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Introduction to the Website

By using Urban Forestry South Expo (UFS), a user has access to the best and most current urban
forestry! resources and information available. New information is constantly being added that
increases the usefulness and knowledge that can be gained from this website.

Urban Forestry South Expo is a content
management system (CMS) that is designed to be
participatory. This means that users of the website
can and are encouraged to contribute content.
Content is information that is cataloged and
contained within the CMS.

If you are a new user of Urban Forestry
South Expo, you may want to read the
other on-line user manual, A Guide to
UFS! available from a homepage link.

Content examples on the Urban Forestry South Exro website include these items:
= a calendar event for a workshop or meeting,
= aresearch journal article on trees and ozone,
= alink to an urban forest council, or
= the name and address of a state U&CF coordinator, or
= atechnology transfer resource (i.e. the national TT database, UFind®).

Only users that have registered on the website (i.e. joined) are permitted to create and submit
content. Each registered user has a workspace; an area for creating, editing, and managing
content items before they are sent (submission step) to a reviewer (for BRCC FOR265, Joseph
Murray).

The process of adding an item (i.e. content) to UFS includes four steps: creation, submission,
review and publication.

When you create an item for UFS, you are creating a catalog entry that provides a title,
description, keywords, and additional information useful for retrieval, which is dependent on the
type of content. You will also assign appropriate sub-topics to facilitate browsing.

Urban Forestry South ExpPO's greatest strength lies in its ability to search the cataloged entries in
the CMS, associate related content by broadly defined urban forestry topic areas, and display a
list of additional related content based on keywords.

This strength and the resulting benefit to users will be enhanced if registered users follow some
basic guidelines when adding content. All content, regardless of type, has a basic set of
attributes (i.e. data entry fields) that should be consistently completed before submitting the
content for publication on UFS.

A Short Glossary of Important Terms

A few definitions will help better understand the explanations that follow:

Browse A method to list Urban Forestry South information (by title)
based on a set of pre-defined topics and sub-topics. At Urban
Forestry South, you will see this identified as ‘Quick Click’ in the
left panel of each web page.

CMS Content Management System; A system used to organize and
facilitate collaborative content creation. Recently, the term
has been associated almost entirely with programs for
managing the content of web sites. CMSs allow end-users
(typically authors of some sort) to provide new content in the

1 Throughout this manual and the website, the term “urban forestry” (UF) may be used interchangeably with “urban &
community forestry” (abbreviated U&CF or UCF). See FAQs for a definition.
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form of articles or other forms of information acceptable to the
website.

Information that is contained on/in the CMS; Urban Forestry
South website examples of content include: a calendar event
for a workshop or meeting, a research paper on trees and
ozone, a link to an urban forest council, or name & address of
a state U&CF coordinator.

Within UFS this refers to the sub-topic and the related topic lists.
Sub-topic words and phrases cannot be created by users and
are therefore “controlled” by UFS.

The beginning of the process for adding content to Urban
Forestry South. Registered users create content.

Anything placed onto Urban Forestry South; see Content.

The registered user that added (i.e. created) the content to
Urban Forestry South. Only the owner (or web site
administrator) can edit, submit or retract this content.

On UFS this is the end of the process for adding content. A
reviewer publishes content submitted that is acceptable for
the website. Only when information is ‘published’ is it available
for other website users to read, copy or download (as
applicable). When used in this context, publish has no
connection with the process of creating a printed (i.e. paper)
copy.

The opposite of ‘publish’. The owner of information may
remove it from the website by ‘retracting’ it. This is done from
the ‘Review’ tab.

The third step in the process for adding content to Urban
Forestry South. When a user submits content for consideration,
a reviewer determines whether the information is acceptable
and then either ‘rejects’ or ‘publishes’ the information.

A method to locate and list Urban Forestry South information
(by title) based on a search term (a word or words) entered by
a user. Urban Forestry South uses the user’s terms to search the
title, description, author, and keywords that are associated
with all content entered on/in the system (CMS).

The second step in the process for adding content to Urban
Forestry South. Users submit content they have created to a
reviewer to determine acceptability.

The process of adding content to Urban Forestry South. This
includes: creation, submission, review and publication.

The folder where registered users store information (content)
during the creation process prior to submitting it for review and
publication.
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Join (Register) and Login

In order to create and submit content for publication onto UFS, users must first “join” the website
by providing a valid e-mail address. Other information requested during the “joining” process or
from the “My Preferences” screen is optional.
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Image 1: User Actions Area: Join

Begin the registration process by “clicking” on the Join link under UFS Tools.

¥0RE5TRY m]ﬂﬂﬁl___
SOUTH EXPO ¢ T R

RESOURCES
CONTACTS
EVENTS
RESEARCH PLEASE REGISTER

FUNDING By registering with us, you will have your own account with the possibility to have personalized
CONTACT US content, and you will be able to add your own documents, images and files to the site. Current Jobs
FIA & Urban Forests

<‘ Account i
® Quick Ciic . .
First Name: Blue Ridge Community College Urban

Enter your first narme {and middle initial}

I Forestry students should use the following
format when creating their “User Name”:

@ auick Search Last Name:

‘Enter your last name | BRCC <|aStname>
. For example, both:
mail: = L}
nter your emdty address, This is necessary in case you lose your pas;
EM% rm!z give the address av.l;ay to any thlrdypames - ! £ BRCC_Murray

BRCC Hartel
S | V/ould beval dIFOR26S Liser names for this
Ea—— lagin class project. Also enter your name and a

valid e-mail. Additional information on the
Wb “My Preferences” page is optional (e.g.
Check this if you want to receive the Urban Forestry South email news address and telephone)

™ ves, send me newsletters and web site updates.

REGISTER

& password will be generated and e-mailed to you to complete

v, Partners, Mondiscrimination Motice, and Other Disclaimer Notices,
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At a minimum (red squares are required data entry fields), enter a valid e-mail address and
create a user name for UFS. You may optionally enter your full name and also select to receive a
monthly electronic newsletter that summarizes the new U&CF information that has been added
to UFS. When you have completed registration data entry, “click” on the Register button at the
bottom of the screen.

Login to UFS

An initial password will be e-mailed to you. Use it to login from UFS Tools:

URBAN
ORESTRY
e e SOUTH EXPO |

RESOURCES
CONTACTS
EVENTS
RESEARCH PLEASE LOG IN
FUNDING To access this part of the site, you need to log in with your username and password.

CONTACT US Current Jobs
FLA & Urban Forests

If you do not have an account here, head over to the registration form to become a member, Benefits of Urban Trees

(® Quick Click

Large Trees vs. Small Trees
Select a Topic = —‘ Account details

Trees & Development
User Name

Enter the user name you use on this site. If you don't have a user name yet; or have forgatten it, use the M T
links at the bottom of this form

Trees vs Utilities
l
@ Quick Search % Technology Bulletins
I o Bateviond WUL & the South
Enter your password, If you have forgotten it, use the link at the bottomn of this form to request it again
A Guide to UFS

UF5 Tools Remember My Name
Setting this option will create a cookie with your username. When you log in later, your user name will
already be filled in for you

¥ Remember my name.
MNews Room

Forgotten your password? Click here to have it mailed to you,

Other Tools

Having trouble logging in? Make sure to enable cookies in your web browser. Don't forget to log
out or exit your browser when you're done,

v, Partners, Mondiscrimination Motice, and Other Disclaimar

“User Names” and “Passwords” are case

or from the User Actions area: sensitive”; be certain to enter upper &
lower case letters as appropriate. For
I example:
T BRCC_Murray

i BRCC_Hartel

Password

WWW.URBANFORESTRYSOUTH.ORG Page: 4

Version 1.1
C:\Dudley\WP_Web\UFExpo\Instructions\A Guide To BRCC Users (Intro and Join) (01Mar05).doc



The BRCC Introduction to Urban Forestry South ExrO March, 01 2005

UFS Tools Menu (Left panel of each screen)

The UFS Tools area after a user logs in:

UFS Tools

Visit “My Preferences” (under Urban Forestry
South Tools in the left panel) to set your
password after your initial login.

nical Support

My Preferences

During your first “login”, “click” on the My Preferences link under UFS Tools and complete as
much personal information as desired.

URBAN
F FORESTRY
1418 SOUTH EXPO r
RESOURCES
COMNTACTS
EVENTS
RESEARCH
FUNDING Click here to change your password.

CONTACT US

Current Jobs

FIA & Urban Forests

=y First Name Benefits of Urban Trees
(®) auick Ciick Enter your first name (and middle initital) A e

Selact a Topic = Dudley R. Trees & Development

Last Name Trees & Business

Enter your last name Trees vs Utilities
&) Quick Search Technology Bulletins
Suffix WUI & the South
Enter & suffix if appropriste (2.0, 11, Sr.)

Title
Enter your preferred titls (e.q, Dr., Ms., Hon,)

Position
Enter wour pasition or job title (e.g. State Forester, URCF Coordinator)
‘Center Coordinator

QOrganization
Enter the organization or cormpany of employment (e.g9. Tennessee Division of Forestry)
‘Suuthem Center for Urban Forestry Research & Infuri

—‘ Contact Location

Address
Enter an address (using two lines if necessary)
[320 Green st |

City

Enter the rifc mame
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Scroll down the screen to make all desired entries and then “click” on the Save button at the
bottom of the screen.

For convenience and easier recall, you should also change your password from the one
randomly assigned.

My Workspace

Whenever you login to UFS, a workspace (accessible from the UFS Tools menu) will be available
for creating and managing information that you would like to submit to UFS:

F "} URBAN lﬁ i
‘\FORESTRY 4
14014 SOUTH EXPO ¢ W ~

RESOURCES
CONTACTS
EVENTS

HOME » MEMBERS » DRHARTEL'S HOME

RESEARCH View Properties Review
FUNDING

Current Jobs
GONTAGTS ] MY WORKSPACE =

FIA & Urban Forests

ey Benefits of Urban Trees
(%) Quick Click This folder has no visible items. To add content, press the ‘Add New Item' button, or paste content

i Large Trees vs. Small Trees
Select a Topic T from another location.

Trees & Development
Your workspace is an area for you to create, edit, and manage content before you submit it for review, Trees & Business

Trees vs Utilities

Show All [tems - --Select Content To Add- -

WORK IN PROGRESS |\

UFS Tools .
I You have no items that you are currently working on.

PUBLISHED AND PENDING ITEMS

You have no published or pending items

Other Tools Participate in UF!
[

t BT

alicy, Partners, Mondiscrimination Motice, and Other Disclaime;

Your workspace will contain all of the content that you have created, but have not submitted
for “publication” under the section entitled Work In Progress. Once you submit content to a
reviewer, the content will appear under the section entitied Published and Pending ltems.

Accessing Instruction Guides for BRCC

Additional UFS instruction guides for BRCC Urban Forestry students will cover:
browsing & searching
adding “content” to the website
creating “collections”

By doing a “Quick Search” with the term BRCC, you can list all the current instructions for the
FOR265 Internet class project.

Comment & Questions

Send comments or questions regarding this “guide” to:
dhartel@fs.fed.us
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