SharkLinﬂGoup Quickstart Guide

The Groups application is a suite of tools available within SharkLink
(sharklink.nova.edu). These Group tools offer students, faculty, staff, and alumni the
ability to enhance communication among specified users via file sharing, chat
collaboration, news items, message boards, or announcement communication. It is
accessible via the SharkLink icon on the NSU home page (www.nova.edu).

Users are permitted to belong to multiple groups.
When a group is requested, they may be:
1. Public groups: Public groups are open for anyone to join.

2. Restricted groups: Membership in restricted groups is subject to certain
criteria. For example, to access a group home page for an academic or social
fraternity, an individual must first be accepted as a member of that
organization.

3. Hidden groups: Hidden groups are not displayed in the group category
index and do not have a guest view page. Hidden groups are typically used
to publish and discuss sensitive information that should not be available even
in a restricted group.

To access “SharkLink Groups” you will ]
need to login to sharklink.nova.edu using AL & &
your SharkLink ID and password. Once Logout  Help
logged in, click on the “Groups” Icon in
the top right corner of SharkLink.
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Join a group:

3 http:#sharklink. nova.edu - Luminis Platform Groups - Mozilla Firefox @ Q@ng In order to see what
& groups are available
to join, click on the

EGITEN TS| Request Group ® Exit (@ Help
| Groups Index Tab.
Grou ps Index October 10, 2008
Categories
%) Group Studio
b B9 academic Select a category on the left to view the available aroups.
Cj adrinistrative
& alurmni
Gj Club and Organization
& committee, Coundil...
B services
O My Groups O Request a new group Key = @l Public Group il Restricted Group
Group Search
Search for: Group Group Group
’ MNames Titles Description
That contain: Search
roups Pplicv_— F:Iick Pjgr.e to re_ad the .rglles and regqlations_for crpating and quding 2 group. v
< >
Done

This tab allows you to browse a list of all the categories of groups. It also allows you
the opportunity to join any public group or request to join any restricted group that
may be available. If a subgroup of a category exists, click on the P button to its left
and the listing will expand to display sub-categories. Public groups will have a green
icon (@) and those that are restricted will have an orange-yellow icon ().

Requesting Membership to a Restricted
Group
You may view a restricted group’s guest

¥ hittp://sharklink.nova.edu - Joina Group - Mezilla Firefox EJ@ QEJE‘
-~

Group Membership Policy

page and/or request membership to a raup members (ncuding grous eader) sheud &
. . R . accord themselves in a professional and respectful

restricted group by clicking on the title of ML S el aelos

the group. There you will find a “Join ;2:&;:5_715Z}‘L?fs“‘ébl‘}'%id;c”iﬁéﬁ?“ﬁ%‘nf;;f_'sn”ﬁrif(

2 - rohibited fram publishing content that is illegsl (e.a.
Group” button. When you click the button Pl Tyt Y
for a restricted group’ a new WindOW s(upports cornrercial activities not associated with thi e
appears Wlth group pOIICIeS and a CheCk bOX Additional Membership Criteria:

H 1Al Restreited to members of the MSU Chamber Ensemble.
to affirm your agreement to follow policies

as set forth by the university. Click on
“Join” to submit your request to become a
member of the restricted group.

For a restricted group, your request is then Required Information
sent to the group leader for review.

I have read and understood the school's policy on Group
Membership,

Tell us why you want to be a member of the NSU Chamber Ensemble

If you are approved or denied by the group aroup:
leader, you will receive a response
regarding your membership request in your
NSU email.

Join Cancel

Dane
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Joining a Public Group

When you click to view a public group, you will see the group guest view page with a
short description of the group and a “Join Group” button. (see example below).
When clicking the “Join Group” button on a public group, a new window appears with
group policies and a check box to affirm your agreement to follow policies as set
forth by the university. Click on “Join” to become a member of the public group.

) http:#sharklink.nova.edu - Luminis Platform Groups - Mozilla Firefox

-

My Groups [N OLEEM Request Group ® Exit (@ Help

Group Guest View Qctaber 10, 2008

Your Location: Group Index / Group Guest View

The Catholic Campus Ministry of Nova Southeastern University
L-iving

I-n

F - aith

E - everyday

Catholic LIFE (Living in Faith Everyday) of NSU is the presence of the Catholic Church on Campus and a
place that fosters multi-faceted individual growth while building unity and community at MSU. Catholic LIFE
does this by praviding a meeting point for students, staff and faculty to share and learn a Cathalic faith
that is living, active and authentic that is based on a personal relationship with Jesus Christ, rooted in
Church and Biblical teaching, actively engaged in the life of the Sacraments, nourished by prayer, and
evidenced by our service and charity to those around us while leading lives of excellence, balance and
continual growth in the religious, academic, leadership, service, social, and professional aspnets of our
development. Catholic LIFE of NSU is a place where everyone is welcome to “come as they are” to learn
and discover the endless possibilities that can be ours when faith becomes an active, living part of our daily
life,

Done

Hidden Groups:
Hidden group memberships are controlled by the Group Leader. You are placed on a
list of recipients by the group leader.

Removal of Group Membership:

If you want to be removed as a member of a group, you can click on the Groups icon
in the top right corner of your SharkLink window and choose a group from the new
window. You would then click the “remove” button.

£ hitp: Hfsharklink.nova.edu - Luminis Platform Gro ups - Mozilla Firefox El@l E@El
Eﬂ"
m Groups Index | Request Group | ® Exit ¥ Help
My Groups .
Y P October 15, 2008
To view a group, dick on tha group ttle, To remove & group from your My Growps List, dick the chack box and than dick
Ramove,
Web Team Web Team
E Wendy's Test Group Wendy's Test Group
0 Groups Index 0 Request Group Remove |
Groups Policy - Click here to read the rules and regulations for creating and leading a group. 5
Marnhorchin Dolice - Click horo ba eood Hhoruloc sad ranulstinese forininimn and nobcin stne i S nemes L5
Dane
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My Groups:

When a user clicks on one of the Groups to which they belong, a new window wiill
open with the group homepage displayed.

) http:{fsharklink.nova.edu - Luminis Platform Groups - Mozilla Firefox [E |Z||E|fz|
N TS Groups Index " Request Group ] ® Exit @ Help
-
Group Homepage - web Team October 7,2008
Your Location: Group Hormmepage
Group Tools No Announcements.
Homepage
Announcernents | @ More announcements...
TEs
Photos
L'hkS + Organizing Our File Share Area
Files
Message Board | @ Maore Topics... O Post a topic
Calendar
E-rnail OIT Web Team
Chat
O More... o
Mermbers Submit
Content Tools
Manage Calendar +« Self-Service Banner
PersunaITuQIs + CWIS Infarmation
Groups Policy Provider Agreement
My Profile « Mass Email
Information Provider
Agreement
Lalob- T, b
Done

Description of your toolbar:

Group Tools The following tools are available for each group page:
Homepage Homepage: Use this link to return to the group homepage
ANNOUNCEMENES | from any sub-page. The page gives you an overview of any
Mews | jtems posted by the Group Leader or member with managing
Photos rights.
Links
Files Announcements: The group leader or member with
Message Board managing rights can compose and post announcements to the
calendar | group homepage. In addition, Group Announcements are
posted to your Personal Announcement Channel on your Home
tab.

E-mail
Chat

Members | News: This section contains all articles submitted to and
approved by the Group Leader or member with managing
rights. You may read these articles or click on “Post an article”
to submit one for approval.
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Group Tools
Homepage
Announcements
Mews

Photos

Links

Files

Message Board
Calendar

E-rail

Chat

Members

Photos: The photos section displays all pictures submitted
for display. In addition, you may submit a photo for approval
by the Group Leader or member with managing rights.
Photos must be in .GIF or .JPG format.

Links: Allows the user to see all links that have been
posted and to submit a link for potential listing.

Files: Allows you to see all files that have been posted or to
submit your own file for potential posting. If a subgroup of a
folder exists, click on the P button to its left and the listing
will expand to display sub-categories.

Message Board: You may enter into a dedicated message
board where you can read replies and post messages.
Clicking on a Topic allows the member to add messages or
message replies.

Calendar: Allows access to a group calendar.

E-mail: Allows you to send emails to other group members.
Check boxes are provided to choose multiple recipients.

Chat: A new window launches that allows you to enter into a
dedicated chat room where you can participate in a real-time
discussion with other group members.

Members: Allows you to see the group’s membership list.

Adding the Group Activity Channel:

When you enter SharkLink, you can add
the Group Studio Activity Channel via the
Content Layout Link in the upper left

corner.

&

Welcome Joe Student

.
My Account You are currently logged in,

Content Layout

Community | My Tab Employes

You can add a new channel to any of your tabbed sections (i.e. Community, My Tab,
Student, Employee, Alumni, etc.). All tabbed sections have a link in the left corner
that will bring you to the Content/Layout screen (see example below)
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E-mail Calendar Groups L

You can then
Content/Layout
L2y choose to add a
nodifying Preferences: new channel in any
Ifd:‘:\. Ia‘:a:":u.dn. the "Add Hew Tab” butten, To mowve & tab, dick the srrow pointing in the direction pou vant it to move. To edit or remo COI umn by Clicking

‘v add a channel, dick on the "Add <hannel® button where you want it to be placed, To move a channel. click the arrow pointing in the dir on the NeW
ant it bo move. To edit a channel, dick on its name or the edit button within its colored bar. To remove a channal, clidk on the "X buttor

olored bar. Channel button.

‘s add s eslumn, dick on the “add Column® buttan uhere you want it bs be placed. To move s eolumn, dick the srmow peointing in the dire
ant It to move. To edit , resize or remove a column, dick its "Select Solumn® button,

0 default layout In addition, you
can move the
channel up or

Select Column C:II::ﬁn [® | select Column | @ | l:::-f:sm. [#] | select Column ?nog:ytSSdZOrIg?‘ln

tommunity (3] (€ My Teb (3] (€] student 3] [8] Employee (3] (3] Alumai (3] [€] Alvin st Ubrary | AddTab | F

Hew Channel | Mew Channel | HMew Channel |
preference or move
MSU &nnouncements E-mail Channel Academic Support { WebSTAR) to another COIumn
Select Cha nnel__| Select thanne.lu_" Select Channel W|th|n the tab you

L] X

selected.

Screen 1: After clicking “New Channel

w Ba ck to

Home Tab

Manage Content/Layout

wWarning:

Steps for adding a new channel:

1. Select a category:
B v|[ g0 |

r Cancel and return

Screen #2: Choose “Select All” for the category and scroll down to “Group Studio
Activity Channel.” Click the Add Channel button on the right.

Manage Content/Layout

Warning:
Steps for adding a new channel:
1. Select 3 categaory: 2. Select a channel:
B [Select Al v Lgo] s
Giving to MEL Ead

Google Maps

Group Leadar Activity Channal
Graup Studia Activity Chanmel
Happenings @ Sherman Librarmy

3. Add the selected channel: Add Channel |
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Screen #3: The Group Studio Activity Channel now appears in the chosen column

references:

click the "Add Mew Tab" button, To mowve a tab, click the arrow pointing in the direction you want it to move. To edit or remowve a t:
GLH

nel, click on the "Add Channel" button where you want it to be placed. To mowe a channel, dick the arrow pointing in the direction
=, To edit a channel, click on its narme or the edit buttan within its colared bar, To remove a channel, click on the "¥" button within
mn, click an the "Add Column” button where you want it to be placed. To move 3 column, click the arrow pointing in the direction yc

=, To edit , resize or remowe a colurnn, cick its "Select Column" butkon,

out

B E My Tab E Student E Employee Alumni Alvin Sherman Library | Add Tab | | Fragni|

Ect Column ﬂ;dd Select Column #] | select Column Ay
Column

Column Cal

Channel Mew Channel Mew Channel

hnouncements E-mail Channel Group Studio Activity Channel
elect Channel Select Channel
P P ]|
E3] [« E3] [«
[+ [+ =

Channel New Channel New Channel

Screen #4: Click on “Back to xxx
Tab” to return to normal view.

Manage Content/Layout

Options for modifying Preferences:

Tabs: To add s tab, dick the "Add Haw Tab® button. To mowve
click on itz name.

Once the channel is added, you will now be able to edit your view of the groups to
which you belong in SharkLink. To add Groups into your view, you need to click on
the Edit icon in the top right corner (highlighted in yellow below) of the Group Studio
Activity Channel.

Group Studio Activity Channel EE[EEJ

Applications (none

selacted) Chat Last Visit

Group

You have not selected any groups. Click on the edit button to
select favorite groups.

O view All Groups
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Group Studio Activity Channel

Select the Select the applications
Qroups youl vold want to see in this
want to see in channel,
this channel. [ News
[] web Team [] Photos
Wendy's Test .
] Group [] Links
u Select all [ Files
groups [] Messages
[] select all applications
| Save Changes | | Done |

From here you can
choose which groups
you are a member of
that you want to see in
the channel.

In addition, you can
choose the applications
you want to view in that
channel every time you
return to SharkLink. For
example, by choosing
“News”, you will be
notified if there are new
articles since your last
login.

This feature can be
updated whenever you
choose.

The Group Studio Activity Channel Screen after 2 groups are added to the view.

Group Applications Chat Last ¥isit
Wwieh .

Team Inactive 2Z002-10-02
Wwendy's

Test Inactive 2008-10-03
Group

O Yiew All Groups

To enter into a group and to view its homepage, simply click on the blue hyperlink.
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Request Group tab:

©3 http://sharklink.nova.edu - Luminis Platform Groups - Mozilla Firefox @ [’._|[’E|g|
[ My Groups ][ Groups Index (GEGTTEES AT % Exit (@ Help
A
Request New Group October 7, 2008
Subrnitting this form does not automatically create a new group. It will send a new group request to the administrator,
who will approve or deny it
* Requires Group Studic administrator approval
* Required Information
Requested By Joe Student
** Group Mame: |
* * Group Title: | |
* Guest_F‘E_lge | Description Uses Rich Text vl
Cescription:
im 7 U sk %
# 4] &7 : Elsouce [§ 2 4= = i=
El===islio s
¢ Format = | Font * | Size M Tg- g~
W
Read sharklink.nova,edu

This tab provides a means for a new group to be requested. A thorough description
of how to request a student, employee, or alumni group and further information
regarding Group Leader responsibilities can be found at:
http://www.nova.edu/common-lib/policies/group.policy.html.

If Portal group tools are used in a manner that conflicts with University policy, the
Group Leader should take appropriate actions in coordination with respective
approval authorities.

Keep in mind that requests for groups are subject to approval and may not be
granted. For example, student groups may be created only if they are a sanctioned
organization. Please check all specifications on the group policy website -
http://www.nova.edu/common-lib/policies/group.policy.html.

Portions of this document adapted from the following materials:

e http://www.ivytech.edu/helpdesk/cc/ccgroupstudio-common/index.html
e http://www.oakton.edu/resource/it/GroupStudioOverview.doc
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