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Group Listing Pages 
A group listing page contains a list of all active groups of a 
particular type. For example, the Classroom Listing page 
will show all active classrooms.  From the group listing 
page, the site administrator can create additional groups, 
and categories, as well as add announcements, and users 
can find links to any active group page, and any 

announcements that have been added to the page.  
 
Announcements can be added by any website administrator 
by clicking on the red “Add Announcement” link. The 
announcement section can be turned off by any user with 
website administration privileges, but must be turned back 
on by SchoolFusion. 
 
Any group listing page will be linked to by creating a link to 
an existing page, which will be titled “Classrooms Group 
Listing” or “Student Groups Listing”. For more information on 
linking to a group listing page, please see the Navigation 
Lesson. 
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The Faculty and Staff Listing page is a private page; by default, all users whose status is set as faculty will 
have access to the listing, and all of the individual faculty and staff group pages. Users whose status is set 
as anything other than faculty will be denied access to the Faculty/Staff listing page and any faculty/ staff 
group.  
 
The Team Listing page contains some additional functionality that is not available on the other group listing 
pages. In addition to announcements, the page also contains a results section which pulls results that 
have been entered into the individual team pages.  

������	�����	�����
�������		

����������	�����	��
��	
Individual group pages are either created through the import process, or manually created through a users 
account. Regardless of how a group page is created, all new groups will start with the same blank 
template.  

 
The red links will be visible only to the administrator of 
the class, and to those with website administrative 
privileges. Other teachers within the school will not see 
the red links in the classrooms of other teachers.  
 
To begin updating a group page, click on the red “Update 
Group Configuration” link. The update group 
configuration page is the administrative page of each 
group site. From here the administrator can turn features 
on or off, update the background or sound, change the 
privacy settings, and email group members.  
 
This image is from a classroom page, and within a 

classroom page, the administrative sections include the word class, for example “Class Membership” or 
“Class Settings” instead of the word “Group.” The functions are the same, the titles change to match the 
group type.   
 
The sections with editable information on this page are:  

 General Information 
 Miscellaneous Options  
 Copy Group Website 
 Group Membership  
 Group Settings 
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General Information 
The general information section allows the group 
administrator to change the common information 
regarding this group. The information that can be 
updated is:  

 Group Name: This is the name of the 
group as it will appear on the top of 
the group page, or on the group 
listing. For example: AP English or 
Technology Department.  

 Website address: This is the direct 
URL to this classroom. Only the sub-
domain is changeable. In this 
example, the sub-domain is ap-
english, and the domain is 
.dowing.cps.schoolfusion.us. Please 
use caution when changing this 
information.  

 Abbreviation: The abbreviation is 
what will appear in a user’s personal 
calendar indicating which group the 
event belongs. For example, AP 
English has been abbreviated to 
APE. There is a four character limit 
to abbreviations.  

 Group Color: The color is what will 
appear in a user’s personal calendar 
indicating that the event belongs to 
this group.  

 Season (only available to teams): 
This will designate what season the 
team belongs to.  

 Group Instructor: How the name of the instructor will appear on the group listing. For example: 
Mr. Connery, or Ms. Jones.  

 Privacy: There are two privacy settings: 
 Class is visible by anyone: Any user can view this group; they do not have to be logged in 

to do so.  
 Only members of this group may view. Only logged in group members and their associated 

parents may view this group page. 
 Category: This will further help categorize individual groups on the group listing page. For 

example, AP English belongs to the English category, where all of the English classes reside.  
 External Section ID or External Course ID: This information should be generated from your 

Student Management System, and will automatically be populated if the class has been 
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created through the import process. This number is not necessary for all group types, but is 
extremely important for classrooms. This number is used to associate membership.   
 

Miscellaneous Options  
The miscellaneous options section provides the group administrator with some additional ways to modify 
their group page. Backgrounds and sound files can be added through this segment, and the group can be 
archived or deleted. Classrooms can be divided into sections.  There is also a link to a help file geared 
towards helping teachers manage and maintain their group pages.  
 

Background and Sound of Group Pages 
This link allows group administrators to change both the background and sound of a group page. Drop-
down menus of preloaded backgrounds and sound 
files are provided, but the group administrator can 
upload their own.  
 
To change the background, select a background 
from the drop down menu, or browse for a file from 
your desktop or other file storage location.  Once 
the image has been selected, click the “Add 
Background” button.  
 
To remove a background, make sure that “no 
background” is selected in the drop down box.  
 
We recommend that files that you upload are 
under 40KB file size to ensure the best user 
experience. We also recommend that uploaded files be light in color, or not heavily detailed. A dark or 
busy background can make the content on the group page hard to read. Images uploaded by a group 
administrator will repeat horizontally and vertically based on image dimensions.  
 
To add a sound clip to your group page, select a file from the drop down menu, or use the browse button 
upload a file from your desktop. To remove a sound, make sure that “no sound” is selected in the drop 
down box.  
 
Please note that sound clips must be in MIDI, WAV or MP3 format and less than 150 KB.  
 
Note: Both options can be deactivated by SchoolFusion so that group administrators do not have the 
option to add a background, and/ or add a sound clip to their group page. Please contact your Account 
Manager if you are interested in this option.  

Create Sections for this Class 
(This option only available in classroom pages) 
In SchoolFusion, a class is a site for a subject area for courses such as American Government or First 
Grade Homeroom.  If a teacher only teaches that course to one group of students, they will only need one 
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classroom.  However, if they teach that course to multiple groups of students, such as American 
Government in period 1, period 2 and period 3, sections can be created so that there is a different site for 
each group of American Government students. Sections are connected so that the classroom 
administrator can choose to enter information into all sections, or into a specific section. This prevents 
teachers from having to maintain several separate class sites that contain essentially the same 
information.   

 
Classes are simpler to manage since a teacher only has to manage one site for each course they teach.  
Sections allow a teacher to have different content for different groups of students.  For example, there may 
be homework assignments due on different days for different sections of the same course.  It is easy to 
export the content from one section and importing it into another and then making modifications to different 
sections as needed. Teachers can designate where assignments, announcements and class files appear, 
either in all sections that they teach, or just in specified sections.  
 
Sections will most likely be created via the import process, but they can also be created at any time. Once 
sections are created within a classroom, they cannot be undone without losing all content and membership 
that has been added to the section sites.  
 
Sections are appropriate mostly for middle and high 
school teachers teaching a similar class to more than 
one group of students, and are only available to 
classroom groups. Homework assignments and files 
can be added to one section or to all sections of a class 
at one time.  
 
To create a section, or multiple sections within a classroom, click on the “Create sections for this class” 
link. Populate the section name box, and click the “Create Section” button. The section will need to be 
activated before it is visible to the school community. Click on the red “activate” link. At the top of the 

classroom page, a window that says 
“Class Sections” will now appear that at 
the top of the classroom page. 
 
To create additional sections, click the 

red “Create a Section” link.  Type in the name of the section in the box (i.e. 3rd Grade Music), and then 
click “Create Section.” Repeat this process until sufficient sections have been created for this classroom.  
You can toggle between the sections of a class using the drop-down menu on the top right next to the 
blue “Section:” 

Archiving a Group 
Occasionally there are groups that are no longer applicable in the current school year, but yet these 
groups may become relevant in the future, and should not be deleted, for example, AP English Semester 
1. Once the second 
semester starts, the 
semester one group 
page is no longer 
relevant, but the 
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teacher does not want to lose the content that has been added to the classroom. This has been solved 
with the ability to archive a group page. When a group page has been archived, it is no longer visible 
within the group listing, or through a group member’s personal dashboard, and can only be accessed by 
the group administrator. Archived group pages can still be edited and updated by the group administrator 
while in the archived state.   
 
To archive a group, click the “Click here to archive this group” link. The group administrator will be asked to 
confirm that they wish to archive the group, and remove it from the group listing and the personal 

dashboards of all users. To archive 
the group, click “ok.” 
 
Once a group has been archived, a 
message will be displayed at the top 
of the group page. To un-archive a 

group, click on the “Click here to un-archive group” link. This will make the group visible in the group listing, 
as well as in member’s personal dashboards.  Only group administrators will be able to access an archived 
group.  

Deleting a Group 
Occasionally a group may need to be completely deleted. This link will remove the group page totally from 

the SchoolFusion system. Once a group page has been 
deleted, it cannot be restored. Please use this link with 
caution.  
 
To delete a class, click on the “Click here to delete this 
class” link. This will permanently remove the group page, 
and all of its contents from the SchoolFusion system, and 
it cannot be 
restored.   

Copy Group Website 
The copy group website option will allow you to export 
content from one group page and import that content into 
another group page of the same type. For example, a 
teacher creates a social studies class at Cheeseman Park 
High School, and populates the class with a large amount of 
content, including links, files, and homework assignments.   
This teacher also teaches a social studies classroom at City 
Park High School. Using the export/import feature allows him 
to copy content from one classroom into another classroom.   
 
Content will be exported as a zip file, and the group administrator will be able designate where to save the 
file, such as their desktop or portable flash drive. Once content has been exported it can be imported into 
any group, as long as it is the same group type. Content exported from a team page cannot be imported 
into a classroom page. An export file can be uploaded into as many group pages as needed.  
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To export content, click on the “Export” link and select the sections that you would like to export, and click 
the “Export to Zip file” button. Click the “Click here to download the zip file”, select save to disk, and then 
designate where to save the file, and click “okay”. Do not click “Open”, you want to save the file.    

 
To import content, click the “Import” link, browse for the 
appropriate zip file, and click the “Import Class Content” 
button. Please have patience; larger files can take 
several minuets to upload. Do not close your browser, 
or navigate away from this page until the content a 
successful upload confirmation is displayed.  
 
 
 
 

Group Membership 
The group membership section allows the group administrator 
to manage and maintain their group’s membership, and 
contact group members via email.  Depending on the import 
option chosen, the membership may be automatically filled 
with the appropriate students. 

If a user requests to join a group, the group administrator will 
receive notification on the group’s site asking to accept or 
reject the membership. Click the blue “Accept” if the user is an 
acceptable user who should belong to the group. If a request 
is rejected an editable email notification is automatically composed in a new window. 

View/Administer group members  
View/Administer Group members will display all group members, broken down by type; student, faculty 
and other members, such as parents. Once a parent is connected to a student, they are a member of any 

group that their student is a member of; a parent 
does not need to join the group as well.  
 
On this page the name of each group member will 
be displayed, with their user name in parenthesis. 
If an email address has been associated with their 
SchoolFusion account, an email can be sent 
directly to the user, by clicking on the email icon 

(the flying letter). Clicking on the pencil allows you to change a user’s status within the group, from a user 
to group administrator, as well as dropping them from the group. The red “X” will also remove a member 
from the group.  
 
The Faculty tab displays faculty/staff members, and designates group administrators with asterisks. All 
administrators will be designated with a red asterisk, and the administrator selected to receive any class 
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related email will be designated with a blue asterisk. A group page can have as many administrators as 
necessary, but only one will receive emails sent to the class administrator.  

Invite a user 
In most cases, classroom membership will be assigned 
via the import process, but for the other types of 
groups, the membership will need to be manually 
managed, either through “Invite a User” or the users 
requesting to join using the “Join this group” link. 
Through “Invite a user” the group administrator can add 
members to the group.  
 
To invite a user into your group, enter the first name, 
last name and/or email address. The system will provide a list of all users who match the information that 
you provided. Click on the appropriate name, and an invitation will be sent to the user via email. If the user 

does not have an email address, they will be notified of 
the invitation the next time they login to the 
SchoolFusion site.  

Set Administrator email 
Within the group page, a single administrator can be set 

to receive all email 
communications sent 
through the 
SchoolFusion system, 
such as the “Email 
Group Administrator” link 
that is available to all 
members of a group.  A group can have as many administrators as 
needed, but one must be set as the main administrator. This administrator 
will not have any additional capabilities over the other administrators, 
except for the fact that they will receive all email communications. If there 
is only one administrator within a group, then the emails will automatically 

be sent to them.  
 
To set the administrator who will receive the emails, click the “set 
administrator email’ link, and select the appropriate administrator from the 
drop down menu.  

Email Selected Group Members 
This link allows the group administrator to send an email to selected group 
members. The link will display a check box system of all group members, 
and any parent accounts that have been associated with a student member. 
Parent accounts will appear under the student account they are associated 
with.  
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To send an email to a selected set of group members, place a check in the box next to the appropriate 
names, and then click “next”. The group administrator will be taken to a page that will allow them to 
compose their email message, add a personal greeting if desired, and add an attachment. Click “Send 
Message” once the message has been written.  

Email Entire Group 
This link allows the group administrator to send an email to the membership of the group, including any 
parents that have been associated with a student account.  
 
Click on the “Email Entire Class” link. The group administrator will be taken to a page that will allow them 
to compose their email message, add a personal greeting, and add an attachment. Click “Send Message” 
once the message has been written.   
 

There is also a direct link to the “compose an email 
message” page on the home page of every group, 
accessed by clicking on the red “email entire group” link.  

Class Settings 
Class settings will allow the group administrator to change the settings for the features that can be turned 
on and used in a group setting. To change a setting, click on the yellow pencil next to the feature name. 
The settings allow you to turn a group feature on or off, and for most features allow additional options. For 
example, “Class Web Pages” can be set so that students can add a class web page. The individual 
features, and the settings available for each feature will be discussed in depth in the “Group Home Page” 
section. 
 

Group Home Page 
Each group home page can be customized based on the needs of each group administrator, and each 
type of group. Each group page will start with a certain set of features turned on. Classrooms will have the 
following features at set up: 

 Class Announcements  
 Class Description  
 Class Files 
 Class Homework 
 Class Links  
 Class Picture  
 Thumbnail calendar  

Alumni Groups, Student Clubs, Parent Groups, Faculty/Staff Groups and Departments will have the 
following features at set up: 

 Group Announcements  
 Group Contacts  
 Group Description  
 Group Files 
 Group Links  
 Group Picture  
 Thumbnail calendar  
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Athletic Team will have the following features at set up:  
 Team Announcements 
 Team Contacts  
 Team Files  
 Team Links  
 Team Members 
 Team Picture  
 Team Results 
 Thumbnail Calendar 

 

Individual Group Features  
These features can be turned on and off, and their settings adjusted on the Update Group Configuration 
page. The titles of each feature can be edited by clicking on the yellow pencil icon.  

Group Announcements 
The Announcements section is where the group administrator can post 
announcements and messages for group members. To add an 
announcement, click on the red “Add Group Announcement” link. Make 
sure to give your announcement a title, provide details in the “Body:” 
box and upload a coordinating picture if you’d like. Then hit the “Add 
Announcement” button.  
 
A checkbox system is available when adding an announcement 
showing all groups that the administrator is an administrator of. This 
provides for easy posting of announcements in multiple places. A 
separate date can be set for each group for when the announcement 
should appear. 
 
By clicking on “More Options” the group 
administrator can designated when the 

announcement should no longer be visible, add an image alt text, or choose 
to also display the announcement at the top of the page.  

Announcements can be edited or deleted by clicking the red Edit l Delete 
Announcement link.  

Announcements that have been selected to appear in all sections will appear 
above the announcements added to specific sections.  Announcements can 
be set to appear in all groups that the administrator oversees, through a 
check box system.  

The group settings available for announcements are: 
 No announcements.  
 Only teachers can create announcements. 
 All students can create announcements.  
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Class Homework 
Please note that this feature is only available in a classroom group.  
 
The Class Homework section allows the class administrator to post homework assignments with due 
dates, as well as provide the additional option of allowing students to submit homework online. When 
assignments are added using this feature, they automatically appear on the class calendar.   

To add a homework assignment, the group administrator will click on the red 
“Add Assignment”, and fill in the appropriate blanks with assignment name, due 
date and description.  The box “Allow students to submit homework online” 
should be checked if the administrator would like to allow students to submit 
homework files online. Once all information is added, click the “Click here to 
add assignment” button. Homework assignments are automatically sorted by 
due date, with the earliest due at the top of the list.  

If the classroom administrator has chosen to allow students to submit their 
homework online, students will see a link under the assignment name that 
reads “Submit your file”.  The next time the class administrator logs in, if 

students have submitted files, they will see a red link under the homework assignment that indicates that 
assignments have been uploaded.   

Existing assignments can be edited or deleted by clicking the red “Edit” or “Delete Assignment” links. 

Assignments are automatically added to the class calendar, and are therefore filtered out to the member’s 
personal calendars. Assignments appear in the Class Homework listing in date order, based on the due 
date.  

The class settings available for homework are: 
 Homework is turned on. 
 Homework is turned off. 

Class Quizzes 
Please note that this feature is only available in a classroom group.  
 
The Class Quizzes section allows the classroom administrator to 
create interactive timed quizzes for their students to complete online. 
An unlimited number of questions can be created and stored. These 
questions can be sorted by category, and pulled from a database of 
questions to create different quizzes from year to year.  

The Class Administrator is able set the number of seconds a student 
has to answer a question, the number of questions per quiz as well as 
the points each question is worth. Additional information to appear 
after they answer may be entered, so if the student gets a wrong answer, they understand a little more 
about the topic. 
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The software automatically will keep track of all students’ scores and compile the information. 

More information is available regarding quizzes in a classroom page, once the Quiz feature has been 
activated.  

The class settings available for quizzes are: 
 Quizzes are turned off. 
 Quizzes are turned on. Only members of the class may take them. 
 Quizzes are turned on. All users may take them. 

Group Contacts  
The Group Contacts feature is used to provide contact information for group members. Some appropriate 
contacts might be contact information for the group administrator, a 
local librarian, or a group speaker.  

The information that can be added to a contact includes First Name, 
Last Name, Home Phone, Business Phone, Mobile Phone, Email, 
Address, and Notes. All fields are not required; however the last 
name field must be populated. Contacts are automatically sorted in 
alphabetical order by last name. If an email address is entered, an email icon will appear, allowing user to 
send an email to this contact through the SchoolFusion system.  

The group settings available for contacts are:  
 No contacts. 
 Only teachers can create contacts. 
 All students can create contacts. 

Group Description  
The Group Description is a place for the group administrator to insert some information about that group. It 
could be why the teacher loves to teach, or department guidelines, or what the goal of the student club is. 
This example is a brief description of what will be covered in a class over a semester:  

“This course is designed to meet state mathematics requirements. The main emphasis of the course 
is to help students organize thoughts and solve mathematical 
problems while preparing them for further study in mathematics” 

To add a description, click on the red “Add Group Description” link. 
Populate the pop-up box with the description, and click “Add Description”. 
The description may be edited at any time by clicking on the red “Edit 
Class Description” under the description. 

Group Files 
The Group Files section allows the group administrator to post handouts 
and other documents. These may be documents created in Word, Excel, 
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PowerPoint or PDF documents. Folders to help organize the files may be created, (i.e. to be signed by 
parents, Class Handouts, etc.)  While there is no limit to the number of files within a group, there is a per 
file size limit of 10mgs per file. To load larger files to a group page, pleas use the Group Webpage feature.  

To create a folder, click on the red link that says “Add Folder”. Fill in the folder name and description in the 
“Add Folder” box, and click on the “Add Folder” button.  When a folder is created, the group administrator 

can choose to place the same folder in all groups that 
they are the administrator of.  

To upload a file, click on the red link that says Add File, 
then click on the “browse” button in the pop-up box. 
Locate the file you wish to upload, and add a description 
if desired, and then click on the “Upload File” button. Files 
can be placed in all groups that the administrator is in 
charge of, by placing a check in the box for the 
appropriate classes.  

Once a file has been created, it can be moved into a 
folder by clicking on the “edit” link, and then selecting the 
correct folder from the “parent folder” drop down menu.  

The group settings available for files are:  
 No files. 
 Only teachers can upload & access files. 
 Teachers upload, everyone access files. 
 All students can upload, everyone can access files. 

Group Links 
The Group Links section allows you to post links to websites that might 
be helpful for group members, such as a site about world records for 
an athletics team page.   

To add a link, click on the red “create link” link, populate the 
appropriate information in the pop-up box, and click “create link”.  
Group links are sorted alphabetically by the title.  Users can click on 
any link, and be taken directly to the website.  

To create a category, click on the red “create category” link, and add a category title and description. Once 
created, links cannot be moved into a category. They must be created within a category to begin with.  
Links can be edited by clicking on the red “edit” link.  

The group settings available for schedule are:  
 No Class Links 
 Only teachers can create links 
 All students can create links 
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Group Picture  
Any picture representing the theme of the group may be posted within a group page. To add an image, 
click on the red “Add Picture” link, and browse for the proper image.  SchoolFusion recommends that 
group pictures be under 50KB.  
 
Any image can be used within a group page, however we do suggest 
outlining a school policy on the types of images that may be utilized, 
such as no copyrighted materials or requiring that an authorization 
form be supplied before a students image can appear on the 
SchoolFusion site.  

Team Members  
(Please note this feature is only available in athletic team pages)  
 

This feature allows the team administrator to create a list of team 
members, including their first and last names, their position and any other 
pertinent information.  
 
To add a team member, click on the red “Add Team Member” link, and 
populate the fields with the pertinent information, and then click the “Click 
to Add Team Member. Names will be listed in alphabetical order by last 
name.   
 
Because information contained within 

group pages is not searchable by search engines, student names are 
protected and will not appear on a search engine results page.  
 
The team settings available for members are:  

 Team Member listing is turned on. 
 Team Member listing is turned off. 

Team Results 
(This feature is only available in athletic team pages) 
 
Team results provide a place for the team administrator to post team scores and results. Information 
entered into the feature will appear on the team listing page, in a scrolling list of all recent results from the 
past 7 days.   
 
To add a result, click the red “Add Result” link, and select the date and add the result into the box and click 
the “create result” link.  
 
Results will appear in date order, with the newest result at the top of the list.   
 
The team settings available for members are:  

 Results are turned on 
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 Results are turned off 

Schedule  
The schedule feature allows the group administrator to post an agenda for the group. For example, in a 

first grade classroom, where time is regulated through the day, the 
schedule might look like this:  

 7:45-8:15 Specials  
 8:15-9:00 Circle Time  
 9:00-10:30 Reading Block  
 10:30-11:15 Writing instruction 
 11:17-11:42 Lunch 
 11:50-12:10 Recess 
 12:10-12:30 Story time/rest 
 12:30-1:00 Math 
 1:00-1:30 Science/Social Studies 

 1:30 pack book bags 
 1:45 schools out 

 
To create a schedule, click on the red “edit schedule” link. Populate the box with the important information, 
and when finished click the “edit schedule” button. The Schedule will be visible to users when they mouse 
over the “View Schedule” button.  
 
The group settings available for schedule are:  

 Schedule is turned on. 
 Schedule is turned off. 

Team Schedule  
(This feature only available in team pages, and only when the Schedule 
feature is activated) 
 
The team schedule provides a place for the team administrator to post the 
team game schedule. Information  

Scheduled events are automatically added to the team calendar, and are 
therefore filtered out to the member’s personal calendars.  

To add an event, click on the red “add game” link, and populate the necessary information. Games cam be 
designated as home or away, and linked to a location if locations have been established for the entire site. 

For more information regarding “locations,” please see the 
calendar lesson.  

Group Tasks  
The group tasks feature allows the group administrator to 
posts tasks that need to be completed. Tasks can either be 
assigned to group members, or left open for volunteers.  
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For example, an art class needs newspaper for an upcoming project, the teacher can post tasks for 
volunteers to supply the needed material.    
 
Assigned tasks will have the assignees name in parenthesis, and open tasks will be designated by a blue 
check; any logged in user can click on the task to accept the task. Completed tasks will be indicated by the 
word “done”.  

To add a task, click on the red “add task” link, populate the task, and if 
desired, assign the task to a group member via the drop down box. 
When all of the information has been added, click on the “Create Task” 
button. Leave the “Assign to;” drop down set to “open registration”.  

Once an assigned task has been completed, the person completing it 
should check the blue check in front of the task. The task will fade to 
gray with the person’s name that checked it in parentheses and the word 
done. 

The group settings available for tasks are:  
 No tasks. 
 Teacher can create tasks.  

Group Web Pages 
The group web pages feature allows the group administrator to create 
their own simple group Web Pages, or photo album pages that are 
linked to the main group site using one of several easy-to-use 
templates.  

To create a webpage, the group administrator will click on the red 
“Add Webpage” link. The editor available within group web pages is 
the same editor that is used within any content management page. 
Make sure to add a title to the group webpage, populate the box with 
the relevant information, and click the “add article” button at the 
bottom of the page.  

To use the templates that are available, which are the same templates available in content management 
pages, click on the templates icon that appears in the top row of the editor box. Several choices are 
presented, when the appropriate choice is click, the template will appear within the editor window.  
Populate the template with your information and images.  

To create a photo Album, the group administrator will click in 
the yellow box, on the link the reads “If you would like to 
create a photo album, click here.” From the drop down 
menu, they will be able to select the number of images they 
would like displayed in their photo album. By populating their 
photo page with images and commentary, they can provide 
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customize the page to their liking.  

To use the group webpages feature to upload a file larger than the allowed 10mgs, a link will need to be 
created within a webpage to a document that has been uploaded to the SchoolFusion server. This is the 
same process as uploading a document to a Content Management Page. Group administrators will only 
have access to files that they upload within each group page; they will not be able to access any files or 
documents that have been uploaded by other users.   

To upload and link to a larger document, type the name 
of the link. For example, the group administrator will be 
uploading a power point presentation on the 
environment, so “The Greenhouse Effect on the Colorado 
Wilderness” is entered in to the body of the page. 
Highlight the relevant words, and click the “insert/edit 
link” button. In the pop-up box, click the “browse” button. 
At the bottom of the larger pop-up box, click browse and 

locate the appropriate file, and click “upload”. The uploaded file will appear in the white box, double click 
on the file name, which will automatically populate the URL box in the small 
pop-up window. Click okay, and your file has been linked within the group 
webpage.  Finish adding content to the page, add a title and click “Add 
Article”. 

The class webpage default setting permits only class administrators to 
create group web pages. But this setting can be changed so that “All 
students can create Web Pages”. On the “Update Group Configuration” 
page, in the “Group Settings” section, when you turn on the “Group Web Pages” module, the group 
administrator can select who can create “Group Web Pages”. 

The group settings available for webpages are:  
 No Web Pages 
 Only teachers can create webpages. 
 All students can create webpages. 

Group Calendar 
The Group Calendar allows the group administrator to post dates on your group 
calendar, which automatically filters to the personal calendars of all group 
members. 

Events such as field trips, test dates, board meetings etc. can be added to a group 
calendar. Any events that you add to the group calendar will appear on the 
personal calendar of any group member. To add an event, just click on the red 
“Add Event” link that appears underneath the calendar. Add in the applicable 
details:  

 Event Name: This field is required, and should reflect the name of your event. 
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 Date: This field is required. Click in the box and a pop-up calendar will appear and allow you 
to select the correct date 

 Start Time: The time the event will start; the minute is in five minute increments.  
 End Time: The time the event will end; the minute is in 

five minute increments. 
 Time Setting 

 Event has a time 
 Event has no time  
 Event Lasts all day 

 Summary: The summary will appear when you mouse 
over an event on the calendar, it has a maximum of 55 
characters 

 Description: Use this to provide additional information 
about your event. There is no limit to the description 
field.  

 Home Game/Away Game: This will only appear within a 
team page. This information will appear on the calendar 
event as “Home Game” or Away Game” 

 Contact: Use this if you would like to include a contact 
name and contact information in your event information.  

 Location: If a location has been created, you will see 
this drop down box and will be able to select the 
appropriate location.  

 Facility: If a facility has been created; it will appear in 
this drop down menu. By associating a facility with an event, you are reserving the facility and 
preventing it from being double booked.  

 Link name: Provide a link to a website directly in the calendar event.  
 Email notifications: Set notifications for events to be sent a specified amount of time before an 

event.  
 Repeat Event: An event can be set to repeat.  
 Groups: available when Advance Add event is turned on. This allows the group administrator 

to add the event to all groups that they are the administrator of.  
 Approval Options  

 Add Event then view event listing 
 Add Event then add another  
 Cancel  

If “RSVP” option has been chosen, once the appropriate “Add Event” button is selected, a pop-up box 
requiring further information will appear. There are three options with RSVP: 

 Send out Invitations. 
 Accept RSVPS, from any user who is interested in attending that event. 
 Limit Attendance to a number that you specify. 

Populate the necessary options, and then click on the “Next” button. An R.S.V.P. Complete window 
confirming the choices will appear, and clicking “Back to class home” will return the administrator to the 
group site.  
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Any existing events can be edited or deleted by clicking on the red “edit events” link beneath the calendar.  

 
The group settings available for calendar are:  

 Calendar is turned on. 
 Calendar is turned off. 

AfterClass within a group page 
Once a member of the staff has created an AfterClass profile, a link to that profile will appear within any 
classroom or team page that they are the main 
administrator of. Users will be able to access the 
administrators AfterClass profile and multimedia 
bog pages from these links within the AfterClass 
black at the top of the group page.  
 
Within the group page itself, there will also be direct links to each of the AfterClass postings that the 
administrator has chosen to associate with a particular group.  
 
For more information on AfterClass, please see the AfterClass lesson.  
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