Creating a New Event

An event is used when there is a specific date, time or location. A
employeelntranet
] % gzsss:rizgnentsEmp\oyea
1. Access WAM! from a browser window: http://wam2.broward.edu (0 EvertsEmployes
. . + D SupportingContent
2. Login using your Novell ID and password. - [ StewdssusportingFies
3. Choose Communications community. "“E!Ed:;;,ﬁmm
4. Expand the folders by clicking on the plus signs until folders are fully ;jjjj%@g:;g“;f:;“e“tﬂ“de“t
#- (] EventsStudent
expanded' o i ] S:sgosrtinug znnntent
e O u skudent L 0 aay vangi oean
5. Create a new event o £ Advertissments DY Gino's TEST Event
[:l AnnouncementsStudent D Hispanic Heritage Ex
e To create a student event to be : [ Hispanic Heritage M
shown on the student (blue) home Mew Ttem Announcement
page 5B Folders Mew Folder... Auta Inclex
e Under the student folder = 0 views Change Display Format | Categary
e Right click the EventsStudent " G- checkedoutmy e g cvent
folder. - Inbox Search in Folder. ., E:{temal Link
R from Fold ile
e Choose New Item > Event - Outbox SEvE from Foler
e To create a employee event to be =+ [ employeelntranet [ Assessing & Improving
shown on the employee (red) home - - &3 .ﬂnnouncementsEmpInyee [ auto Index of Emplave
page - [ auko Indes of IT Event
+
e Under the employeelntranet folder = MNews Ttem ] Announcement
° Right C|iCk the EVentSEmpIOyee : D S|tew|deS|_|ppgrt|ngF| Mew Folder, ., ALta Inde}{
folder. o (23 student Change Display Format » Category
e Choose New Item > Event. £ (1 Advertisements | o4 J Event
e [:l Announcementss . Extarmal Link
B @8 Categories Search in Folder... :
.- [ EventsStudsnt Remaove from Folder File
Make sure the event is in an events folder.
- B8] BCC
IMPORTANT: Place all supporting content (i.e. images, =" [:l employeslntranst

files, external links) in the appropriate e [0 AnnouncementsEmployes
SupportingContent folder (student or employee). i -3 I~’:Eltl3'zl'2"’ll35
..
If the event is for employee and student then the -
supporting content need only be in one SupportingContent T
folder where the original announcement was created. =[] student
+ (7] advertisements
Name your supporting content with the same title ------ (1 announcementsStudent
as your event with image, file or external link at - [ Categories
the end of the title + [ Eve

- [ Supparting Conkent
Refer to the WAM Manual for specific instructions on importing

images (.gif, .jpg), files (.doc, .pdf, .xls), and external web links (i.e. http://www.cnn.com).
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Enter event information:

System Title (required) — This is the title by which WAM sorts and identifies content.
THIS NAME MUST BE UNIQUE in the folder. No two system titles can be the same.
Display Title

(required) — will + System Title:
appear n the ) * Display Title:
br0W§er WIndOW n * Synopsis:(Limit 90 Chars)
the Title Bar, will
be the link name * Keywords:
and will be the
name in the [ Academic O alurmni
Content Explorer [ athletics [ eailey Hall
||St Under Content [ conferences [ exhibits
. [T Halidays [JHuman Resources - Employee Only
Title _ _

. [ information Sessions - Employee Only O intramural Sports
SynOD_Sls Categories:(Choose At Least One): [ actyres [JMestings - Employee Only
(reqUIred) ShOWS [ omni [Jother - Employee Only
up anyWhere the [ rayrall - Emplayee Only [Jrlanetarium
eVent iS dISp|ayed [ Procurement Services [ erofessional Development - Employee Only
in a ||St format [ student Life and Leadership [wisual and Perfarming Arts
such as the Check All Uncheck All

. Location and Times:
calendar list page. ——
ThIS fleld |S Ilmlted ®) Edt View Insert Format Tools Table Farm
to 90 characters. TETAET IR IR & b E|E-
Keywords 2 5 |[becsmal = X x,
(required) —
|mportfant for .
searching for
content within
WAM or by a
search engine. You
. Design | Code
will search by
* Default Variant 1D: Event Full Page %
keywords, author,
community or
name. Be

descriptive.

Categories (at least ONE must be selected) - for searching for events by category. This
is the category the event would fall under if someone is searching for events.

Choose as many as apply to the event. Events will be classified as “Student” events if you
select a category not labeled as “Employee Only”. Student events will be displayed on the
BCC home page (blue). Events that are “Student” and “Employee” must be created once in
one folder and dragged into the other folder selecting ‘Move, As Link’.

Body - main content or details of the event that will be displayed on the event full page.
Default Variant ID - Ignore

Click the Insert button to save the event and to enable you to add location(s) and contact
information.
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8. Adding Locations & Times to the event.
e Click the ‘Add new item’ button.

[ student Life and Leadership Ovisual and Performing Arts
Check All Uncheck All

. . Campus: Location Details: Event Start Date/Time: Event End Date/Time: Alldayevent:
Location and Times:
Add new item

Name: E-mail: Department: Phone:

Contacts:

Return to parent

Enter campus Campus: all Campuses v
building/ropom1 Location Details: Building Room

start time & dz’ate * Event Start Date/Time:
end time & date * Event End Date /Time:

Alldayevent: [ &ll Day Event (Tinges will not be displayed)

3 http:swam2.b... [=)01)[X)

Using Calendar Controls
Many WAM pages include calendar controls to make it easier for you to
enter dates. July v | 2006
To Enter a Date Using the Calendar Control:

1. Click on the Calendar icon next to the field you want to enter.

WAM displays the Calendar. >
1
If you have a specific time this event takes place select it from the 0 0 T =T L i
. . . / S1i0]11 (1213 ]14 )15
set hour and/or set minute first. Make sure to enter the time before 16171819 | 20|21 | 22
you select the date. If it is a full day event do not set any hour or 23|24 |25 | 26|27 |28 |29
minute just select the date. clol| e
a Internet

Set the hour by Set the minute by

October %2006

clicking on the down = clicking on the down | Uctober 2006
Hour” drop down box. Tam T the ‘Set Minute Set Hour Set Minute

am pifiz]13(14

o el drop down box SeT VG

§:$ Su [Mo [Tu [OO

Gam 1 > ) DE

- 2] s l10]l1g

J9am [ 151617

Jam 2222124119

Tam Internet zu

12pm zo |02

Tpm 25

2am

3pm

4

sorn 35

o 40

7 pm

Bpm 0 Inte 45

Fpm

10pm 5['

11am 55

To set an hour/minute you must choose the time before choosing the date.
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A http:siwamz.b... [2 5[]

2. To adjust the month, select the month you want from the drop list
or click the month back button "= to scroll back one month. Click
the month forward button "= to scroll forward one month.

3. To adjust the year, enter the year in the year box, or click the year
back button ‘%% to scroll back one year. Click the year forward
button '=* to scroll forward one year. SOEHMOT ey

| July v|2008 |

|Set Hour » | Set Minute V‘

We |[Th | Fr |Sa

Click on the date to select it. WAM will automatically enter the date you R e L e
selected and close the calendar.

A http:/iwam?2. broward.edu:9992 - Rhythmyx - Marks Event - Edit Child - ... [ ][B][X

Check ‘All Day Event’ only if
applicable and no time has
been set.

Return to parent

Campus:

Location Details:

Event Start Date/Time:

| Willis Holcombe Center

vl

|Building 33, Room 121

|2EII:I|5-I:IB-I32 14:15:00.C

e Click Insert.

Event End Date/Time:  |pone-08-02 14:00:00.C]

Alldayevent: [lall Day Event (Times will not be displayed)

Ihsert Cloge

e Add additional locations, dates and time by clicking on ‘Add new item’.
e When finished adding location information click on ‘Return to parent’

A http:/iwam?2. broward.edu: 9992 - Rhythmyx - Marks Event - Edit Child - Microsoft Int... [= |[B][X]

Q| Return to parent

Location Event Start Event End .
Campus: . T -~ | alldayevent: | Action
Horarian Details: Date fTime: DatefTime:
and e
Times: mllll';mbe Building 33, | 2006-08-02 2006-08-02 0 x
Centar Room 121 14:15:00.0 14:00:00.0 j

Add new iterm ] [ Close ]

e When finished, click ‘Return to parent’. If you click close you will not return to the
event editor.

e Or click Add new item to enter multiple locations/dates/times.
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Click on the action buttons to delete, edit or move the order of a location/time.
9. Adding Contacts to the event
e Click the ‘Add new item’ button.

2} http:ffwam2. broward.edu: 9992 - Rhythmyx - Marks Event - Edit Content - Microsoft Internet Explorer

[Jprofessional Development - Employee Only DPurchasing - Employee Only

[ student Life and Leadership [ visual and Performing Arts

Check Al Uncheck All

Campus: Location Details: Event Start Date/Time: Event End Date fTime: Alldayevent:
'T‘?rﬁ:ts'_“" and | i Holcombe Center | Building 33, Roorn 121 | 2008-08-02 14 115:00.0 2006-08-02 14:00:00.0 O
Edit table
Mame: E-mail: Department: Phone:
Contacts: -
Add new item

2 WAM - The Seven Principles of Kwanza... |_||E|E|

Return to parent

|Sucial Science

e Click Insert.

MName: . 1
e Enter contact name, Misha King |
email address, department, phone Email: kking@broward. edu |
number as applicable. Department: |

Phone: |954 20 -6539'

Insert Close

e Add additional locations, dates and time by clicking on ‘Add new item’.
e When finished adding location information click on ‘Return to parent’

EEX

—
‘| Feturn to parent =
Contacts:
Name: Email: Department: Phone: Action Buttons

Kisha King kking@broward.edu |Social Science (954 201-6539 = _ﬁ?

Add new itern ] [ Close ]

e When finished then click ‘Return to parent’. If you click close you will not return to
the event editor.
e Click Add new item to enter multiple contacts.

When finished with your event:

10. Click the Update button
11.Click the Close button
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Action

Click on the action buttons to delete, edit or move the order of a contact. ;;

If you have the same event for both Students & Employees: *

For the event to display on both student and employee pages just create one event. Left click the
completed event and, holding your mouse down, drag it from the event folder in which you created
the original (i.e. if created in the student event folder, then drag it to the employee event folder)

releas‘e the r’nouse and Ioo!< for _the’ @ @8 AnnouncamenksEmployss E PR
word ‘Move’ then choose ‘As Link’. [:l S ol [ Auta Index of BCC Home Page Announcem. ..
Whatever changes you make to one & WS . B Disney College Program coming Maw, 7
. . e
will automatically change the other 501 o BT [ P'an Ku Is looking For staff members
including deleting the event. - (O Advertis|  As New Copy [ symphaonic Band Presents Season's First C..,
LI e T P e T e ™ Tall 1z ahenk Yeor Soft Drink Preferancss

Preview the Event

12. From the Content Explorer window find the event you D) vismanic oo Educations T &
A ! . N panic Heritage Educational Trip %
created and right click to display the Action Menu. . = l=neruazi
- Home Bur
13. Hover over Preview. ) e, ViEw » B
) ’ i [ kst »  Event Ful Page
14.Choose Event_ Full Page_ _to preview the page. Make S " Y
sure the page is to your liking and no further changes D) Ropes Col  active Asssmbly .g
are required. D0 salingkey  create i
a O srorkeling  poyg sssembly for Documents » =)
L Spring re Active Assembly Table Editor é
D TEST even ~ L h
15. Close the window.
You must submit the event for it to be published on the website.
— et ent |
Submitting the Event to be Published: = Quick Edit Event
16. From the Content Explorer window find the Vienw Draft Event
Previen Puhlic Fuent

event you created and right click to display the pys—r—
Action Menu. Active Assembly

17.Hover over ‘Workflow’. _/QEE“‘—/'

18. Click on either ‘Submit for Student Site

Check-out

¥
¥
[
¥
¥

Submit for Employee Site Rewiew

Submit for Student Site Rey

PPrGrDI

Review’ OR ‘Submit for Employee Site P -1 I = -
Review’ . J Suick Edit Event
2 4 Draft Event
Preview » Public Event
Workflow Check-out

Artive Assembly

Subrmit for Emploves Site Review

Create ¥l Submit for Student Site Review
. . . . . . £ Enter, Workflow C t(Required
19. Enter a comment (required) which will be included in the email sent ster Workllw Comment Requiced)
to the approver. The comment will also be retained in history. This <) Flease enter comment for the workflon transt:
is your opportunity to send a message to the approver.
20. Click OK.

21.Your content will be available to view on the web after it has been
approved by Public Relations, moved to the public state by that

approver and the next publishing edition has run. Publishing
editions run every hour. Until it publishes, even if it is in the public state, you will
not see it on the live site

Your announcement will not be available for you to edit until it is in the public state. Once in the
public state right click on the announcement and choose Workflow > ‘Move to Quick Edit’ to edit
your announcement. When the edit is complete submit the item for approval again.

Plan to reuse your announcements by using the Quick Edit feature.

Note: Entering comments is required when submitting an announcement for approval.




c Broward Community College
Em{):f)_yee Intranef

Employee Events:

Events will display on the Employee elopment
Intranet and/or Student calendar
views.

keyward search: | N R NSN3

d
Saturday, June 19, 2004

Broward CC Athletic Summer Camps Location:
all Day The intercallegiate athletic dept will be offering baseball, A. Hugh Adams
baskethall and tennis camps {more) (Central)
Tigertail Keys Trip Location:
2:00 PM - 9:00 PM Three day adventures to Lower Matecurnbe Key for sailing el Ll
g Lower Matecumbe
windsurfing and snorkeling, {mare) Key
Tigertail Lake Club Day Location:
12:00 PM - 6:00 PM  Recreational sailing, windsurfing, and canoeing. Free lunch igextailitalcs
’ : 2 o s Tigertail Lake
povided. (maore) Conter
D Recital Location:
7:00 PM - 11:00 Py D OMEE Recita North Campus

Triple Threat (mare) Omni Auditorium

Sunday, June 20, 2004

Broward CC Athletic Summer Camps Location:

All Day The intercallegiate athletic dept will be offering baseball, A. Hugh Adams
baskethall and tennis camps {more) (Central)
Tigertail Keys Trip Location:

2:00 PM - 9:00 PM Three day adventures to Lower Matecurnbe Key for sailing el Ll

g Lower Matecumbe

windsurfing and snorkeling, {mare) Key
Piano Sale I —

12:00 PM - 5:00 PM  Broward Community College leased new pianos last year that are Other oite

now available for sale. {mare)
Monday, June 21, 2004

Broward CC Athletic Summer Camps Location:

All Day The intercollegiate athletic dept will be offering baseball, A. Hugh Adams
basketball and tennis camps {more} (Central)

all pay REGISTRATION - OPEN REGISTRATION - FALL SESSION I

All Day REGISTRATION - OFEN REGISTRATION - FALL SESSION II

all Day REGISTRATION - OPEN REGISTRATION - FALL SESSTION 11T

all pay REGISTRATION - OPEN REGISTRATION - FALL SESSION IV

uesday, June 22, 2004

Broward CC Athletic Summer Camps Location:

All Day The intercollegiate athletic dept will be offering baseball, A. Hugh Adams
haclathall and tennic ramne fmneet (Central)

C. Broward Community College
Employee Intranet

| Home || Departments | Employee Resources |[ Faculty Resources Search BCC

Featured Stories News & Announcements

B Calendar - Academic Honors Institute website selected "Best Practices’

[ Calendar - Instructional winner
Broward Community College's Honors Institute has been
B Calendar - Student recognized for its innovative..... {more

[® Education Master Flan

BCC presents Bedroom Farce
Opaning night reception, award presentstion Oct. 26;
show runs through Nov. 5 (mors)

|

=3 Groupwise Email Employse Health/Bensfits Fair & Fl,

& Helpdesk Request =)

([j) News & Announcements]

[© On Target Newsletter
mylIntranet Login

Novell 1D:

Password: l:|

EXCEL Workshops (1832)
0PM to 4:00PM (more)
I-0 Immigration & Naturalization

Nov 2 / 9:30AM to 11:30AM (mors)

I-9 Immigration & Naturalization
Nov 2/ 1:00PM to 4:00PM (more)

ow 7 Temorey T Emplovees Hovember 2000 The event will be placed on the Employee Intranet

Koo 137 310089 o 4100801 {more) and/or Student home page. The home page will
I-9 Immigration & Naturalization . -

S How 20 S100AN to 12:007W (more) display the eight most current events.

onfluence: Employee Search GroupWise: Special Topics

BCC is proud to unveil the new Intranet
homepage design_(more)

/ : B (
Powerful web-based click here for more search options | 1" 27/ $21207M te 2:008M (mors)
knowledge management GroupWise: Spacial Topics
toal enables peaple to T Nov 20 / 2:30PM to 4:00PM (more)
easily collaborate in

planning, managing.
operating and publishing

Strategic Plans.
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