
and controls its budget. But owing to the demands of the museum re-imaging, which is
being done in conjunction with the renovation, her time is currently being spent on the new
interpretive program. Pam Reister, Associate Curator for Education, has been given charge
of the docent group in practice, and has taken over most non-budgetary facets of the group’s
management. However, Ms. Slavin continues to attend meetings of the Docent’s Board
described below.
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Incentives

Ms Reister has multiple incentives for requesting this website for the docents. Foremost, she
believes that having a docent website which is essentially docent-managed will ultimately
facilitate communication to and among the docent corps. The Education Department staff
has many responsibilities tied to the docent group. These include document creation and
retention, and docent information management. For example, at this time a change in a
docent’s email address requires a staff person to make the change in three different systems.
Putting that same information online would streamline the workflow for staff members.

As Associate Curator for Education, Ms. Reister is deeply involved with community
outreach and the use of the museum by area schools. She sees this website as not merely
providing functionality for the docent program, but as a feasibility study for future efforts. If
this site is well-received, she hopes to see a similar site in the future for community teachers.

Expectations of Use
Ms. Reister wants the initial system to contain the following features:

e A directory with image support,
e A document repository for tour descriptions (a.k.a. “label copy”™),
e Fasyaccess to information regarding docent continuing education, and

e Static pages containing the descriptions of each docent class (there is one every three
years). Currently these descriptions reside in a manila folder somewhere.

The Database Analyst, discussed below, has additional features he wishes to see
implemented that Ms. Reister is also interested in, though she does not see them as priorities
for her. She is also concerned about some docents she identifies as “technophobes,” but
feels that the features of the system will eventually convince those docents to join in.

Future Trajectory

Beyond her desire to see similar sites in the future for educational outreach, Ms. Reister does
not have a clear picture of where she sees the site headed. She admits to having little
knowledge or experience of what is possible, and looks to the Database Analyst, described
below, to lead the way in this regard.

Collection Curatotrs

The collection curators are responsible for developing and maintaining museum collections
and exhibitions. In an exhibition, each piece is accompanied by a label containing its relevant
information as determined by the curators. The UMMA calls these collections of labels
“label copy.” It is this “label copy” that is used to compile the tour descriptions that docents
use when guiding visitors through the museum.
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Incentives

At this time, to create tour descriptions, all labels for a given exhibition are gathered into a
single electronic document file where font size is condensed such that the labels fit onto a
few sheets of paper. The resulting file is then sent to each docent via email. This system does
not ensure access, nor any type of historical repository/continuity. Enabling the online
storage of these documents in an accessible website would ensure that all docents had access
to the same material, while also creating a repository that could be accessed for all current
and historical “label copy.” Since the “label copy” generated by a curator and used by the
docents is one measure of the curator’s successful mounting of a given exhibit, the curators
have a vested interest in seeing an updated and accurate method of delivering this
information.

Expectations of Use and Future Trajectory

Beyond that, collection curators have little or no interest in the system at this time, and are
not expected to use it. It is one of the functions of the Education Department to buffer the
curators from the needs of the docents. After the museum has reopened in its newly
renovated home and things have settled down from the transition, there may be interest in a
forum moderated by the Education Department, which would allow communication among
docents and curators over questions about the art itself. Now, the curator group does not
have the time to consider other ways in which such a site could work for them.

Database Analyst

This position is currently held by John Turner. He is responsible for all of the museum’s
data: donor information, gift tracking, and all information regarding the museum’s holdings.
He is working on a Drupal installation with civiCRM to better manage donor information,
which is currently kept in a FileMaker Pro database. In addition to these duties, he is
increasingly responsible for the museum’s web presence. While his title does not reflect this,
he clearly functions as an Information Architect and as a Web Programmer.

Incentives

The plan to develop a website for docent use resides on a long list of projects for the
museum’s Education Department. Given the demands on Mr. Turner’s time, he feels he
cannot get to it himself soon, and he is excited at the thought of being able to provide some
of the desired functionality earlier than he would be able to do so himself. He feels a strong
desire to “help make the Education Department shine” and sees this project as one way of
doing so, as well as sharing Ms. Reister’s belief that this effort will be viewed as a feasibility
study for future website endeavors for the museum community.

The demographic of the docent population is shifting, especially as regards age. Mr. Turner
is concerned that the large knowledge base accumulated by experienced docents will be lost
as these individuals age and retire. He believes that the proposed site can serve as an
effective way to share and store that knowledge.
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Expectations of Use

Start small. Mr. Turner anticipates some resistance to use and feels that incentives will be
important to drawing and retaining users. He believes that by starting on a smaller scale,
while incorporating some functionality that entices users, such as the docent directory, the
new site will be perceived as usable and accessible by the docents.

The areas he feels are most important in an initial release are:

e A directory with image support,

e A document repository for tour descriptions (a.k.a. “label copy”™),

e A lending library list maintained by users,

e Secamless integration with the current WebCalendar deployment, or equivalent
functionality from within the Drupal site, and

e An effort tracking form, and

e Forums with moderated discussions.

Mr. Turner feels that these features would be feasible as part of a first release, while
recognizing that the lending library may be more difficult than the others to implement.

Future Trajectory

As mentioned previously, Mr. Turner believes that the docent website should originate with
a core set of features, which can then be added to as users become more comfortable with
use and determine additional needs. Some possible future features include: photo sharing,
event “blasting”, version control for document repositories, and blogging.

The Docents

There are generally between 60 and 80 docents at any time. They undergo a year long
preparation in which they are trained in art history and touring techniques, and they are
asked to make a three year commitment to the museum beyond that time. During their
tenure they are required to attend continuing education seminars at least twice monthly and
to lead weekly tours, for an average time commitment of approximately 5 hours per week.
Retention is high: many of the current docents have been with the program for thirty years.
Most are women; many of them are empty nesters; a large number are technophobes.

The docents are represented by a Board of their members which includes a Chair, a
Secretary, a Treasurer, an Office Manager, a Special Events Coordinator, and a Liaison with
Emeriti. Each docent is required to belong to the Friends of the Museum, and the Friends’
Board has a Docent Representative sitting on it. The immediate past Chair of the Docents’
Board is currently Chair of the Friends’ Board; there is considerable give and take between
the two groups.
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Incentives

Prior to the renovation, the docents had their own office within the museum space, which
included a library, a computer, mailboxes, and a bulletin board for pictures of themselves
and staff and for communication. They could come and go whenever the museum was open.
Now that the museum is in diaspora mode, they are physically separated from the staff, and
as they are not touring together in the museum they are to some extent separated from each
other as well. However, they still need to interact to devise schedules and work on projects,
and they desire communication for social purposes as well.

During this period, they are taking outreach programs to eight public schools in four nearby
school systems, and have designed PowerPoint presentations for these programs. Most of
the docents had no prior experience with PowerPoint and were skeptical at first. Now they
are finding it fun to use, and desire to easily share their presentations among themselves.

Expectations of Use

The wide disparity of comfort levels with technology across the docent population
engenders a corresponding range of primary interests in this project. It seems safe to say that
most are interested in being able to:

e Access the tour description information disseminated by the Education Department
in one central place,

e Read profiles of other docents and see their pictures,

e Share the PowerPoint presentations they have designed for school outreach, and

e Access from within this site the same information that is currently housed in a
WebCalendar application.

Additionally, some docents desire:

e A forum where they can discuss issues of importance to their role; e.g., “How do the
rest of you discuss this particular painting,” or “What do you do when a student is
rude to you?”, and

e A place to post pictures they have taken of outreach programs or tour groups.

Future Trajectory

As the current docent population ages and retires, a younger, more technologically savvy
group of docents will take their place. These individuals will presumably be more
accustomed to the idea of virtual communities, or to the practice of supplementing physical
communities with virtual spaces. As this happens, we expect more community features to be
desired, expected, and consequently added.

124



Site and Training Documentation Appendices

PERSONAS AND SCENARIOS
Staff
John Turner, Database Analyst

John is the database analyst in title, but he is more than this: the go-to Information
Technology (IT) person at the museum, he is web designer, information architect, and
database developer and administrator. He brings his extensive technical training to bear on
this project and its administration and future development. In addition to his grasp of data
repository and mining technology, John appears to have a deep interest in art and an
understanding of the administrative tasks involved in a museum setting.

As a practitioner in a rapidly changing field, John keeps up with new technologies. He
proactively considers ways in which the museum staff can use technology to accomplish
their goals more efficiently. John has developed a list of potential projects, some big and
some small, to integrate technology into the work of the museum; the list is always growing,
and he likes the idea of working with groups outside of the museum to get things started.
John is also very aware of many of the social constraints associated with adoption of new
technology. He stresses the need to start small and add new features later on so as to not to
overwhelm users.

Scenario

John will be in charge of general oversight of the project from both a technical standpoint
and an information architecture position. It is John who will identify most initial needs,
direction, and future trajectory because he has the experience and knowledge to be able to
bridge the art museum world and technology.

As the docent site is being built, John will monitor its progress to make sure that it is on
track and meeting his expectations. Once it is deployed, he will initially administer the site
and will add functionality or features as he and Pam decide it is possible. He will track use of
the site, perhaps with analytics, to determine the best times to deliver new features. Soon
after the initial implementation, he will turn over the day-to-day maintenance of users and
security to someone else.

John has little direct interaction with the docents themselves. He will probably find another
staff member, perhaps one in the Education department, to instruct the docents in use of
the site, although he might maintain some of the instruction documentation himself. He will
identify content managers among the staff, and get them started in that process so that
content can be pushed up directly by Education staff.
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Pam Reister, Associate Curator for Education

Pam has recently started spending considerably more time working with docents than she
had previously, as staff responsibilities in the Education department have changed. Pam
serves as a mediator between docent requests and other museum staff, while also handling
some of the continuing education and coordination of docents. During the museum’s
renovation, Pam has been working with the docents on a school outreach program to
continue the mission of teaching the local community about the art in the museum’s
collection. She is deeply committed to community outreach, and is looking forward to seeing
this program continue when the museum has reopened and the docents usual tour activities
have begun again.

Pam is excited to think the docent site will increase communication among docents during
the time they are without a physical space. She would like it if can streamline the workflow
of her staff relating to tour scheduling, so that they can focus more on the business of art
education. She loves teaching in general and teaching about art in particular, and the docent
group is one of her favorites to work with.

Scenario

Pam regularly emails the docents with information about continuing education classes and
other events, both required and optional. She also maintains a calendar on the web with this
information. Pam also puts together “label copy” — information created by curators about
works of art as they mount exhibits — and disseminates this copy to the docents, usually by
email or on paper. The new docent site will allow Pam to manage event information and
label copy documents in one place, and she will work with these two aspects of the site on a
weekly, perhaps daily, basis.

Pam’s understanding of the collections at the museum will allow her to organize the
information on the site in a way that works for the docents, who share with her their love of
art. She is concerned about organizing and archiving the label copy in a way that allows the
docents to find what they need, especially once many documents are available through the
site.

Pam will need to be thoroughly trained in managing the content of the new site. Responsible
as she is for educating the docents, their training in using the site will likely fall to her as well.
Although she is involved in the evolution of the site, her buy-in as a user is not guaranteed.
But if the site addresses her department’s needs while being straightforward to use, her
strength as an educator should make it easy for the docent population to make effective use
of the site.
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Docents
Note that the details in docent personas and scenarios are fictitious and
intended only to give a sense of the docent population.

Vanessa (“Nessie”) Becker has been a docent since the program
opened in 1974. An American citizen, Nessie was raised in China,
| the child of Christian missionaries. Her family returned to the United
. States when she was in the eighth grade and settled in Kentucky. Her
father went to graduate school at the University of Kentucky,
received a PhD in Comparative Religions, and then obtained a
faculty position at a local four year college. During this period,
~ Nessie’s mother taught Elementary school. Although her mother

worked, she was always home when Nessie returned from school
herself.

Nessie later earned a BA in Asian Studies from the University of Maryland. She married her
husband, an actuary, the summer after she graduated and they moved to Ann Arbor when he
took a position at Ford Motor Company. Shortly after that she had the first of four children.
She had hoped to have her own career at some point, but she wanted to stay home while her
children were young and found it difficult to enter the work force when they were older. The
year her youngest graduated from high school, she was thinking about going back to school
herself when she heard about the docent program that the U-M Museum of Art was
planning to start. Deciding that this would satisfy her need to do something outside of the
home, she applied to the program. The docent training class was “life-changing” for her. She
had always been an avid museum-goer, but here she learned how to look at art, and how to
learn about art newly looked at. She prefers leading tour groups of older students and adults
because she enjoys imparting some of that knowledge about how to experience art, and feels
that it is difficult to do with younger students.

Nessie is an adventuresome person who has traveled extensively and likes doing new things.
Although she has never needed new technologies for a professional purpose, and says she
feels she no natural aptitude for computing, she has had a computer in her home since the
first Apple hit the market. She taught herself to write programs in Basic, although she has
generally been more of a consumer of programs than a producer of them. One of her
children is a computer scientist and keeps her informed of new developments in the market.
She updates her hardware on a regular basis and uses Microsoft Excel to manage the
household budget and keeps the family books in Quicken. She does her banking online. She
has a digital camera and is comfortable but not proficient with Adobe Photoshop. Nessie
learned to use PowerPoint this past year in conjunction with her work as a docent. She says
that it her took her roughly a thousand hours to learn (a clear exaggeration to hear her say it),
but she is now well versed in all the subtleties that it has to offer the user.

Scenario

When the museum is in its standard space, the docents are broken into ten groups. Fach is
assigned either morning or afternoon of a given weekday; Nessie is a Tuesday afternoon
docent. Her group chooses a lead docent for the term and s/he informs the group about
upcoming tours, which are scheduled at least two weeks in advance. The group meets once a
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week to plan the tour for the following Tuesday, and then again on Tuesday to lead the tour.
The tour may be from an area school, in which case the teacher may leave it up to the
docents what to stress, but more often the teacher requests a specific emphasis, perhaps
“colors and shapes” for young elementary students. Sometimes the tour will be for a
university class, in which case the professor may request something very specific. It may still
be just a guideline, such as “We are studying 19" century something or other, and I’d like the
tour to complement what we’ve talked about in class.” Docents rarely repeat a specific tour.
Each docent has generally six to eight visitors in her or his group, occasionally up to ten.
Nessie likes the variety they are exposed to in this way. She has heard of large museums
where a docent is assigned a specific work of art for some period of time, and none of them
would like to be a docent under such a system.

The art displayed at any one time is approximately 8% of the permanent collection, and
special exhibits come and go. To keep informed about the art available to tour, docents
attend Continuing Education (CE) classes on new exhibits which are presented to them by
the Education Department. They attend openings of new exhibits as well; these usually have
a presentation by the curator responsible for the exhibit. Beyond that, docents are expected
to be, and trained to be, independent learners. Nessie uses the internet extensively at this
point in her preparation. If she can find an exhibit catalog online, she frequently buys it,
although sometimes the museum purchases a copy for the docent library. Books are checked
out by a paper system where docents simply sign books in and out. Nessie says that people
are quite good about doing so. It would be helpful to her, she says, to know what materials
other docents may have and be willing to share. But what she feels would be most useful to
the docent population in their preparations would be to have images and label copy available
online for the entire museum holdings, but she does not believe that outside of the
Education Department there is enough support for the docent program for the museum to
dedicate the resources to make this happen.

During the renovation, the museum is developing an active outreach program where docents
take PowerPoint presentations to area schools. They intend this to continue after the re-
opening. There are currently very few high schools that bring student groups to the museum,
as it takes too many periods out of the students’ day to do so. Having the docents come into
a classroom limits the school’s time commitment. Nessie has been very involved with
creating presentations for classrooms, and hopes to continue this. She is excited about the
possibility of sharing her presentations easily with other docents.

Nessie does not understand the point of the proposed online stats and effort tracking
system. She understands, of course, that the data collected is used in writing grant proposals
and in budget negotiations for the program. But she says that the staff has all this data
anyway: attendance is taken at CE seminars, tour data is collected right after the tour is
given. The docents who gave a tour do this together. She could see doing so online, but isn’t
convinced that there will be a computer available for them to do so with. There is one in the
docents’ office, but the office is generally in use for meetings of other docent groups at a
time a group would need it for this purpose. She has not filled in her paper time and effort
tracking sheet in months, and always puts off doing so as long as possible. She finds the
form demeaning, and sees the only benefit to switching to an online system would be to take
the opportunity to rewrite the form in a fashion that would make it palatable.
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Isabel Jacob is Professor Emeritus of Political Science at the
University of Michigan. She has an undergraduate degree in History
from NYU, and a PhD in Political Science from UC-Berkley. She
spent some time after her PhD was completed working as a post-doc
and then research fellow at UC-Berkley, then met her husband, Barry,
who hailed from Michigan. When she was offered a faculty position at
U-M, they both decided it would be a good place to settle in for the
long haul. They have three children, all adult, and seven grandchildren.
| Isabel and Barry both consider themselves lucky that their children all
chose to settle locally, and they are active grandparents who are
involved in the day-to-day lives of their grandchildren. Isabel even volunteers at the
elementary school once every two weeks, giving extra reading help to students in her
grandson’s first grade classroom.

Isabel retired from the U-M faculty in 2000 after thirty-seven years of active service. When
she started, the university was just installing the revolutionary IBM PCs with dual floppy-
disk drives and monitors with glowing green output. Although Isabel has always engaged in
research as a key component of her position in the Political Science department, she has
never actively used computers in that work. Much of her work has required statistical
analysis, but in the eatly years of her career she did that by hand, or left it to co-investigators
who knew better how to handle the technical details. In the years closer to her retirement,
her graduate students took care of most of the technical tasks. While Isabel still remembers
her statistics equations well enough to get the basics done with the use of a statistical
calculator, she never mastered any systems such as SPSS, or even simple software like
Microsoft Excel.

Not only did Isabel find herself behind the curve regarding the use of technology in
research, but as years went by, she found herself confronted by students who were
increasingly “tech-savvy” (that’s the term she has found most appropriate after some
informal research) with an expectation that she would be, as well. This was a real struggle for
Isabel, and while she misses teaching, she is relieved to be free of this pressure. Before she
retired she had come far enough along to use her email, log onto the various faculty systems
that the University forced her to use, “google” most simple questions, and use basic software
like Microsoft Office. Since her retirement she even shops on eBay® every once in awhile.
On the other hand, having heard CTools discussed by still-active colleagues, she is glad to
have retired when she did. She has heard of blgs but describes them as places where people
“spill their guts in prose” for the whole world to see.

As for the hardware that makes up computers, Isabel knows what the basics are called, but
cringes when she has to use a machine that is different from her own Dell loaded with the
Windows operating system (don’t ask her to tell you which version, please). Every time the
IT people came around to her office to change something on her computer, it took her a
week to get comfortable again. She is grateful that there are no IT people in her home to
force her to upgrade.

129



Site and Training Documentation Appendices

Isabel is extremely bright — she was a full professor at the University of Michigan, after all.
She can understand the social dynamics and needs of any given situation in a heartbeat; she
understands and can deconstruct the components of social capital with the best of them; she
can organize a grass roots campaign over night; but she likes paper. She is comfortable doing
things in the way that she has always done them.

On the other hand, outside of the realm of technology she is rather adventuresome. On
retiring, she wanted to try something new and even considered going back to school in a
new field. Then she saw a recruitment ad for UMMA docents in the Ann Arbor News. The
docent training satisfied her desire to learn new things without the rigors of a degree-
granting program.

Scenario

Isabel’s experience of docent preparation is very similar to Nessie’s, but when she uses the
internet to search for information about various artwork or exhibits she is often
overwhelmed or frustrated. She think a seminar about online searching would be very useful
to her and some of the other docents. If an electronic tutorial based on that could be posted
on the proposed Drupal site, she says she would use it.

Isabel does not post her picture on the physical board in the docents office, and she would
not upload a picture of herself to a user profile on a docent site, either. Since the site is to be
private, she would include the same information about herself that one could obtain from
the Political Science website, but no personal information. She has strong feelings about
privacy in general and feels the need to be extra vigilant about her privacy in an electronic
setting. Moreover, she would want a staff member or another docent to help her set up her
account and profile. She does not see herself as being able to accomplish that on her own.

Despite her aversion to learning new technologies, she feels that a website for docents which
makes doing things on it easy would help her move towards doing so, rather than pushing
her away. She has never attempted to access the WebCalendar application available to
docents, calling it a good example of disconnect between people and computers. She does
think that an event feature in one place with label copy would be something she’d like to see.
Currently, images to use for preparing outreach presentations are supplied to the docents on
disk. She finds this annoying to deal with and would welcome an improved way to manage
images.

The feature she would be most happy with is the suggested forum, provided it is easy to
learn and to use. Often school tours involve exercises, games, or other activities in front of
paintings. She thinks being able to easily discuss these and share ideas for them with other
docents would be wonderful. She loves the idea of being able to ask a question about how
other docents handle students or discuss a certain artwork, and potentially receive input
from across the docent population.

Isabel thinks very highly of the Education Department staff, particularly Pam, with whom
she has the most contact. But she feels that the museum administration does not notice the
docents. She has no hope that their office space after the renovation will be much improved
from what it was in the old building. That being the case, she doesn’t know how she will
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make optimal use of the features of the site if she can’t do so from home. She says that the
office is too small to allow anyone to work at the computer when a group is in there
working, which is most of the time.

Carolyn Kreger is a PhD student at the University of
Michigan’s School of Information. She has a BA in
mathematics and a BS in computer science. She skipped the
master’s option and applied directly to the PhD program. She
is now in her third year of study.

Carolyn comes from a large family. In addition to her parents,
she has three brothers, all older than she. Unfortunately, they
live far away on the West coast and she is unable to get out to Oregon to see them very
often. One of her brothers travels a lot and sometimes comes through Detroit, allowing the
two of them to get together when he does. Being so far away, Carolyn is very conscientious
about staying in touch, and exchanges emails with all of her immediate family on a regular
basis at least a few times per week. She also maintains close ties and exchanges regular email
with extended family, including her maternal grandparents for whom her parents purchased
an IMac two years ago.

Carolyn is a particularly knowledgeable computer user. She has had her own computer since
junior high school when she began learning how to program in C+. She really likes
technology and at all concerned about its proliferation in our society. She sees technology as
a tool to be leveraged in whatever way makes sense for a given situation. If you ask her what
platform she likes, she will look at you in mock awe (for not knowing what she thinks should
be obvious), and accompany her answer of “Uh, Mac — it’s really all there is” with a quick
roll of the eyes. She can work her PowerBook as though it is simply a natural extension
flowing from her hands and can conjure up whatever she wants with little or no effort. She
sees technology as needing to be ubiquitous, and as integral to our society’s ability to move
forward in an orderly and ultimately productive fashion. There is no technology created yet
for which she cannot understand the mechanics. But most importantly, she believes that
technology can always be improved in order to in turn improve productivity and ultimately
society.

Carolyn lives in Ann Arbor in an old house on the West Side. She has a roommate to help
with the rent, but he is a medical resident and is rarely home. When he is, he sleeps, showers,
and leaves. To keep her company she has two cats and lots of plants. She drives a red Miata
convertible (which she finds troublesome in the Michigan snow), a graduation gift from her
parents. She obsessively collects photos and music she finds compelling or interesting; and
she also owns six computers, untold software, and has her own in-home network (which she
allows her roommate to use when he’s around).

Carolyn is very social and loves spending time with her friends. She is an avid social software
user and she has made contacts and friends all over the world. She participates in many
blogs, including her own, and other social computing outlets such as photo and bookmark
sharing, and is an active and innovative tagger herself.

While these activities are enjoyable and satisfying for her, she feels the need to do something
more different from her academic pursuits, as well. Knowing that she would be in Ann
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Arbor at least five years, she applied to the docent program at the UMMA when she first
arrived in Ann Arbor. She finds it satisfies her need to be intellectually active outside of her
discipline, but has been frustrated with the lack of technological innovation in place in the
program. She is very excited at the thought of a Drupal site for docent use.

Scenario

As a very new docent, Carolyn had only toured for a year before the renovation began. Her
experience has been largely with the outreach program. The preparation for preparing a
classroom visit is very similar to that of a tour. There are no relevant exhibits opening, but
the Education Department continues to present its CE seminars, and she learns about the
art to be discussed by much the same process.

Without the physical meeting space of the museum, Carolyn would like to have a virtual
space in which to get to know the other docents. She has become quite friendly with another
woman with whom she has designed some presentations, but misses the contact with a
larger group.

Carolyn takes her digital camera and her digital video camera to each classroom visit. She
would loves to upload pictures and screencasts of these school trips for other docents to see
and would like to see others’ visits as well. She is interested in having a place to post links to
information about art in general and about specific pieces, and she hopes that older more
experienced docents will do that to help her learn more about the art she is promoting.

She likes the idea of doing her tour reporting and effort tracking online, and she wants to be
able to see what books are available to her at the museum without making the walk there to
find out. She uses the WebCalendar installation for docents but thinks there are better
applications available.
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