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Login to the MySite Administrator 
 
The MySite Administrator tools are built right into your web site. They are secured behind a system login, 
so as long as you have an Internet connection and a valid username and password, you can login and 
use the tools that are available. 
 
Go to http://www.yourdomain.com/admin/  and login using the username and password you’ve been 
assigned as an administrator. 
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Framework Controls  
 
As a “Master” administrator, you have permissions that none of the other administrator levels have. You 
have the ability to create and manage administrator logins. Each login you create can be assigned to a 
particular “Authorization Level” so as to limit access for this administrator to specific areas of the site.  
 
Once you have successfully logged into the MySite Administrator, the default landing page is the 
Framework Controls page. This is where you’ll find the Administrator Logins tool. 
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Administrator Logins 
 
Go to the Framework Controls  tab, and click on the “Administrator Logins” title or the “Select this tool 
now” button to open and use the Administrator Logins tool. 
 
The first or landing page of this tool displays a list of all the administrators set up in the system. As it is 
with nearly every MySite admin tool, there are “CREATE”, “EDIT” and “DELETE” buttons to help manage 
the database information within this tool. Each button pretty much does exactly what it says: If you want 
to create a new administrator login, click “CREATE”. If you want to edit or delete an existing one, click the 
“Edit” or “Delete” button corresponding to the record you wish to modify. 
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Clicking the “CREATE” button takes you to a page with a simple online form. Enter the information 
requested and click the “SUBMIT” button. 
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If you wish for this login to have full “Marketing” administrator permissions, assign it to the “Marketing 
Administrator” authorization level. If you wish to limit the areas of the site that this administrator login has 
access to—if you wish to restrict this administrator’s access to only a specific department’s pages—select 
the name of the department that this login should be assigned to. The system will automatically restrict 
access permissions for that administrator when she/he logs in with the username and password you’ve 
assigned.  
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Web Site Structure Tools—Editing Pages  
 
Managing content for your web site through the MySite Adminsitrator can be accomplished two  
different ways: 
 
      1) DIRECT EDIT using the “Web Site Structure/Pages”  
      2) SMART EDIT using the MySite “IntelliModules” 
 
 
 

Direct Edit vs. Smart Edit?   
Each page on your web site will be set up in “Direct Edit” or a “Smart Edit” format. To determine which 
page is assigned to what method, simply access the “Web Site Structure/Pages” tool: click on the 
“FRAMEWORK CONTROLS” tab and then on the “Web Site Structure/Pages” link. 
 
On the following page is an illustration of the “Web Site Structure/Pages” management screen. Two icons 
are highlighted. The gray icon indicates that the corresponding page is set up in Direct Edit format. The 
orange icon with the “M” designates that the content for the page is controlled by an IntelliModule.  
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DIRECT EDIT 
Content management for “Direct Edit” pages is performed DIRECTLY through the “Web Site 
Structure/Pages” tool itself. Creating and updating pages can be done quickly and easily. The HTML 
Editor feature available through this tool is very powerful and user-friendly. With this tool, you are in 
ultimate control over the presentation of the content itself—you will be responsible for formatting the 
page, styling the content and placing photographs and graphics. Content can be added to and removed 
from the site at your discretion. 
 
SMART EDIT 
The MySite system has special controls called IntelliModules. IntelliModules are plug-ins that leverage the 
system’s built-in intelligence to improve site performance, to enhance functionality and interactivity for 
your site visitors and/or to make your content management efforts even easier. 
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Direct Edit   
Editing content for Direct Edit pages is easy. From the “Web Site Structure/Pages” management screen, 
find the page you want to edit. 
 
If you are not already familiar with the “Web Site Structure/Pages” tool, here’s how it works.  The 
main management screen is set up to reflect the same page flow as your site itself. All of the pages that 
currently appear on the top (global)-level on your site will be the page names that show by default when 
you first access this tool. 
 
If you want to edit one of the global-level pages, click on its corresponding “EDIT” button to access the 
Direct Edit screen. If you need to update a page that resides one or two levels beneath the global-level 
pages, click on the “SHOW”  button next to the name of the page that houses the page you want to find. 
 
For example, the following three illustrations demonstrate how to access a tertiary (or third-level) page 
called “Join Our Team” that resides under “Our Staff” which in turn resides under “About Us”. Clicking on 
the SHOW button next to each parent page will reveal all of the pages that are nested beneath it. 
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EDITING THE PAGE 
To make updates your selected page, 
click on that page‘s corresponding “EDIT” 
button (see illustration above). At the left 
is an example of the resulting content 
editing screen that you will see.  
 
Make any changes as necessary and click 
on the “SUBMIT’ button at the bottom of 
the page.  

 
PAGE CHARACTERISTICS  
  

1) LINK NAME: button text 
 

2) URL:  relative and absolute (full) 
URL path for this page 
 

3) ADD LINK TO:  name of  
parent page 
 

4) SOURCE TYPE: type of page 
determining how the content for 
this page is deployed and 
managed 
 

5) SEO FIELDS:  title and meta tag 
information that will help optimize 
this page for search engines 
 

6) PAGE CONTENT FIELDS:  page 
header and content for this page 
 

7) SORT ORDER: numeric value 
that controls the order in which 
the buttons show in the navigation 
bar—sorts in ascending order 
 

8) LIVE / TEST: option that toggles 
this page from LIVE to TEST or 
TEST to LIVE mode 
 

9) SITE VISITOR PERMISSIONS: 
options that enable the admin-
istrator to unlock the page for 
public and/or member viewers 
AND assign permissions to 
specific groups if the page is a 
members-only page 
 

10) ADMIN PERMISSIONS: enables 
a master administrator to assign 
this page to specific administrator 
group(s) 
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Smart Edit   
The IntelliModules are very powerful content editing tools. They provide you with additional level(s) of 
control over content on the page. 
 
You can access the main IntelliModule controls two different ways: 
 

1) Go to the “E-MANAGEMENT CONTROLS” tab and click on the appropriate 
module link 

2) Click on the page’s corresponding “M” icon on the “Web Site Structure/Pages” 
management screen (see illustration below)—this will link you directly to the 
appropriate module controls 
 

 
        
To learn about how the Smart Editing process works, please continue on to the next chapter of this 
manual: MySite Intellimodules (Smart Editing) .
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MySite Intellimodules (Smart Editing)  
 
The following example is a generic representation of a MySite Intellimodule. This section illustrates and 
explains how to use the Smart Edit tools. All of the Intellimodules work on the same paradigm, so once 
you learn how to use one, the others are easy. 
 
Go to E-management Controls , and click on the Intellimodule title for the tool you wish to use to edit 
content. The first Intellimodule screen you see is called the “landing” screen. This screen will reveal all the 
pages that you are authorized to administer.  
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Categories/Folders 
The first thing you need to do to create a new piece of content is to create a category or “folder” in which 
the content items for each page are stored. You can create as many categories as you wish for each 
page in order to best organize the items that display on the page.  
 
To create a new category, click on the “CREATE” button next to “Click on this ‘Create’ button to add 
another category.” 
 

 
 
On this screen, you can assign this category to a specific “Page”.  
 
Give the category a name and input a Sort Order value. The “Sort Order” is a numeric field that enables 
you to tell the system in which order you wish for the categories to display on the screen. The system will 
sort the categories from lowest Sort Order number to the highest. It is suggested that you increment your 
sort order values by 10 so that you can easily add a new category later and drop it in sequence without 
having to renumber all the other categories. 
 
You also have the option to display the category name on the web page. If you do so, the category name 
will display with all its content items set beneath it. You can use multiple categories to help you manage 
content within the Intellimodule more easily, and/or you can use this option to help organize contents on 
the web page itself. 
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Creating and Managing Content Items 
Content is managed through the Intellimodule item-by-item. This gives you, as an administrator, ultimate 
control over what items display, where they display and when they display on the site. 
 
To manage items on any particular page, click on the “SHOW” button next to the category in which you 
wish to modify content. This will reveal any items already existing within that category, and it will reveal 
the buttons (CREATE, EDIT, DELETE) that will enable you to manage it.  
 

 
 
To create a new item, click on the “CREATE” button next to “Click on this ‘Create’ button to add a new 
content entry.”  
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To edit an existing item, click on the “EDIT” button next to the item name. You will access a screen similar 
to the one displayed and described on the next two pages. First, any item you create or edit can be 
assigned to one category. Do this by selecting the category in the “Category” scroll box.  
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Fill out the other fields down the page as indicated.   
 

 
 
 

HTML Editor 
As you can see in the screen capture above, the “Content” field (which is the long or detailed description 
for this item) includes a HTML Editor that enables you to add special formatting to the content in this box. 
Working with this editor is very similar to using Microsoft Word. You can do everything from bolding, 
italicizing and colorizing text to creating charts, adding links and including photos. The operations of this 
editor will not be covered in this manual, but please note that the “Insert Image” tool ties directly into the 
“Photo Library” so that you can quickly drop photos and graphics into your page layout.



MySite  Ins t ruc t ion  Manual  fo r  Adm in is t ra to rs  

© 2009 iGroup Studios, Inc. All rights reserved.  |  page 20

 

Including Special Photos & Files 
You may be presented with option to include special photos or files with this item. Click on the “Photo 
Library” button (as shown in this example) or the “File Library” button (as it is availed) and browse for the 
image (in the Photo Library) or file (in the File Library) you wish to attach. Select that image/file and the 
system will automatically do the rest for you.  
 

 
 

Live & Test 
Every item has the option to be assigned to the “LIVE” or “TEST” environment. This is a very powerful 
option and will be discussed further in the following pages of this manual. 
 

Start & Expiration Dates 
The “Start Date” and “Expiration Date” for an item dictates when that item will be displayed on the site 
and when it will come off. The MySite system will put the items on the web site when you want them to go 
on, and it will take them off when you want them to come off. These dates also dictate whether an item 
will display in the highlight panel as well. 
 

Sort Order 
Give the item a Sort Order value. The “Sort Order” is a numeric field that enables you to tell the system in 
which order you wish for the items to display on the screen. The system will sort the items from lowest 
Sort Order number to the highest. It is suggested that you increment your sort order values by 10 so that 
you can easily add a new item later and drop it in sequence without having to renumber all the other 
items in its category. 
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LIVE vs. TEST Environment  
 
A very special feature of the MySite system is how it supports both LIVE and TEST environments. The 
LIVE environment is what the “public” sees, and the TEST environment is for administrators only.  
 
Content items can be assigned to either the LIVE or TEST environment through the Smart Editor tools. 
The site in LIVE mode will show content items that have been “turned LIVE” while the site in TEST mode 
will show content items that have been assigned to LIVE AND TEST. This enables administrators to 
review the content items on the site before they are availed to the public—or an effective way to remove 
an item from “public” view without deleting it completely from the database. 
 
You can assign any content item to either the LIVE or TEST environment by changing the toggle option 
on its create or edit screen. 
 

 
 
 
To view the content items in the TEST environment on the site, you must first login to the MySite 
Administrator and then visit the web site. An orange bar should appear at the top of every page. This bar 
indicates that you are an authorized administrator for the site. This is also the bar that enables an 
administrator to toggle the site between LIVE and TEST mode.  
 
The orange bar in particular indicates that the site is currently in LIVE mode. You will see what the 
“public” sees in this mode. Click on the “VIEW TEST SITE” button in this orange bar to toggle the site to 
TEST mode. 
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In TEST mode, the bar is gray in color. Since browsers have a tendency to cache (or remember) pages in 
their previous state, you may need to hold down the SHIFT key on your keyboard and click the refresh 
button in your browser to view the altered state of the page. 
 
To toggle back to the LIVE environment, click on the “VIEW LIVE SITE” button. 
 

 
 
 
PLEASE NOTE: If you logout as an administrator (closing the browser will automatically log you out), the 
site will automatically be reverted to LIVE mode. 
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Web Site Structure Tools—Creating Pages  
 
To create a new page on your web site, go to the “Web Site Structure/Pages” tool, and click on the 
appropriate “CREATE” button.  
 
If you want to add a new page to the global-level, simply click on the “CREATE” button at the top of the 
page. To add a new page to the secondary- or tertiary-level, click the “SHOW” button(s) next to the page 
name under which you wish to add the new page. Clicking on the SHOW button will reveal a CREATE 
button that will enable you to add a new page to the next level.  
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Creating a new page is a two-step process. The first step is to define the “source type”  which ultimately 
determines where the content for this page comes from and how that content is managed. 
 

 
 

 
Source Types  
 
STATIC PAGE:  This source type enables you to create your own HTML-formatted content as a separate 
“include” page—a perfect way to create your own “modules” and online forms. 
 
DATABASE:  This source type enables you to create your own content. The content is stored in the 
database and is edited through the “Direct Edit” process. 
  
EXTERNAL PAGE:  This source type enables you to link directly to a web page on another web site. The 
web page you link to will automatically appear in a smaller pop up window, so that your web site visitor 
never actually leaves your site. 
  
INTERNAL PAGE:  This source type enables you to link directly to another web page already existing on 
your web site. 
  
ONLINE STORE/CATALOG PAGES:  This source type enables you to add special Product and Store 
Front pages to your online store. 
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Page Characteristics   
 

The second step in creating a page is to 
define the characteristics for the page. 
Then click on the “SUBMIT’ button at the 
bottom of the page.  
  

1) LINK NAME: button text 
 

2) ADD LINK TO:  name of  
parent page 
 

3) SOURCE TYPE: type of page 
determining how the content for 
this page is deployed and 
managed 
 

4) SEO FIELDS:  title and meta tag 
information that will help optimize 
this page for search engines 
 

5) PAGE CONTENT FIELDS:  page 
header and content for this page 
 

6) SORT ORDER: numeric value 
that controls the order in which the 
buttons show in the navigation 
bar—sorts in ascending order 
 

7) LIVE / TEST: option that toggles 
this page from LIVE to TEST or 
TEST to LIVE mode 
 

8) SITE VISITOR PERMISSIONS: 
options that enable the admin-
istrator to unlock the page for 
public and/or member viewers 
AND assign permissions to 
specific groups if the page is a 
members-only page 
 

9) ADMIN PERMISSIONS: enables 
a master administrator to assign 
this page to specific administrator 
group(s) 
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E-commerce Controls 
 
You can use the E-commerce Controls to set up and manage your online store. The following pages will 
go into more detail about each one of the special E-commerce features that are available to you.   
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Online Store Setup 
 
The first step in setting up your online store is to create specific “Online Store” or “Catalog” pages for your 
site. You will be able to do this through the “Web Site Structure/Pages” tool that can be found under the 
“FRAMEWORK CONTROLS” tab. You must set up the pages for your store before you can stock them 
with product. Refer to the “Web Site Structure Tools—Creating Pages”  chapter in this manual to learn 
more about how to create pages. 
 
If you have purchased the MySite E-commerce Suite, “Online Store/Catalog Page” will be a special 
“source type” available in the dropdown selection menu during the first step of creating a page. Be sure to 
select “Online Store/Catalog Page” during the first step.  
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Then, on the second step, define the type of Online Store page you want this one to be.  
Your choices are:  “Product Display” , “Product Category”  and “Store Front” . 
 

 
 
 

Page Types 
 
PRODUCT DISPLAY:  This page type is like a store shelf. It is where you will display your products. The 
products will appear on the page in a columns-and-rows layout. There will be three columns and four 
rows (12 items per page) by default. Your customer has the option to set the page to display up to 60 
items on the page at a time. You can assign an unlimited number of products to any given Product 
Display page. An automated “NEXT / BACK” feature will enable your customer to browse through any 
overflow of product that doesn’t fit on one screen. 
 
PRODUCT CATEGORY: The Product Category page type is simply a page that will display links to any 
sub-pages created beneath it, enabling you, as the administrator, to organize your store by creating 
categories/containers for your Product Display pages. 
 
STORE FRONT: This type creates a page that acts like a doorway to your online store (a cover page to 
your online catalog). The special page type enables your to feature (or highlight) special products right up 
front—in the “front window” of your store.   
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Products Tool 
  
Go to “E-COMMERCE CONTROLS” and click on the “Products” link to access the Products tool. Use this 
tool to create and manage all of the products in your online store. Also, categorize and sort your products 
by defining when and where they will appear on your site. 
 
The first screen you will see after clicking on the “Products” module link is very similar to the “Web Site 
Structure/Pages” management screen. The main difference between the two management screens is that 
the “Web Site Structure/Pages” management screen shows an expandable outline of all the pages on 
your site while the “Products” management screen shows an expandable outline of only the “Online 
Store” pages on your site.  
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Creating A New Product  
To create a new product for your online store, at least one of the “Online Store” pages must have been 
designated as a “Product Display” type. Click through the expandable outline until you find the Product 
Display page upon which you wish to assign your new product. Click on the “CREATE” button. 
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Creating the product itself is a two-step process. In the first step, you must select a “Product Type”. 
Products can be entered as “Individual” items or as “Groupings” or “Packages/Kits”. It is important to 
understand that the Groupings and Packages options cannot be used unless Individual items 
have been created first.  
 
NOTE: “Gift Certificate”, “Download” and “Subscription” selections shown in the illustration on the next 
page are options for Individual products that only come with special MySite E-commerce add-on 
components. “Groupings” and “Packages/Kits” are great ways to organize products on your site—to sell 
them separately but display them as a group or to sell multiple items collectively as a single package. 
These features are currently not covered in this manual, so if you would like more information regarding 
these topics, please contact your MySite representative. 
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To create an Individual product, select “Shippable” under “INDIVIDUAL ITEMS”. 
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The second step in creating a new product  
is to define its characteristics. Then click  
on the “SUBMIT’ button at the bottom of 
the page.  
  

1) MOVE TO: use this option to move 
the product to a different Product 
Display page 
 

2) PRODUCT GROUP: assign this 
product to a specific group or market 
segment 
 

3) VENDOR: manage your products by 
organizing them by vendor 
 

4) PRODUCT NAME & SKU:  give the 
product a name and assign it a 
unique SKU 
 

5) SHORT DESCRIPTION: a brief 
explanation of the product that 
shows on the thumbnail page 
 

6) LONG DESCRIPTION: a long 
description of the product that 
appears on the detail page 
 

7) PRICES: enter actual and “strike-
through” prices for the product—the 
actual price is the cost that will be 
charged to the customer who 
purchases the product 
 

8) FULFILLMENT CENTER INFO: 
options available for fulfillment 
center purposes 
 

9) PHOTOS: assign specific thumbnail 
and detail photos of this product 
directly from the Photo Library 
 

10) TAXABLE:  indicate whether or not 
this product should be taxed upon 
purchase  
 

11) LIVE / TEST: toggle this product 
from LIVE to TEST mode and back 
 
 
 
CONTINUED ON NEXT PAGE 
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12) VISIBLE / HIDDEN:  decide whether or not you want this specific product to be shown and sold 
individually in your store  
 

13) DATES: tell the system when you want this particular product to appear on the site and when you 
would like it to come off 
 

14) SORT ORDER: numeric value that controls the order in which the products appear on the page—
sorts in ascending order 
 

 

Editing A Product  
To edit an existing product, go to the Products tool and click through the expandable outline until you find 
the product listing you wish to edit. Click on the “EDIT” button for that product. You will be presented with 
a screen similar to that which you used to create the product. Make changes on this screen, and click the 
“SUBMIT” button at the bottom of the page to commit your updates. 
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Product Quick Search 
  
As an administrator, use this tool to find a product in your online store quickly. You can access this tool by 
clicking on the “Product Quick Search” text link located just under the “Products” tool description. 

 
 
Featured & Related Products 
  
Use this special tool to assign existing products as Featured Items on store front pages or as Related 
Products on product detail pages. You can access this tool by clicking on the “Featured & Related 
Products” text link located just under the “Products” tool description. Instructions for how to use this tool 
are not currently offered in this manual. Please contact your MySite representative for more information. 
 
 
Member Management System 
  
Please refer to the “Groups/Market Segments Tool” and “Members/Customers” chapters of this manual to 
learn more about this feature. These tools are what comprise the complete Member Management System 
for the E-commerce Suite. 
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Online Order Management System 
  
Track all orders placed through your online store. Download comprehensive order reports. View  
specific orders and manage payment options—all within this easy-to-use order management system.  
Go to “E-COMMERCE CONTROLS” and click on the “Online Orders” link to access this tool.  
 
First, find a specific order or generate a list of orders using the special search feature (see  
illustration below). 
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Any results in the database that match your search criteria will appear in a quick list as seen in the 
following illustration. Click on the “DETAILS” button for each order on the list to view its details.  
 

 
 
 
The PROCESSED column in the grid on this screen indicates whether the payment for each order has 
been processed or not. If your system is integrated with your merchant processor’s gateway payment 
processing system, the PROCESSED indicator will automatically be set to YES for payments that go 
through successfully. If your system is not integrated with an automated processing system, orders can 
still be received. However, payments will have to be processed manually behind the scenes. If this is the 
case for you, please note that you can manually toggle the PROCESSED indicator on this screen from 
NO to YES (or vice-versa) by clicking on the icon (“X”) in the PROCESSED column as a way of keeping 
track of which orders you’ve processed and which ones you haven’t.  
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The order detail page breaks out specifics of the order including: the list of products ordered, prices and 
order totals, billing and shipping addresses and payment information. 
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Manage Payment Information  
The order detail page is integrated with PayPal’s PayFlow Pro gateway credit card processing service. If 
an order has been processed and paid for via credit card, you can use this feature to VOID the order if it 
was processed within the restricted amount as noted by PayPal’s PayFlow Pro guidelines. If the order 
has NOT been processed, you can use this feature to enter the credit card number and submit it to 
PayFlow Pro for immediate processing. This feature can also be used to keep track of orders paid for by 
other methods including check or invoice. NOTE: this system will not automatically process checks or 
invoice orders, it simply provides you the opportunity to track check and invoice numbers if you decide to 
collect on orders in that manner outside the reach of the web site.  
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Download A Report  
To download a data file of the results, click on the “Download Data File” link. This will compile the 
information into a CSV file and prompt you to SAVE it to your computer. The system will automatically title 
the file for you, but you will have to option to title it whatever you’d like before you download it. Once the 
file is saved to your computer, open it up in a spreadsheet program to view and manipulate the data. 
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E-business Controls 
 
The tools available under the E-business Controls tab are generally back-end, administrator tools that 
empower you to manage web site data and monitor web site performance in many different manners. The 
tools in this area are only available to Marketing Administrators. 
 
The following pages will go into more detail about each one of the special E-business features that are 
available to you.  
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Groups/Market Segments Tool 
 
The first tool that you should be aware of in this section is the “Groups/Market Segments Tool” because 
this administrative feature sets the foundation for nearly all the other marketing tools under this tab and 
beyond  (but that information will come later). For now, we’ll focus on how this feature works with the 
other tools available to you in this section. 
 
Go to the E-business Controls  tab, and click on the “Groups/Market Segments” tool. Below is a screen 
capture of the main “Groups” landing page in your MySite administrator. This is a tool for creating and 
managing groups that can be assigned to members and pages. These groups (or categories) enable you, 
as an administrator, to organize and manage your member database (see Members/Customers Tool on 
the following pages for more information)—and the MySite system can feed off these groups in other 
areas to help you more effectively communicate back-and-forth with your web site visitors. 
 
By default there is a “group” entitled “Message Board Member”. This is a group designation automatically 
tagged to every person that creates a membership/login to participate in the “Open Forum” section of 
your site. Then, within the Members/Customers Tool, you will be able to find, monitor and manage those 
“memberships” whenever necessary. 
 
Also, this tool becomes very powerful in the way that it relates to the Online Survey Module. Every time 
you create a new online survey with the Online Survey Module, the system automatically creates a new 
“Group” specifically tied to that survey. Then as people participate in the survey, their information can be 
collected—it will be stored in the database and automatically tagged with the corresponding survey 
identifier so that you, as the administrator, can generate a list of all the participants for each survey 
through the Members/Customers Tool. 
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Members/Customers Tool 
 
The previous page notes many of the practical applications for this tool as it’s associated to other  
e-business tools and features within the MySite system. It can have many practical applications for your 
business on its own as well. Here’s how it works: 
 

Creating & Managing Member Records   
Go to the E-business Controls  tab, and click on “Member/Customers” tool. The landing page for this tool 
is a powerful search feature that enables you to build specific lists/reports of members in your database. 
You can search by all sorts of criteria including membership date, e-mail address, name, group and more. 
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The group or category names that appear in the “Groups/Market Segments Tool” show up in the “Search 
By Customer Category” dropdown menu on this search screen. Use this criteria to restrict the results of 
your list to only members who belong to one of these groups. For example, if you are looking to see how 
many total participants you currently have signed up for your “Open Forum”, you can select “Message 
Board Member” in this dropdown and the results page will only list members who are currently assigned 
as an “Open Forum” participant. 
 
 

 
 
Please note: the more search fields you fill in, the more refined your search results will be. 
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The results page for this tool will provide you a quick list of all the member records that match your search 
criteria. From this page, you have many options. You can create a new member; you can edit or delete an 
existing member; and you can download a detailed report of the results. 
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Managing each members profile record is simple. Click on the “CREATE” button and fill out the online 
form to add a new member to the database. If you wish to edit an existing record, click on the “Edit” 
button for that record. Update any fields of information that need to be changed and click “SUBMIT”. 
 
NOTE: to organize and/or group your members, you can assign each member record to one or more  
of the groups/categories that are shown in the “Customer Categories” scroll box near the bottom of the 
edit screen.  
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Deleting Member Records 
To remove a member record from the database, click on the “Delete” button next to that record on the 
landing page. You will receive a “warning” screen like the one shown below. On this page, you have two 
options for deleting a record:  
 

1) click “OK” which is a “soft” delete  
 
OR  
 

2) click “Clear From Database” which is a “hard delete”. 
 

A soft delete will DISABLE or DEACTIVATE a member record. The information remains in the database 
so that other processes can still reference the information as needed. 
  
A “hard delete” permanently and completely removes the record from the database. Only use this method 
if you are sure that this record has no ties back to any other MySite system modules. 
 

 
 



MySite  Ins t ruc t ion  Manual  fo r  Adm in is t ra to rs  

© 2009 iGroup Studios, Inc. All rights reserved.  |  page 48

 

Downloading Member Data File   
To download a data file of the results, click on the “Download Data File” link. This will compile the 
information into a CSV file and prompt you to SAVE it to your computer. The system will automatically title 
the file for you, but you will have to option to title it whatever you’d like before you download it. Once the 
file is saved to your computer, open it up in a spreadsheet program to view and manipulate the data. 
 
The data file contains the following member information: customer ID, first name, last name, address, city, 
state, zip, phone number and e-mail address. 
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Online Surveys Module 
 
To use this feature, go to the E-business Controls  tab, and click on the “Online Surveys Module” tool.  
 
The landing page for this tool will display a list of all the surveys you’ve created—if there are any. There 
are two primary steps to creating surveys: 1) set up the shell for the survey by defining its general 
properties and 2) create the questions for the survey.  
 
Start by clicking on the “CREATE” button at the top of the page next to the text that says, “Click on this 
‘Create’ button to add a survey.” 
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Setup The Survey 
The next three pages in this manual show the setup screen. The first part of this screen enables you to: 
 

A) Quickly and easily add customer information fields that can collect participant name, address, etc. 
You can choose to include any of the basic information fields in the list and even require them to 
be filled out if you wish. The MySite system will automatically store this information in the 
Members/Customers database and tag the record as having been a person who participated in 
this particular survey. 
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B) Enable the system to only permit one participant to take the survey per computer—per day. 
 

C) Tell the system whether or not to automatically display the results of the survey on the 
confirmation screen after each participant takes the survey. 
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On the bottom portion of the setup screen, you will title the survey and enter your own introductory 
message to welcome the participant. You can also enter your own success message—the message that 
appears after a person successfully completes the survey. A start and expiration date, the dates this 
survey will be available, are required. 
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Create The Questions 
Once the survey has been successfully set up, it will appear on the landing page. Now for the next step: 
adding the questions. Click on the “SHOW” button next to the Survey Name. 
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The area beneath the Survey Name will expand to reveal the questions (if any) and controls to create and 
manage them. To add a new question to the survey, click on the “CREATE” button following: “Click on 
this ‘Create’ button to add a new survey question.” 
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To create a question, first you have to select the Question Type. You can choose from “Yes/No”, 
“True/False”, “Open Text” or “Multiple Choice”.  
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Each selection will present you with an online form to fill out the appropriate bits of information for each 
question. NOTE: Multiple Choice question types allow you to include up to 12 different choice options. 
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Participate In The Survey 
On your web site, the surveys will automatically show up in a list on the “Surveys” page. 
 

 
 
 
To view or take the survey, click on the “take this survey” link. 
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Fill out the fields and click “SUBMIT” to participate in the survey. 
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A confirmation screen, similar to the following, appears to a participant once they’ve successfully 
completed the survey. You, as the administrator, have the option to create your own “success” message 
and have the option to display the results or not.  
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Read The Survey Results 
To review and/or download the results of the survey, go to the Online Survey Module in the MySite 
Administrator. Click on the “SHOW” button next to the Survey Name you wish to review results for. Then 
click on the “RESULTS” button. 
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The general participation information will appear in the form of gantt charts. You have the option to delete 
the results—which will clear the data so that you can start over—or you can generate a data file 
containing detailed participation information. 
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Downloading Survey Data File   
The survey data file includes a comprehensive breakdown of all the answers to every question for each 
participant. To download this data file, click on the “Download Detailed Data File” link. This will compile 
the information into a CSV file and prompt you to SAVE it to your computer. The system will automatically 
title the file for you, but you will have to option to title it whatever you’d like before you download it. Once 
the file is saved to your computer, open it up in a spreadsheet program to view and manipulate the data. 
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E-management Controls  
 
The E-management Controls tab contains special “Smart Edit” tools that make managing content on your 
site even easier.  
 
The Photo Library and File Library tools are features available to all administrators that enable them to 
upload, store and organize all types of digital media (photos, graphics, audio, video, word processing 
documents, spreadsheets, PDFs, etc.) on the server. The Smart Edit modules interface with these 
libraries so that the administrators can embed photos on the pages and/or provide digital files for 
download from the site. 
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Photo Library  
 
The “Photo Library” is the tool that enables administrators to upload, store and organize graphics and 
photos.  
 
Go to E-management Controls , and click on “Photo Library.” The landing page for this tool displays the 
categories/folders in which all the images are stored. Click on the “CREATE” button at the top of the page 
to create a new category/folder. Create as many folders as you want. 
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To view the images stored in any folder, click on the “SHOW” button next to the folder name. From this 
view, you can delete existing images, but BE CAREFUL. Do not remove an image from this library if it is 
currently being displayed on any web page on your site. If you remove it from the library, any place that it 
appears on your site will be replaced by an empty box. 
 
Click on the “UPLOAD” button to add a new photo to the Photo Library.  
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On the “upload” screen, select the “Upload Image (Don’t Optimize)” option under STEP 1. Under STEP 2, 
select the folder in which you wish to store the image you are about to upload. STEP 3: browse for the 
image you wish to upload from your computer. Then click “UPLOAD”. 
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File Library  
 
The “File Library” is very similar to the Photo Library except that this is the storage facility for all types of 
digital files other than images and photos. 
 
Go to E-management Controls , and click on “File Library.”  The categories and folders in this tool work 
the same way as they do in the Photo Library. Click on the “SHOW” button next to a folder name to reveal 
its contents and upload button. 
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Click on the “UPLOAD” button to upload new files to the File Library. 
 

 
 

 


