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Introduction

The Help Guide Input System is defined by three distinct roles: the Administrator, the Editor, and the Reviewer. The Administrator is responsible for setting up the Curriculum, Curriculum Version, Technology Area, and Skill Group. Permission to edit or amend some content is also reserved for the Administrator. The Administrator helps to guard against adding or editing an item that may have wide-ranging and possibly negative implications. The Editor enters Skills and Steps and submits them for review. The Reviewer reviews the submitted Skills and Steps and then completes one of the following tasks: 1) approves them; 2) edits them and then approves them; or 3) rejects them to send them back to the Editor for correction. A Reviewer may act as an Editor and an Administrator may act as a Reviewer or an Editor.
This guide covers the content entry process for all roles. All roles are intertwined and play a pivotal part in ensuring the content is entered and reviewed accurately and well in the Help Guide Input system.
Login
1. Go to the site: http://193.95.165.83/Login.aspx
2. Login using the Username and Password that you received by e-mail.

Note that your password is generated randomly. You can change your password from the login page.
Login Page
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Administrator Role
	Administrator Role

	To add a Technology Area

	1.
	From the Administrator Home page, click Manage Curriculum Versions. 
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	2.
	Click the Technology Area link for the Curriculum Version you want to edit or amend.
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	3.
	Click the Create New button.
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	4.
	Complete the form. 
Use the Microsoft Word script to copy the information and then paste it directly into the Help Guide Input System. 
NOTE: The Description field is optional.
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	5.
	Click Submit.
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	6.
	If the new Technology Area does not belong at the bottom, click ReOrder.
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	6a.
	Click the up or down arrow until the new Technology Area is positioned where it belongs.
	[image: image8.jpg]Administrator - Technology Areas - Site Language:

Reorder

Intel Teach - Office 2003

Help Guide

Essentials Course

a7

Graphics

Word Processing

Spreadsheets

Multimedia

Portable
Document Format:

(PDF)

O 00000«





	6b.
	Click Submit.
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	To add a Skill Group

	1.
	From the Administrator Home page, click Manage Curriculum Versions.
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	2.
	Click the Technology Area link of the Curriculum Version that you wish to edit or amend.
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	3.
	Click the Groups link for the appropriate technology area.
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	4.
	Click the Create New button.
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	5.
	Complete the form. 
Use the Microsoft Word script to copy the information and then paste it directly into the Help Guide Input System. 
NOTE: The Description field is optional. The Tags are also referred to as keywords.
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	6.
	Click Submit.
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	7.
	If the new Group does not belong at the bottom, click ReOrder.
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	7a.
	Click the up or down arrow until the new Group is positioned where it belongs.
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	7b.
	Click Submit.
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Editor Role
	Editor Role

	To add a Skill and Steps

	1.
	Click Home under the Editor role.
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	2.
	Click the Language arrow and select the language in which you are working.
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	3.
	Click the Curriculum Version arrow and select the curriculum version in which you are working.
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	4.
	Click the Technology Area arrow and select the technology area in which you are working.
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	5.
	Click the Groups arrow and select the group for which you are creating skills. 
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	6.
	Click View Skills.
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	7.
	Click Create New.
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	8.
	Enter the Skill ID (the format is an uppercase, two-letter or three-letter technology area abbreviation, a space, and an integer and decimal to indicate the skill group and step).
Use the Microsoft Word script to copy the information and then paste it directly into the Help Guide Input System.
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	9.
	Enter the Skill Name. Include the number in the title.
Use the Microsoft Word script to copy the information and then paste it directly into the Help Guide Input System. 
The skill name is located in the second blue row of a skill table in the Word script.

NOTE: The Skill Description field is optional.
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	11.
	Enter the Tags, or keywords.
Use the Microsoft Word script to copy the information and then paste it directly into the Help Guide Input System. 
The keywords are located in the last row of each skill table in the Word script.
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	12.
	Click Submit.
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	13.
	Click the Steps link.
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	14.
	Click Create New.
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	15.
	Enter the Step Number.
Use the script to copy the information and then paste it directly into the Help Guide Input System.
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	16.
	Copy the step text from the script.
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	17.
	Paste the text into the Step text box of the input system.
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	18.
	Click the Browse button next to the Image field.
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	19.
	Find the image to import on your computer.
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	20.
	Once you have located the image, select it and then click Open.
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	21.
	Click Next Step if there are more Steps or Save if you have entered the last step.

Repeat steps 13 through 21 until the last step has been entered.
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	To add links

	1.
	Highlight the skill name.
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	2.
	Click the Link button.
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	3.
	Choose Other from the Type list.
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	4.
	Click inside the URL field and enter the skill number. Then, click OK.
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	To review your work

	1.
	Click View.
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	2.
	After you have reviewed your data entry and edited any entries that have errors, click Submit to submit the skill to the Reviewer.
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Reviewer Role
	Reviewer Role

	To review a Skill

	1.
	Click Home under the Reviewer role.
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	2.
	Click the Language arrow and select the language in which you are working. 
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	3.
	Click the Curriculum Version arrow and select the curriculum version in which you are working.
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	4.
	Click the View link next to a skill.
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	5.
	Click Approve if the skill and steps are correct. 
Or, if the skill or steps have an error, click Decline to return the Skill to the Editor.

Or, click Edit under the Skill or Step to make the changes yourself.
NOTE: If you click Decline, be sure to send an e-mail to the Editor detailing the errors found so he or she can make appropriate corrections.
NOTE: It is possible to make changes to a Skill once it has been approved. The Editor is responsible for this change. The Editor chooses View for the skill in question. The Editor may now decline the skill or edit it.
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	6.
	Lastly, review all uploaded content (in total) and make any final, necessary changes.
NOTE: The Content Entry Team members should conduct a detailed review of the application and QA the functionality. Use your adapted word scripts to make any necessary, final revisions to the content entry system. 

NOTE: It is strongly recommended that you maintain current Word script files that contain all current content.
	


Logout
	Administrator, Editor, Reviewer Role

	To Logout

	1. 
	When you are ready, click Logout.
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From: support@intel.com�Sent: Wednesday, March 14, 2007 9:37 AM�To: User�Subject: Welcome!��Dear, User!�You have been registered in our system.��Login : First Name_Last Name�Password : XXXXXXXXXXX��--�Best Regards,�Support Team
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