Web site tutorial prepared for MediaImage.com client, January 2004

Administration Tutorial for Manage Activities

This tutorial shows School Administrators how to use the Manage Activities tool. To access this feature, click on the Manage Activities link on the Tools & Resources homepage under Administrative Tools. A link to this tool will also appear in the left navigation bar when you're using another Administrative Tool.

About Manage Activities

The Manage Activities tool will allow you to put information about school club's fundraising activities onto the Website. Using this tool, you will be able to carry out the following tasks:

· Use the search box to locate a specific activity that matches your interests

· Add, change, or delete information about specific fundraising activities

· List fundraising Activity Leads, with their contact information

· Update site visitors with news and newsletters about specific fundraising activities

 Before you get started, we advise you to read through the entire tutorial first, so you will know what information you need to have ready to enter online. 

View Activities Search Box

You can use the View Activities search box to find fundraising activities in four different ways:

· Select All Activities and click on Go to see your school's entire list of club fundraising activities

· Select My Activities and click on Go to see any fundraising activities of clubs that you have added to your list of 'My Favorites'

· Select Find Activities, enter in the search box the name of a specific club, and click on Go to locate the fundraising activities for that particular club

· Choose a fundraising category from the pull down list, and click on Go to see all clubs in your school that are holding that particular type of fundraising activity. 

Update Activities

Activity Information

To create a new activity for your club, click on the Add Activity link next to Activity Information on the Club Detail page. When the new page opens, you will see a screen, which will prompt you to enter the following information: 

[image: image1.png]S i ) g

-





Activity Name:

Enter the title of your fundraising Activity. Be aware that this information will show on the home page for your club, as well as potentially on the Keys to School home page. We recommend you choose a name that will be descriptive or catchy enough to capture the Keys to School visitor's eyes.

Description 

Enter a few sentences that will provide visitors to the Website with a basic understanding of what your club's function is within the school.

Fundraising Method

From the pull down menu, select the fundraising method that best describes the method that your activity will be using to raise money.

Club

The Club should be filled in by default with the name of your Club.

Start Date

Most school fundraising activities are built around a specific campaign timeline. Enter the Start Date for your campaign. The Campaign Timeline shows on the Activity Detail page.

End Date

Enter the projected End Date for your Fundraising Activity. 

Currently visible on Website?

Place a check in this box if you want your Activity to be seen by visitors to Keys to School. If your Activity is an upcoming campaign that you are not ready to promote or if your Activity has concluded, you can leave this box unchecked and keep it from view.

Once you have completed the form, click ‘Add Activity’ to save your Activity to the database and return to the top level page for your Club. Once your new Activity is created, you can edit the details, assign an Activity Lead or add news to the Activity by clicking on the Magnifying Glass icon next to your Activity name. 

[Return to Top]
Continue on to the rest of the ‘Manage New Activity’ Tutorial
Click here to learn about how to assign Activity Leads for your fundraisers, add news, and more. 
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