HARVARD

ALUMNI ASSOCIATION

COLLEGE ALUMNI PROGRAMS

Class Sites Advanced Administrator Manual

Contents

(0o =Y V=] o TV =T o IO I Yo o PP UUPRTUP 1
o]0 gL o =T =d= BT =] ] o= 4 TP 1
Adding or Removing 1temMS from “Lat@St NEWS" ........uiiiiiciiiee et ettt e e et e e e ette e e sete e e e eeateeeeesseeeessseeesansseseennsaneesnssenennn 2
0] oT=To Lo LT g Yo oWl WU o LI Ao Lo T U USPRR 3
F AN ol o TV TaY = @ ] o AN ol [ ESRR 4
LinKiNg tO DrophoX OF GOOZIE DIiVE......uuiiiiciiiie ettt ettt ettt ete e e e sttt e e s sta e e e s sateeeesateeeesasseeesassaeeesassaeeesssaeesanssaeeeansaeeesnnsenens 4

Changing Menu Items
Changes in the main menu bar can be made by HAA Staff. Please send an email to HAAClassSites@harvard.edu outlining

the changes you'd like to make.
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CLASS WEBSITE TOOLBOX Class Websites
The College Alumni Programs office of the HAA offers a class website I 1{AA Class Email Service collection of web tools designed to help class
volunteers create and manage website content, photos, documents, ant /s you to create and send emails to your classmates.

External Email Client Best Practices

All classes are eligible to use these HAA-provided websites free of char. iese class websites are intended to provide simplistic

i i ) Alumni Qutreach Toolkit . . A
ma funetions for like webmasters and secretaries. website platform that offers additional functionality,

and we encourage classes to use whatever platform best works for them!

For additional information, please email haa_collegealumniprograms@harvard.edu

Important information to include in your request:
1. The location of your new menu item
2. The title for your new menu item
3. The URL or Article number you would like linked
4. Any sub menu items you’d like included and their titles and links

Homepage Settings
Widgets on the Homepage cannot be changed or removed. Links to The Crimson, Harvard Magazine, Harvard Gazette,
Tweets from @HarvardAlumni, @HarvardCrimson and the “Latest News” Section are a part of every Class Sites page.
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Adding or Removing Items from “Latest News”

To add something to the “Latest News Section” Open the article in the editing window, then select “News” from the
Topic 1 drop-down menu. The article will then appear on the latest news section on the homepage.
To remove an article from this section, switch the topic to “Generic”.

Topic
Topic 1 Generic v
Topic 2 *Cptional v
Topic 3 *Cptional v
Topic
Topic 1 Generic v
) Internal
Topic 2 News
Events
. Member Benefits
Topic 3 Jobs
Blog
Chapters
Featured Volunteers
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Embedding YouTube Vidoes

To add an embedded YouTube video, open the video in YouTube. Click the “Share” button at the bottom of the video,
then select “Embed”.
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Embed WhatsApp Facebook Twitter HakaoTalk

hitps:/iyoutu. be/e-Ey_T4dPjY @
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Harvard College Class of 2021 Class Day Dinner
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Embed Video e

<iframe width="568" height="315

src="https://www.youtube.com/embed/
e-Ey_T4dPjY" title="YouTube wvideo
player" frameborder="8

allow="accelerometer; autoplay,;
clipboard-write; encrypted-media;
gyroscope; picture-in-picture

allowfullscreen=</iframe=

|:| Start at

EMBED OPTIONS

Show player controls.
-
I 1 Crnahla nrivanu anhanand mnocdas ™

Copy

Copy the text from the Embed Video box and paste it onto your class sites page, directly into the source code (You'll
need to click the button in the toolbar to view the code of the page in order to paste it in there. Pasting the code into
the regular view will not work.).

Click publish once you are done and view the page. You should now see the video embedded in your page.
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Archiving Old Articles and Using Them as Templates

Archive — Mark the Article archived from the Manage Articles list so that it will not be deleted from your Articles list, but
it will be no longer be visible to visitors to your website. You can later switch it back to live if you want your classmates
to be able to see the page again.

Delete — Remove the Article permanently from your Articles list and website. It is recommended that you archive
Articles instead as there is no way of recovering a deleted article. If you had created a page just as a test, it is fine to
delete it. Please note that you will be unable to delete pre-created Articles.

If you wish to use a page as a template for a new page, ex. Updating your 35" Reunion Schedule to contain the
information for your 40™ Reunion, first duplicate the old page, then archive the duplicate, and then you may go into the
old schedule page and begin to make changes. This allows for your old schedule to be archived without needing to
update any page placement or changing the links.

Linking to Dropbox or Google Drive

In order to store albums of images from Reunions or Class events, we recommend creating a free Dropbox or Google
Photos account. Unfortunately, Class Sites does not have the capacity to store large photo albums. Linking to a class
Dropbox or Google Photos album will allow your class to store and organize more photos.
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