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create subscriptions

(1) Go to a Local Group page

(2) Find the Subcriptions box

() Forum topic posts in Cycle Aware
Wellington

O Article posts in Cycle Aware Wellington

O CAN Policy posts in Cycle Aware
Wellington

O CAN Document posts in Cycle Aware
Wellington

O Local Group Documents posts in Cycle
Aware Wellington

T
Update )

\

(3) Tick radio buttons of the content types you
want subscribe or unsubscribe from

® Forum topic posts in Cycle Aware
Wellington

O Article posts in Cycle Aware Wellington

™ (AN Policy posts in Cycle Aware
Wellington

O CAN Document posts in Cycle Aware
Wellington

O Local Group Documents posts in Cycle
Aware Wellington

( )
(_Update )

(4) Hit Update

(5) Repeat at your leisure



manage subscriptions

(1) Go to My Account

Hi sablyth, welcome back.

Your account

My Recent

My Groups

My Content

Create content
— My account

(2) Open the Notifications

LUy LuL

View @ Edit Messages  Notifications @ Track

(3) Let the tweaking begin

a) Administer (or finetune)
subscriptions for each local group

b) Edit default (global) settings
c) Cancel all subscriptions.

View Edit Messages @ Notifications | Track

Overview | | Subscriptions ' Add subscription

Current status:
e You don't have any subscriptions yet.

e Your default sending method for new subscriptions is Web
e Your default sending interval for new subscriptions is Every hour

a) You can:
o Administer your subscriptions

b) « Edit your notifications settings
C) e Cancel all your subscriptions




manage subscriptions

a) Administer subscriptions

Option 1: Bulk Update Options

1. Tick radio box for one or more
Content types you want to change
settings for.

2. Select option(s) from drop down list
under Activate.

3. Hit Update.
—Update options
2.1 | Activate |k‘;|]:"Update 3.
Deactivate

Delete
Change send method to %n

Mail
Mime Mail .
W|eb ' are Wellington
Change send interval to IS
. Immediately ' .
{  Every hour are Wellington
Twice a day t
Daily
[ Weekly Local Group C
—group
Content type in .
1. O s P Sand pit, CAN Documet

C.nntent tune in

Option 2: Edit individual content

1. Click on Edit for individual content
type you want to change.

2. Modify settings and Save.

- Send Send
O Type L method interval
o Content type in  Cycle Aware Wellington, Local Group Web Weekly
group Documents
Edit subscription
Content type in group subscription:
2. Group Cycle Aware Wellington

Node type Local Group Documents

Subscribe to specific content within a group.

Send interval:
. Weekly )

Send method:

| Web s ]
Status:

® active
O inactive

You can temporarily disable this subscription for not getting notifications.

) cmm—— Y ——
[ Save | | Delete |

1.

Status Operations

active edit, i'rop



manage subscriptions

b) Edit default (global) notification settings

Unless you are joining a lot of local or portfolio
groups, you can ignore this step.

1. Go to My Account Edit View @ Edit Messages  Notifications @ Track
2. Find Messaging and — +Messaging and Notifications settings
NOtification Settings Default send method:

. Web 3’

Default sending method for getting messages from this system.

Default send interval:

. Daily v !

Default send interval for subscriptions

3. Adjust settings as preferred O Autosubscribe

Checking this box allows you to automatically subscribe to any thread you create or post a comment to.

™ Automatically enable notifications for any groups that | join.
Group notifications can also be customized in greater detail if required.

4. Save “Save |
N—



creating content: 3 steps {the basics}
(Start by) Choosing from Create content

D00 e e o *

(1) Title €« ->CH l@ can.org.nz/node/add/article?gids[]=7138 ! {}l % X
Create Article -

~

. My Recent
Enter your title My Groups

My Content
) i Create content
Tags: + Create content
d listofterms d ing his content. Example: funny, bungee jumping, "Company, lhc.". ‘ g g‘:‘nmm
+ Evi
Photo: + Forum topic
+ Image
(MChoou File ) No file chosen My acoount
laximum Filesize: 100 MB
Alowed Exiensions: png gifjpg jpeg Log out
& Show summary in full view
Body:
(2) Body ] CXnag[fome @Al ||

Paste or type in text and format

Path:

Disable rich-text
= » Input format-

(3) Save Nothatons

Groups
Revision information

© Do not send notifications for this update.

File attachments
No attachments

Chreview)




everything else

Add a Tag
78 O 6 /7] Create Article | CAN X\E /
€ > C A ® can.org.nz/node/add/article?gids[]=7138 / % | % X
Create Article ~
Upload a Photo / o
- My Content
Find the photo, logo or other image _— ! ——
on your CompUter USIng Choose Acomma-saparatad list of terms describing fis content. Example: funny, bungee jumping, "Company, Inc" ! QTCN'B““““
File, then click on Upload. — Pho o -
Insert into Body using the Embed ~Haosic o e s =) i
image mlcon. N[D'»\‘idEI‘EF}S‘J;lS‘;;Iég.'f"pgjpsg Log out
Body: & Show summary in full view
BISEEZiE -F G XD@B g Pmt -] i
FEL 1=
Publish to multiple Groups Tweak Notifications
Change or add to local or portfolio If you have made only a minor
groups you publish content to. You change or don’t want to alert people
must be a member of each group to to an update, tick the radio box. This
be able to publish to it. — means no notification will be sent out.
Disable rich-text
- » Input format . . -
— Record Revision info
- Notifications © Do not send notifications for this update.
File attachments Groups Make a note of changes so others
: Revision information <@ editing the document can see what’s
Qd\(lji:\,\f"g:‘:aotspfg%f t%af?n%o;?(glgsd File atachments changed. (Definitely optional).
i ————3>  No attachments
your comuter then click on Attach. R
Allowable file types are listed, wit oot © Gyl
maximum size 10MB.
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