Collaborative by Design

Creative Solutions for Collaborative Webs

Promoting Events

Collaborative Webs offer a variety of tools for promoting events.
In this lesson, you’ll learn how to use readily available material to
promote the upcoming Georgia KIDS COUNT Tour.

Collaborative by Design
offers practical tips for
enhancing Family
Connection Web sites
using Collaborative Webs,
a communication tool
offered by Family
Connection Partnership.

This lesson includes the following exercises:
1. Upload the Georgia KIDS COUNT Tour logo
2. Create a news story for the Georgia KIDS COUNT tour
3. Schedule the Georgia KIDS COUNT Tour on your calendar
4. E-mail the Georgia KIDS COUNT Tour invitation

Lesson Resources

Georgia KIDS COUNT Tour promotional material is on the
Family Connection Partnership Web site on the following page:
http://www.gafcp.org/KCtour/pdfflyers.htm

Exercise 1: Upload the Georgia KIDS COUNT Tour logo

Step by Step Additional Information
1. From Internet Explorer, navigate to The Georgia KIDS COUNT Tour logo
the following page: displays

http://www.qgafcp.org/KCtour/KCTourOnlineAnnouncements/kidscount-color-logo-web.jpg

2. Right click the logo and select The Save Picture box opens
Save Picture As

3. Inthe Save Picture box, select The logo is saved to your desktop
Save In: Desktop and then click Save

4. From Site Manager, under UTILITIES,  Utilities page opens
click Image Uploader

5. Inthe Select a File to Upload text Image address appears in Select a File to
box, browse to the logo on your Upload text box
desktop. Then click Open

6. Click Upload to save the logo to the Message displays, “Your image has been

Image Library uploaded.”
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Exercise 2: Create a News Story for the GA KIDS COUNT Tour

Step by Step Additional Information

1. From Internet Explorer, navigate to GA KIDS COUNT Tour overview displays
the following page:
http://www.gafcp.org/news/overview.htmi#kc

2. Read the overview and identify the For this exercise, we will use September 25
date and location of the tour closestto  in Albany
your county

3. Copy (Ctrl + C) the GA KIDS You will paste the story into your news story
COUNT Tour overview in Step 5
4. From Site Manager, under LEFT News page opens

NAVIGATION, click News

5. Click Add Category Figure 1.1 Add Category
Category Detail Information -
page Opens (Figure 1.1) Newﬁ - Shown an Left Mawigation - ;h Calegory
6. In the Category Detail Information If you prefer a different title, keep it short

page, in the Title text box, type:
GA KIDS COUNT Tour

7. Inthe Topic Sentence text editor, This will be the tag line of your story since it
type the location and date of the tour ~ will also appear on your Home Page
closest to your county:
Coming to Albany on
September 25, 2006
(Figure 2.1)

8. Inthe Content text editor, paste This part of the news story will display in a
(Ctrl + V) the story you copied in Step Read More link
3, then make the first line BOLD

(Figure 2.2)
9. Inthe Abstract Image box, selectthe  This is the logo you uploaded with the
GA KIDS COUNT Tour logo: Image Uploaded in Exercise 1
kidscount-color-logo-web_sm.jpg
(Figure 2.3)
Continued
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Create a News Story for the GA KIDS COUNT Tour, Continued

10. In the Abstract Image Align box,
select left (Figure 2.3) page

11. Check the following boxes:
M Show on Home Page
M Publish
(Figure 2.3)

12. In the Sort Order text box, type 1
(Figure 2.3)
Home Page

13. Click Submit

This will appear as a small logo on the News

Checking these boxes is necessary so your
story will display on the Home Page

The new story will appear at the top of your
story list in the County News section of your

Check the public view of your Web site to

verify your story in County News on the
Home Page, and also on the News Page

Figure 2.1 Title and Topic Sentence Text Boxes
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Coming to Albany on September 25, 2006

Figure 2.2 Content Text Editor

Figure 2.3 Image Text Boxes
and Publish Boxes
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Exercise 3: Schedule the GA KIDS COUNT Tour on Your Calendar

Step by Step Additional Information
1. From Internet Explorer, navigate to The GA KIDS COUNT Tour registration
the following page: page displays

http://www.gafcp.org/KCtour/index.htm

2. Copy (Ctrl + C) the GA KIDS You will paste this link in Step 7
COUNT Tour registration page link

3. Scroll down to the table of scheduled  For this exercise we will use Albany,
events and identify the location, date,  Sept. 25, 9:15 a.m. — 12 p.m., Albany Civic
time, facility, and registration Center, Registration Deadline Sept. 18
deadline for the event closest to your
county

4. From Site Manager, click CALENDAR  Calendar Search page opens

5. Click Add Content to schedule Calendar Detail page opens
calendar events

6. In Calendar Detail page, add the
information displayed in Figure 3.1

Figure 3.1 Schedule the Event - Part 1

Event [~ K|DS COUNT Tour

MHarme:

Lacation: |Albany Civic Center
StartDay | September || 25 v || 2006 w
End Day: | Zeptember » || 25 » || 2006 +
Start Time: | 915 [ AKM v
End Time: | 12:00 || Fh 1w
Eventtype: | General bt
Cast

Detail Page | Yas +
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Schedule the GA KIDS COUNT Tour on

Complete the second part of the
Calendar Detail page (Figure 3.2)

At the bottom of the screen,
click Add Event

Click OK to return to Calendar page

Your Calendar, Continued

In the Website text box, paste the link from
Step 2

Message displays, “Event was inserted”
along with an OK button

Check the public view of your Web site to
see your changes

Figure 3.2 Event Details - Part 2
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Exercise 4: E-mail the GA KIDS COUNT Tour Invitation

Step by Step Additional Information
1. From Internet Explorer, navigate to The Georgia KIDS COUNT Tour
the following page: promotional materials page opens

http://www.gafcp.org/KCtour/pdfflyers.htm

2. Click on the Virtual Invitation closest The GA KIDS COUNT Tour invitation
to your county and copy the URL graphic opens in your browser
www.gafcp.org/KCtour/KCTourOnlineAnnouncements/online-invite-albany.jpg

3. Right click the image and select The Save Picture box opens
Save Picture As

4. In the Save Picture box, select The image is saved to your desktop
Save In: Desktop and then click Save

5. From your e-mail program: The invitation image is inserted into the
Create an e-mail message, address the  message. Your e-mail recipients will see the
message, type the subject “Invitation-  invitation graphic when they open the e-mail
GA KIDS COUNT Tour, attach the message as in Figure 4.1.
logo image from your desktop, and
send the message

Figure 4.1 Invitation E-Mail

Subject: Invitation - Georgia KIDS COUNT TOUR
From: Laurie Searle <laurie@gaficp.orgs
Date: 3:01 P
To: |aurie@gafcp org
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