OIIIIIIIIIIlIIIIIIIII t
Ossabaw E-Exploration for Students and Teachers

Ossabest Portal Users Guide

Ossabest Portal Users Guide v2
10/11/2008



LYY AN oT o101 U] 0} £ 1
Register

................................................................................................................ 1
I o 1 PP 2
REMEMDETN M ... et e e et 2
FOrQOt PASSWOIU.......uuviiiiiiiiiiieireesss e e s s e e e eeaeeaaaaaeaaaaeaeasaeseaeseeeeeneaanasaaaeaeaeaeeeens 3
Change PasSWOI ......coooiiiiiiiiee e 4

Field GUIAE ENLIES ......uiiiiiiiiiiee i et e e e e e e e e e e 5
Creating a Field GUIdE ENLIY .........ooviiiiiiiieeiiiiiiiiiiiieiieiievieieevieeeeaeeeveesnenneeeeeeeeeees 6
Editing a Field GUIAE ENTIY .......oooiiiiii e s eeesenene 7

Edit ENtry Tab ..., 7
Edit Category Tab ....cociiiiiiiiiiiiiteet e 8
o L1 [ g F= e =S 1= o IR 8
Edit FIlES Tab ...uuiiiiiieeiii e 10
(L3 o T 1= T PP PPPPPPPP 11
(o1 at= 1] o T = A PP 11
Adding Thumbnail IMAGES .......uiiiiiiiiiiieeeeer et 12
Previewing a Field Guide ENtry........coooo oo 13
Students: Submitting Entry to Teacher ... e 14
Teachers: Reviewing Student Field Guide ENtreS ... ..uuveieiiiiiiiiiiiiiiiiiiiiiiinies 15

0 ] 1 S PPN 16

[N [T o] o [P PP PP PPPPPPPPPPPPP 17

New Comment 18



User Accounts

Register

To create your user account, ogetp://www.ossabest.org/caki&/' the browser of your
choice (ie: Internet Explorer, Mozilla Firefox),aulick on the ‘Register’ link just
beneath the ‘Members login’.

Members login
Mot a member yet? Register

Figurel

The registration form should appear as it doegguré 2. Registration requires users to
provide first name, last name, email address, asgword.

Newr user registration

Figure 2
Follow these steps to register:

1. Navigate to the registration page by clicking oa fRegister’ link just beneath
‘Members login’ on the right side of the page.

Enter your first name.

Enter your last name.

Enter your email address.

Enter your password.

Re-enter your password for verification.

Click on the submit button.

Noohr~wd

After clicking on the submit button, you will seeressage at the top right of the page
that says: “Registration successfully completedu Wl receive a confirmation email
shortly.” You are now registered user of the Ossapertal. Click on the ‘Ossabest’ logo
at the top left of the page to return to the pdmtahepage.



When attempting to login to the portal prior toistiation, the upper left portion of the
page will show the error message “Login failed.dlity username or password.” A
‘Registration’ link is provided for new visitors.délitionally, ‘Email’ and ‘Password’
fields, plus a ‘Login’ button are available for pieusly registered users as is depicted in
figure 3.

OSSabes
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Figure3

Login
To login to the Ossabest portal, enter your endadr@ss and password in the text boxes
provided at the right of the page. Click on thedir® button.

About  Wiki  Field Guide  Pheios  Calendur

e

Reprar | Fargst Pasgmors

st thir fedngi Fi gure 4

Follow these steps to login:

Open Ossabest Portal.
Enter your email.

Enter your password.
Press Enter or click ‘Login’.

PwnhE

Remember Me

If you would like to be logged in automatically &aene you return to this computer,
click on the box next to ‘Remember Me’ just abolve tL_ogin’ button as seen in figure 4.
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After successful login, a welcome message and ‘Lodmk will appear at the right of
the page as seen in figure 5.

Forgot Password

If you forget your password, click the ‘Forgot Raesd’ link just beneath the Login on
the right side of the page as it appears in figure

Members login
Mot a member yet? Register

Username
Password

rorgot Fasswaord

Figure6

The ‘Password reset request’ form will appear a@eds in figure 7. Enter your email
address and click on the submit button.

Passwerd reset request

ase fil out the following information so we can reset your password

(esbes] Figure7

Steps for resetting your password:

1. Click the ‘Forgot Password’ link.
2. Enter your email address.
3. Click on the ‘Submit’ button.

After clicking on the submit button, you will seereessage that says: “An email has been
sent regarding the password for this account.” gdge will appear as it does in figure 8.
Your password will be reset. The new password fmuryaccount will be sent to your

email address. You must use this new password gmLlioto the portal. Click on the
‘Ossabest’ logo at the top left of the page tometo the portal homepage.
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Change Password

Upon login, you may change your password by cligkime ‘My preferences’ link under
‘Account’ at the right side of the page as showfigare 8.

Welcome, Jack

Click here to logout,

Account
- Home Page
- My preferences

Forurms

-- Mew Topic
-- New Comment

Figure8

When the Edit profile form appears as it doesgnife 9, enter your new password, re-
enter your password for verification, and thenkcba the ‘Save’ button.
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Steps for changing your password:

Click the ‘My Preferences’ link.

Enter your new password.

Re-enter your password for verification.
Click on the ‘Save’ button.

PwnhE

After clicking on the ‘Save’ button, you will seengessage at the top left of the page that
says: “Password changed and preferences saveslfigbee 9.

Aboul wiki Field

Qssabéest

Chuataw E-fapioestion For Stedenty and Trachens

Passmord changaed and profaronces savaed

Figure9

Field Guide Entries

The Ossabest Portal CMS (Content Management Systieviges services for creating
multimedia field guide content. As a student, tegicbr administrator of the Ossabest
portal, you are able to:

» Create a new Field Guide Entry
» Edit an existing Field Guide Entry
* View a Field Guide Entry

When logged in, you will have access to pages, &/keu can add/edit/remove:

e Text
* Images
* Files

Additionally, when working with text entries, youayspecify that text is rendered in
italic, bold, or italic + bold by using formattiriggs. You may also include thumbnail
images in your text entries.



Creating a Field Guide Entry

To create field guide entries, click the ‘CreateanNentry’ link that appears at the right
side of the page as depicted in figure 10.

Welcome, Jack
Click here to logout,

Create Mew Entry Account
- Home Page
- My preferences

Forums

-- New Topic
-- New Comment

Figure 10

After clicking the ‘Create New Entry’ link, the ga will appear as it does in figure 11.

Create Mew Entry

Crirabi Corilind Enlry

Figure 1l

Enter your ‘New Entry Name’ in the text box providé\fter entering a New Entry
Name, click on the ‘Create Content Entry’ buttorcteate the entry. Once the entry has
been created, the page will display the name of gatry as a link. You will also see a
‘Last Modified’ date and time as depicted in figd2

Contant Items Croato Mos Enbry

Ruby Theaated Hurmming Rird

:_:.':l: I‘-':-:':\: 2008-06-20 15:38 ;.‘ Figure 12
Steps for creating a field guide entry:
1. Click the ‘Create New Entry’ link

2. Enter the entry name in the text box provided
3. Click the ‘Create Content Entry’ button



Editing a Field Guide Entry

You can edit field guide entries by clicking on #mry link, the name of your entry, on
the left side of the page. You will be directedte edit entry page as depicted in figure
13. The New Entry Name, appears at the top lei@fpage. Directly beneath the entry
name are four tabs that allow you to edit the aunvé an entry.

‘Walcoma, Jask

Sagl:} PaLm Ozeabest Seld Guids
Click hare oo logout.
[(ditrntry |edietstrgory| Cdiktmages | Clibtite Praulow
Wiritten By: Jack Sinopali Last Updated: Oct 04,2008 Aidnt
- Mome Page

= Bly preferences

Forums
r= Mew Topic
== How Carmmant

Sand Rendsion

Figure 13

Edit Entry Tab

The ‘Edit Entry’ tab, highlighted in pink in figur&3, is selected by default. With the
“Edit Entry’ tab selected, enter the text to bduded with the entry in the text area
provided. Once the text is entered, click on theve&SRevision’ button at the bottom left
of the text area. After clicking the ‘Save Revisibatton, the message: “Entry Saved.”
will appear at the top right of the page, aboveBh&#y Name as it does in figure 14.

Ossabest

Ossabaw E-Exploration for Students and Teachers

Entry Saved.
Figure 14



Steps for entering text:

1. Select the ‘Edit Entry’ Tab
2. Enter text in the text box
3. Click the ‘Save revision’ button

Edit Category Tab

With the ‘Edit Category’ tab selected, the pagd apipear as it does in figure 15. Choose
a category by clicking on the links provided. Clitle ‘Update Category’ button to
categorize your entry. An entry saved messageapplear.

ks ck
Horseshoe Crab ssabast Fekt Guids Wekcome, Joo
il -
Cdit fnby it tmages | Cdibfies Eraulow Elick here ta logaut.
Wintben By: Jack Sinopali Last Updated: Oct 04,2005 Aot
- Homie Pags
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Selected Category: Animals Forums

== Hew Topic
e Hlaw Comnen
Choose & categoary below: oW Comment

Cssebest Fiald Guide
:" AnTnils

Flants

Figure 15

Steps for editing a category:

1. Select the ‘Edit Category’ tab
2. Choose a category from the provided links
3. Click the ‘Update Category’ button

Edit Images Tab

Notice how the page appears with the ‘Edit Images’selected, in figure 16. Clicking
the ‘Browse’ button with the ‘Edit Images’ tab setked enables you to search your
computer for an image to associate with the edtiter selecting an image, use the
‘Caption’ text box provided to associate a captioti the image. Click the ‘Upload
Image’ button to associate the image and imagearapiith the entry. The message
“Entry Saved” will appear if you have successfulploaded the image. The error
message: “Image file not selected” will appeahattbp right of the page if an image is
not selected when the ‘Upload Image’ button iskala:



Horseshoe Crab Ossabest Fisld Guide
EditEntry | Edit Category [ EditImages | Edit Files Preview

Written By Jack Sinopoli Last Updated: Oct 04,2008

Lpload Mew [mage

Caption:|

Figure 16
Steps for uploading an image:

Select the ‘Edit Images’ tab.

Click the ‘Browse’ button

Select an image

Click the ‘Open’ button

Enter a caption into the text box (optional)
Click the ‘Upload Image’ button

ogkrwnE

Horseshoe Crab Ossabest Field Guide
Edit Entry Edil.[:il:nq;nnl Edit Files Preview

Wiritten By Jack Sinopoli Last Updated: Oct 04,2008

Horseshog Crab

GAoF0Fhorshoecrabsm.jpg

Upload Mew Image

Caption:

Figure 17

Remember, ‘Edit Entry’ is the default tab seleatedhe entries edit page. After a
successful image upload, reselect the ‘Edit Imats’'the edit images page will appear
as it does in figure 17. The image associated yatir entry appears at the left of the



page. The caption associated with the image apped#ne right of the image. To the
right side of the caption, the ‘Remove Image’ batappears. Clicking the ‘Remove
Image’ button will remove the associated imageiambe caption, and will display the
“Entry Saved” message.

Steps for removing an image:
1. Select the ‘Edit Images’ tab

2. Navigate to the image you would like to remove
3. Click the ‘Remove Image’ button

Edit FilesTab

Horseshoe Crab

Edit Entry | Edit Category | Edit Invsges Edit Files Preview

Winttern By Jack Sinopoh Last Updated: oot D4, 2008

Browse..

Lpload File

Figure 18

After selecting the ‘Edit Files’ tab, the entrieditepage will appear as it does in figure
18. Use the ‘Browse’ button to search your compiden file to associate with your
entry and enter a ‘Caption’ into the text box pd®md. Click the ‘Upload File’ button to
associate the file and file caption with your enfrize message “Entry Saved” will
appear if you have successfully uploaded the file.

Steps for uploading a file:

Select the ‘Edit Files’ tab

Click the browse button

Select a file

Click the ‘Open’ button

Enter a caption for the file (optional)
Click the ‘Upload File’ button

ogakwnE
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After reselecting the ‘Edit Files’ tab, the engriedit page will appear as it does in figure
19.

Wekiome, Juck
Ossabaw HDgS Qssabast Fpd Guith - b=t

Click here to logout.
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Figure 19

The file associated with your entry appears asladt the left of the page. The caption
associated with the file appears to the right efithage. To the right side of the caption,
the ‘Remove File’ button appears. Selecting thle tithe file will cause the associated
file to open in your browser. Use the back buttmnadvigate return to the entries edit
page with the ‘Edit Files’ tab selected. Clickitng tRemove File’ button will remove the
associated file and file caption, and will dispthg “Entry Saved” message.

Steps for removing a file:
1. Select the ‘Edit Files’ tab

2. Navigate to the file you would like to remove
3. Click the ‘Remove File’ button

Using Tags
Formatting Text

You may format text within a field guide entry bginig simple markup tags. You may
add five levels of headings and specify ‘italiddpld’, and ‘italic & bold’ fonts when
formatting text. To add headings, use a seriegjodly signs (=) as tags, both preceding
and following the text that you would like to appeathe heading. For example, a level
one heading is created by using two equality sysmprceding the text that is to appear
as the heading and two equality symbols followlitg, this:

= =Heading Level 1==

Each heading level 1 to 5, requires one more aguafn than its name inplies, both
preceding and following the header text,. As seethé preceding example, a level 1
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heading requires two equality signs, both precedmdjfollowing the header text.
Likewise, a level 2 heading requires three equaiigys, both preceding and following
the header text, and so on. Examples are as fallows

Heading Level 2= =
=Heading Level 3=
=====Heading Level 4=====

—=—=== :Heading Level 5b======

Examples of the headings these tags produce ctoubé in figure 20.

v RUDY Throated Hummingbird

Leei2  Ruby Throated Hummingbird
Levet3  Ruby Throated Hummingbird

Level4  Ruby Throated Hummingbird
Level 5  Ruby Throated Hummingbird Figure 20
To specify text be formatted as ‘italic’, ‘bold’r 6talic & bold’, you use a series of

apostrophe signs (') both preceding and followhegtext which you would like format.
For examples, see table 1.

Description  You type You get

Italic "Ruby Throated Hummingbird" Ruby Throated Hummingbird
Bold "'Ossabaw Island™ Ossabaw Island

Italic + bold ""migratory route™" migratory route

Tablel

Adding Thumbnail Images

To insert a thumbnail image into the test entry yse two opening square brackets
preceding the keyword ‘Image’ and a colon sigriggllow this with the name of your
image file and two closing square brackets as tegio table 2.

Description You type You get

Thumbnail image  [[Image:rubythroathummingbird.jpg]]

Table?2

12



Previewing a Field Guide Entry

Welcame, Jack

Ossabaw Hogs Ossabesi Fiald Guide
Click here to logout,
Fditc-atl:goly Edit Image s Edit Files Preview
\Written By: Jack Sinopali Last Updated: Jul 19,2008 Acoount
- Home Page
- My preferences
Figure2l

Reviewing figure 21, notice the preview link at the right of the page, just above the
‘Last Updated’ date. Selecting the ‘Preview’ linklwpen a dialog box with the
message: “Your last saved revision will open ireavwindow. Press OK to continue.”
The dialog box is depicted in figure 22.

r"l'hl page al Mip:fdewiop, ossaberl sag says: ,

Lt" Tour bk pavpd revidon will opan 0 a now wincdow. Fres Ok to condinue.

.
! Figure 22

After clicking the ‘OK’ button, the preview entryage will appear as it does in figure 23.
Notice the tabs under the entry name. They now ‘Maav’ instead of ‘Edit’. Also

notice that only tabs you edited are visible. ‘ViEwtry’ is selected by default and the
text portion of the entry appears on the page.cBekech ‘View’ tab to preview the
associated entry.

Welcorme, Jack

Ossabaw Hﬂgs Ossabest Sald Cuide
Click here to logout.
View Tmepes 0
Written By: Jack Sinopoli Last Updated: Jul 19,2008 ASEAURL
= Home Fage
= My prefarences
Ossabaw Hogs are descendants of pigs brought to Amenca by the Spanish in the 1500, FDFP;JMFT .
F i B -~ New Topic
I'f = == Hew Comment

Figure 23
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Students: Submitting Entry to Teacher

Once an entry has been saved, it may be submdtaddcher review. Simply click on
the ‘Submit Entry to Teacher’ button found undes tdit Entry’ tab at the bottom left
of the page (see figure 24).

Entry Saved. ‘Weloome, Jack
Click here to logout.
Sa bal Palm Oesabest Fald Guide Accaunt
" 3 . P
tdlt Category | EJIETmages Edik Files Praview| . :T;T—cf;rq:nmg
written By: Jack Sinopaoli Last Updated: Oct 09,2008 Forumns
== Mew Topic

-- Mew Cornment
.Thﬂ‘ Sabal Palmis found on Gssabas sland. These rees were once used a5 pilings for docks. Saltwaler intnsion
cawses e ops ofthe rees to 0ol The dead tioes rermain standing fora long lirme,
lirmage-palmeamelenssm.jpg]]

Sawe Revision

| SubmitErtry to Teather |

Figure 24

The ‘Entry Submitted’ message will appear as itdioefigure 25. Once an entry has
been submitted for teacher review, it will no longppear in the ‘Content Items’ on your
‘Home Page’.

Ossabest

Ousabaw E-Exploration Tor Students and Teachers

Entry Submitted. .
Figure 25
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Steps for Submitting an entry to teacher:

1. Select the ‘Edit Entry’ tab
2. Click the ‘Submit Entry to Teacher’ button

After a teacher has reviewed an entry, they cahipaies which you may view by
selecting the ‘Teachers Notes’ tab that appeadiigume 26.

P Wokioms, Jek
Sabal Palm Os5best Fokd Guide
Click hare to logout,
Edit Cntey | Fdit Cabngery| Edit Inssges | FditFiles Previnur
Written By: Jack Sinopoli Last Updated: Oct 00,2008 Aosount
- Home Page
- My preferancas
ey Nice antry Jack, T would like you o add a file for this antry as well, Forurms
== Hew Topic

= Blew Camment

Figure 26

Teachers: Reviewing Student Field Guide Entries

Once a student has submitted an entry for revigdeaeher’'s home page will appear as it
does in figure 27.

Welcoma, Jack
Home Page
Click here to logout.
Content Items Create New Entry Account
« Horme Fage
e o - . M FEnCEs
My Students' [tems For Raview Ir prefersnces
- Farums
test entry Last Modified: 2008-10-08 18:27:20 W Tapic
Szbal Palm Last Modified: 2008-10-0% 11:05:58 - Hew Comment

Figure 27

To review a student entry, click on the link foe tbntry at the left of the page. Once an
entry is selected the page will appear as it dodigure 28.
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Sabal Palm Osssbest Feld Guide Welcome, Jack

Click hers to logout.
| ¥iew Enby | View Images Wiew Category Editoaial Mebes
Wiitten By: Jack Sinapoli Last Updated: Oct 09,2008 Aecsunt
= Home Fage

- My preferances

The Sabal Palm is found on Ossabaw Island. These trees were once used as pilings for docks. Forums

ar mitrusian causes the teps of the trees to fall aff, The dead treas remain standing for Hew Topic
== blaw Cornrment

| Ratum to Student with Hates |

[ Submil Entry for Publication |

Figure28

Navigate though the tabs to view a student entsg e editorial notes tab to make
notes about the entry. Choose one of two optiams fany tab, ‘Return to Student With
Notes’ or ‘Submit Entry for publication’.

Steps for Reviewing a Field Guide Entry:

Click the link to the entry you would like to rewe
Use the view tabs to preview the entry
Use the ‘Editorial Notes’ tab to enter commentsiatibe entry.
Click the ‘Return to Students with Notes Tab’ buatto
or
Click the ‘Submit Entry for Publication’ button

PN

Forums

You may participate in forums hosted on the OsddPedal. The ‘Forums’ link is
located at the bottom right of the page. Clicking tForums’ link will direct the user to a
page that lists all forums as hyperlinks as degiatdigure 29.

Forums

Chi sk &

Figure 29

Clicking on a hyperlink to a specific forum will gse the page to display a list of topics
associated with the forum as depicted in figure 30.
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Fasrurd: Fiest Feaum
[Sticky ] Welsomse to Ossalses

L [rstsytes

Figure 30

Clicking on a hyperlink to a specific topic will ese the page to display all comments
posted to the topic. An example appears in figdre 3

First Ferus: Welcome te Ossabest
B mmannin pEnespentes am

welcoma 10 Uhe begennng of tho OsSasest revokition. Thes is 1ha algha vession of our web
portal. Keap chacking back for sone faatunes a5 thy will B8 added soant

£ netprezs@gmail.cam !

ThaL i viry ingightful thank vou,

£ mmanning#nregentrc.cam

wwaw, Ofsabost o reckt

Er jblesdinggmail.cam
Hir B Jamin, et rady.
By iblosfindgmailcam

Figure 3l

Steps for reviewing comments posted on a forum:

1. Click the ‘Forums’ link
2. Click the link for a select forum

New Topic
You may add a new forum topic by clicking the ‘N&apic’ link found at the bottom
right of the page just below the ‘Forums’ link apetted in figure 29.

Add Topic
If vou would ke to add a topic, do so below.

Tatle:

Forum: | Firgl Fornam [

Figure 32

After clicking the ‘New Topic’ link, the ‘Add Topidorm will appear as it does in figure
32. Enter the title of your topic in the ‘Title’xebox, select a forum from the ‘Forum’

17



drop down box, and click on the ‘Submit’ buttontefclicking ‘Submit’, you will
receive the message ‘The topic has been saved'.

Steps for adding a new topic:

1. Click the ‘New Topic’ link

2. Enter a title in the ‘Title’ text box.

3. Select a forum from the ‘Forum’ drop down box.
4. Click the ‘Submit’ button.

New Comment

Students, teachers and administrators can add aomwent to a forum topic by
clicking the ‘New Comment’ link found at the bottarght of the page just below the
‘New Topic’ link as depicted in figure 29.

Add Comment

Bt

Figure30

After selecting the ‘New Comment’ link, the ‘Add @onent’ form will appear as it does
in figure 30. Select a the topic to which you wolike& to add a comment from the
‘Topic’ drop down box, enter your comment into tegt area provided, and click on the
‘Submit’ button. After clicking the ‘Submit’ buttqryou will receive the message ‘The
comment has been saved'.

Steps for adding a new comment:

Click the ‘New Comment’ link.

Select a topic from the ‘Topic’ drop down box.
Enter your comment into the text area provided.
Click on the *‘Submit button’

NS S
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