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A manual to the website DON BOSCO
YOUTH-NET

Manual to the website

A website is one of the first resources for people who want to get to know an organisation. At the
same time, it can also be a useful tool for international organisations like Don Bosco Youth-Net ivzw.
We work in a decentralised way, which can cause problems when trying to make the information of
the network available for everyone involved. Therefore we decided to develop a website, which can
serve as a “name card”, as well as an online resource database for the network.

www.donboscoyouth.net is a website with many options, but not all options are available for every
random visitor. In order to have access to more functionalities, you have to register on the website:

e If you register as individual, you can subscribe online to our activities and you can add tools
to the website's database.

e If you register as an organisation, you can add and manage accommodation, activities and
tools to the website's database.

e On top of that, all registered users (individual or organisations) will get tailored information
about activities, news, tools matched to your personal interests directly into your mailbox.

e Only full member organisations of Don Bosco Youth-Net ivzw will get access to all
information in the website's database. If you are interested in becoming a full member of our
network, please contact the international secretariat for details on the procedure.

To register, click on ‘Create new account’ on the home page. Now you will be redirected to the
‘My account’-pages. Please fill in a username and your email address, and click on ‘Create new
account’. Now you will go to a next page, where you can select to become member as an ‘individual’
or as ‘organisation’. After you have made your selection, click on next page, and

As soon as you have registered, the website will automatically send an email. This email contains a
link which you have to click. When you do so, you will enter the website and change your password.
Click on submit to confirm. Once you’'ve confirmed you can start working on the website. If you
would forget your password, you can easily request a new one, by clicking on ‘Request new
password’.

Once you have registered you can start using our website. To know how to use the website, you
can use this manual. For each type of user we have described which functionalities you have access
to, and how to use it. This manual focuses in following order on:

I. Individual users
2. Registered organisations

3. Superusers

www.donboscoyouth.net was designed by Jeugdwerknet vzw, which is an organisation, specialised in

webdesign for youth work organisations. For more technical information on this site you can
contact the international secretariat or Jeugdwerknet vzw.
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Individual member

My account

As you register as an individual member, the website will open your ‘My account’. In my account you
can manage your personal settings on the website. There are 6 tabs from which you can choose:

I. View profile: On this page you can see all your personal account details

2. Edit: you can change your email address and/or your password. You can upload a picture of
yourself.

3. My newsletters: here you can subscribe or unsubscribe to the newsletter and newsflash. Tick
the boxes of those you want to receive.

4. My Notification settings: If you enable the notification settings, you will receive tailored

information into your mailbox on new addition on the website. You can decide what to receive
by ticking the boxes under theme and/or activity. Click on ‘Save settings’ to confirm.

5. My profile: you can enter your personal details on the first page. When you click on ‘Next’, you
can indicate to which organisation you belong, and also your birthdate. Clicking on ‘Next’ this
time will save your new settings. With your personal details added to the database, it is easy to
sign-up for activities.

6. Sign ups: The sign ups tab has 2 sub-tabs. Under ‘Current’ you can see your current activities
where you signed up for. By clicking on one of the list you can unsubscribe. Under ‘Available’
you can find a list of all activities which are open for participants. By choosing one from the list
you can sign up. There is a second way to sign up for activities, and that is by browsing the
activity database. If you open the page of an upcoming activity, for which you can subscribe
online, click the sign up tab, fill in your personal details (if you have entered them in ‘my profile’
the website will do this automatically) and click on sign up.

Toolbox

As individual user you can add and edit tools to the toolbox. You can do this by first clicking on
‘Create content’. Then select toolbox. Fill in the required fields.

For ‘Category’ and ‘Theme’ you can select more then one by pressing down the control button while
clicking. These settings will link your tool with the notification settings, so other users, interested in
the topics you’ve selected will receive the information in their mailbox.

You can also add a file attachment. For this first click on ‘File attachments’. Then select the file you
want to upload and click on ‘Attach’. To add your entry tot he toolbox click on ‘Submit’. Before
submitting you can also ‘Preview ‘your entry.
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To edit or delete your entry, look for your tool in the toolbox. You will notice that there will be 2
tabs available: ‘View’ and ‘Edit’. Click on ‘Edit’ to access your tool. You can make changes here,
confirming by ‘Submit’. If you want to delete your tool, click ‘Delete’ and confirm by clicking ‘Delete’

again on the next page.
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Registered organisation

My account

As you register as an organisation, the website will open your ‘My account’. In my account you can
manage your personal settings on the website. There are 6 tabs from which you can choose

I. View profile: On this page you can see all your account details

2. Edit: you can change the email address and/or password for your organisation. You can
upload the logo of yourself.

3. My newsletters: here you can subscribe or unsubscribe to the newsletter and newsflash.
Tick the boxes of those you want to receive.

4. My Notification settings: If you enable the notification settings, you will receive tailored

information into your mailbox on new addition on the website. You can decide what to
receive by ticking the boxes under theme and/or activity. Click on ‘Save settings’ to confirm.

5. My profile: you can enter the contact details of your organisation on the first page. When
you click on ‘Next’, you can indicate some useful information on your organisation: numbers
on how many people are involved in your organisation, information about your legal status,
etc. Click on ‘Next’ to go to the next page. On this page you can give some more
background info on your organisation. Click on ‘Next’ to confirm your entry.

6. Sign ups: The sign ups tab has 2 sub-tabs. Under ‘Current’ you can see your current activities
where you signed up for. By clicking on one of the list you can unsubscribe. Under
‘Available’ you can find a list of all activities which are open for participants. By choosing one
from the list you can sign up participants. There is a second way to sign up for activities, and
that is by browsing the activity database. If you open the page of an upcoming activity, for
which you can subscribe online, click the sign up tab, fill in the details of your participants and
click on sign up.

Accommodation

When clicking on ‘Create content’ an organisation can choose three options. The first one
‘Accommodation’ adds venues to the accommodation database.

To do so, first click ‘Accommodation’ from the ‘Create content’ menu. The website will then show a
form. Fill in the form. Make sure that you at least have complete the information boxes with the *,
this is required information. VVhen you have completed the form click on ‘Submit’ to add it to the
website. You can also preview your page before submitting it.

It is also possible to add a file by clicking on ‘File attachments’ and following the instructions. This can
be interesting if you want to add an information leaflet or a list of prices.
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To edit or delete your entry, look for your venue in the accommodation database. You will notice
that there will be 2 tabs available: ‘View’ and ‘Edit’. Click on ‘Edit’ to access your tool. You can make
changes here, confirming by ‘Submit’. If you want to delete your tool, click ‘Delete’ and confirm by
clicking ‘Delete’ again on the next page.

Activity

You can use the ‘Create content’ menu to add activities to the activity database. After you have
clicked on ‘Activity’, you get the activity form on your screen. Fill in all the boxes and click on ‘Submit’
to add the activity to the database. You can also preview your activity before submitting by clicking
‘Preview’.

It is also possible to add a file by clicking on ‘File attachments’ and following the instructions. This can
be interesting if you want to add an information leaflet or maybe some preparation documents.
Another function is that you can manage the sign ups for your activity. By clicking on ‘Signups’ you
get the complete list of the participants. You can print this list by clicking the print icon. You can
also browse the sign ups, by clicking one of the names in the list.

To edit or delete your entry, look for your venue in the accommodation database. You will notice
that there will be 2 tabs available: ‘View’ and ‘Edit’. Click on ‘Edit’ to access your tool. You can make
changes here, confirming by ‘Submit’. If you want to delete your tool, click ‘Delete’ and confirm by
clicking ‘Delete’ again on the next page.

Toolbox

As organisation you can add and edit tools to the ‘Toolbox’. You can do this by first clicking on
‘Create content’. Then select toolbox. Fill in the required fields.

For ‘Category’ and ‘Theme’ you can select more then one by pressing down the control button while
clicking. These settings will link your tool with the notification settings, so other users, interested in
the topics you’ve selected will receive the information in their mailbox.

You can also add a file attachment. For this first click on ‘File attachments’. Then select the file you
want to upload and click on ‘Attach’. To add your entry tot he toolbox click on ‘Submit’. Before
submitting you can also ‘Preview’ your entry.

To edit or delete your entry, look for your tool in the toolbox. You will notice that there will be 2
tabs available: ‘View’ and ‘Edit’. Click on ‘Edit’ to access your tool. You can make changes here,
confirming by ‘Submit’. If you want to delete your tool, click ‘Delete’ and confirm by clicking ‘Delete’
again on the next page.
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Superuser

There are two ways to add, edit and delete pages of the website. This is because we asked the web
designer to keep the interface as intuitive as possible. This manual is made in the same way. We
only focus on those things you can change, in stead of writing a descriptive novel. The best way to
learn to handle the website is by using it.

The first way is by browsing the pages of the website. On every page the superuser will have some
tabs in the right-upper corner. There are 3 tab categories:

I. View: view the page like it is shown on the website.
2. Edit: edit the content of the page
3. Grant: to grant access to different types of users

The second way is using the superuser menu in the left-lower corner of the information bar. There
you find a list all actions a superuser can undertake on the website. The first 8 in the list are
administrative actions to manage the database of the website. The last one adds content to the
website:

I. Administer My Categories: this menu enables you to administer the categories which are

part of the database of the website (toolbox, theme, country, activity).

2. Content: This menu is the library of the websites database. It is a full list of all content-
pages, which you can filter to make it possible to track down easy the content you are
looking for. By selecting a content page you can edit or delete it.

3. Newsletters: List of all send and draft issues, edit newsletters, develop a lay-out, add and
manage subscribers

4. Search content: simple search box for content pages

5. Search users: simple search box for users

6. Signup administration: this menu is an overview of all the activities to which registered users

of the website can signup and allows the superuser to manage the list.
7. Signup settings: here you can configure the signup options.
Users: Add, edit, manage and delete users

©

9. Create content: Under this menu you can add content to the website in seven categories.

My account

As you register as superuser, the website will open your ‘My account’. In my account you can manage
your personal settings on the website. There are 6 tabs from which you can choose:

I. View: On this page you can see all your account details
2. Edit: you can change the email address and/or password for your organisation. You can
upload the logo of yourself.
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3. My newsletters: here you can subscribe or unsubscribe to the newsletter and newsflash.
Tick the boxes of those you want to receive.
4. My Notification settings: If you enable the notification settings, you will receive tailored

information into your mailbox on new addition on the website. You can decide what to
receive by ticking the boxes under theme and/or activity. Click on ‘Save settings’ to confirm.

5. My profile: you can enter your personal details on the first page. When you click on ‘Next’,
you can indicate to which organisation you belong, and also you birthdate. Clicking on ‘Next’
this time will save your new settings. With your personal details added to the database, it is
easy to sign-up for activities.

6. Sign ups: The sign ups tab has 2 sub-tabs. Under ‘Current’ you can see your current activities
where you signed up for. By clicking on one of the list you can unsubscribe. Under
‘Available’ you can find a list of all activities which are open for participants. By choosing one
from the list you can sign up participants. There is a second way to sign up for activities, and
that is by browsing the activity database. If you open the page of an upcoming activity, for
which you can subscribe online, click the sign up tab, fill in the details of your participants and
click on sign up.

Administer My Categories

When you click on ‘Administer My Categories’ you see a list of all categories in the website’s database,
which can be managed by the superuser. There are 2 options to click for each entry in the category
list:

I. List terms: by clicking list terms you get an overview of all the subcategories for the category
selected. By clicking on the name of the subcategory, you will get an overview of all entries
under this subcategory. By clicking on edit, you can edit the subcategory, by including more
information, or giving it a weight. Click on ‘Submit’ to confirm the changes. By clicking on
‘Delete’ you delete the subcategory.

2. Add terms: a superuser can add subcategories to the list by clicking ‘add terms’. Fill in the
form and click on ‘Submit’ to confirm the new subcategories. Once this is done the
subcategory will be added to the category of your choice. It can be edited or deleted using
the same method as described above.

Content

By clicking on ‘Content’ you open an overview page off all content pages in the websites database.
Because this is quite a big list, the first thing you see on top of the page is a filter. This helps you to
narrow down the list, to facilitate you search.

Next on the page is ‘Update options’. If you select a content page from the list by ticking the box, you
can change the update option (or delete) by selecting an option form the scroll down box and
clicking on ‘Update’ to confirm.




Superuser DON BOSCO
YOUTH-NET

The last part of this page is the (filtered) list of content. If you click on a title, you open the content
page and subsequently you can edit it using the tabs in the upper-right corner. By clicking on author,
you will open the account of the author, which you can edit using the tabs in the upper-right corner
again. By clicking on edit, you can directly edit the page you requested, saving your changes by
clicking ‘Submit’.

Newsletter

Clicking on ‘Newsletter’ takes you to a page with 5 tabs in the upper-right corner:

The first one ‘Sent issues’ is the portal for ‘Newsletter’. It lists up all send issues of the Newsletters.
You can select a newsletter from the list to edit it by clicking the title and using the tabs to edit. To
edit directly, click on ‘Edit’. To make your search easier you can use the filter.

The ‘Drdfts’ tab works in the same way at the ‘Send issues’, but now the list shows the newsletters
which not yet have been send (drafts).

The tab ‘Newsletters’ has 2 sub-tabs: By clicking on ‘List newsletters’ you get an overview all
newsletters available. You can edit them by clicking on ‘edit newsletter’ in the list after the
newsletter name. The second sub-tab ‘Add newsletter’ enables you to add a newsletter to the list.
You will be asked to give it a name and description. Once you did so, you need to click ‘Submit’ to
confirm. Now the newsletter will be added to the list, which makes it possible to change the settings
of it as well.

The tab ‘Subscriptions’ enables you to manage the subscriptions for the newsletter. There are 3 sub-
tabs: the first, ‘List subscriptions’, is the overview of all subscribers to the newsletter. You can use the
filter to help you with your search for a particular user. You can update the status of a user, by
ticking the box before the name, select an update option and click on ‘Update’. When you click on
edit, you can update the subscriptions of the users in the list. Click on ‘Update’ to confirm all
changes. The other two sub-tabs can be used to import and export subscribers to the mailing list as
individual or in bulk. For importing, add the email addresses to the list, tick the boxes of which
newsletters you want to subscribe the new emails and confirm by clicking ‘Import’. For exporting,
tick the options you need and click on ‘Export. Now the email addresses will appear in the box right
above the export button. Copy & paste the list into a document of your choice and save it.

The last tab, ‘Settings’ lets you manage the settings of the newsletters. There are 3 sub-tabs, which
are divided into one general page, and one page for each type of newsletter. Each sub-tab has several
categories of options which can be fine-tuned.

Sub-tab ‘General’ has 6 categories of options: Under ‘Default’ newsletter options you can select the
method of sending the newsletter (format, priority, receipt, send newsletter). This is an important
box. ‘Test address options’ give you the possibility to change the test address for a draft newsletter.
‘Sender information’ alters the sender information, which the subscribers see when receiving a
newsletter. ‘Initial send time’ enables you to decide on the frequency for sending out a bulk of
newsletters, the amount of the bulk is determined by the scroll down box under ‘Cron throttle’. With
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‘Subscription options’ you can decide on synchronizing the newsletter subscriptions with the site
accounts. The sub-tabs of the different newsletters in the database have the same structure. With 5
categories of options you can lay-out the newsletters. Under ‘Header’, ‘Footer’ and ‘Style’ you can
enter HTML and CSS code, to lay-out your newsletter. With ‘Sender information’ you can alter the
sender information, which the subscribers see when receiving a newsletter. The HTML to text
conversion’ box enables you to adjust the way a HTML newsletter is displayed for a subscriber which
only can receive text. Click on ‘Save configuration’ to confirm changes. To reset click on ‘Reset to
defaults’.

This category only has a search box for content. Enter a simple pattern to search for a post. Words
are matched exactly. Phrases can be surrounded by quotes to do an exact search.

Search users

This category only has a search box for users. Enter a simple pattern ("*" may be used as a wildcard
match) to search for a username. For example, one may search for "br" and Drupal might return
"brian", "brad", and "brenda".

Signup administration

‘Signup administration’ is a page to administer all the signups for activities. On this page you have a full
list off all activities. You can narrow this list down using the filter. By clicking on the title of an
activity, you access the page of this activity which you can edit. If you then click on ‘Sign up’ you can
add participants to the list. You do this by filling in the boxes and confirming by clicking on ‘Sign up’.
You can also change the options of the signup, by clicking ‘Signups’. Select a status: open means that
users can subscribe to the activity, closed means they can’t. The limit sets a maximum of participants
for the activity. Click on update to confirm. You can take the same actions on the ‘Signup
administration’ page. Limit and status can be changed in the list. [If you click on ‘View signups’, the
website will take you to the ‘signups’ page of the activity. Click on ‘Update’ to confirm any changes.

Signup settings

‘Signup setting’ lets you configure the settings for the activity signups. You can indicate when the
signups close, to which email address the signups are send. You can make an automatic confirmation
mail. You can also make an automatic reminder mail and choose when it should be send. You can
also put a maximum limit to the signups, like under ‘Signup administration’. Next to that there are
some ‘Advanced settings’, which define the lay-out of the signup in the activity pages. Click on ‘Save
configuration’ to save the changes. You can also ‘Reset to default’ by clicking the button with that
name.
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Users

The category ‘Users’ has 2 tabs. The first, ‘List’, serves as portal for this category. It is an overview of
all users in the database. To browse them you can use the filter to narrow down the options. You
can update the status of the users, by ticking the box in front of their name, selecting an update
option and clicking ‘Update’.  When clicking on a name, the website will open the account of that
user. With the tabs you then can manage the account (View, Edit, Signups). As second way of
managing the account is clicking on ‘Edit’.

The second tab under ‘Users’ is ‘Add users’. This tab allows you to add organisations or individual

users. Just follow the instructions and fill in the required field in the online forms. Once a user is
created it will be added to the ‘List’.

Create content

This last category in the superuser’s menu is to add content to the website. There are 7 types of
content which can be added:

Accommodation: Add a new accommodation to our database.

Activity: Add an event to the activity calendar.
News: Use this content type to put news on the website.

W -

Page: Create a static page with tags. You can use this content type for creating content and

relating them to a (sub-)menu.

5. Page (no tags): Create a static page without tags, this content type is used for the
introduction of the different search pages.

6. Newsletter: Create a newsletter issue to be sent to subscribe e-mail addresses.

7. Toolbox: The toolbox is a database with useful 'tools' for the people connected to our

website. It are links, reflections, methods, (restricted) documents,...

To add content in one of these categories, click on the category of your choice. For all pages there
are some options which return on most/all the forms:

I. Log message: in the forms there is a log message box. This log message is a message which
will only appear on the administrative site of a page. It is there in case more people are
working on one page, to leave each other instructions or notes.

2. Menu settings: under menu setting you can choose to add the new content page to the menu
bar on top of the page. Fill in a title and description. With the ‘Parent item’ scroll down box
you can select where to put it on the menu by selecting the title where the new menu item
needs to come under. You can also give a weight to the menu item, the weight of the
number indicates order of the menu items.

3. File attachments: You can add attachments to pages, by browsing for your file on your
desktop, and then ‘Attach’-ing them to the page. The attachment will only be added after
having pressed ‘Submit’.

4. Authoring information: the authoring information indicates the author and the date.




m www.donboscoyouth.net
DON BOSCO

YOUTH-NET

5. Publishing options: Tick the boxes of the options you want to influence the publication of the
item.

Accommodation

When clicking on ‘Accommodation’ you can add venues to the accommodation database. The website
will then show a form. Fill in the form. Make sure that you at least have complete the information
boxes with the *, this is required information. When you have completed the form click on ‘Submit’
to add it to the website. You can also preview your page before submitting it.

It is also possible to add a file by clicking on ‘File attachments’ and following the instructions. This can
be interesting if you want to add an information leaflet or a list of prices.

To edit or delete your entry, look for your venue in the accommodation database. You will notice
that there will be 2 tabs available: ‘View’ and ‘Edit’. Click on ‘Edit’ to access your tool. You can
make changes here, confirming by ‘Submit’. If you want to delete your tool, click ‘Delete’ and
confirm by clicking ‘Delete’ again on the next page.

Activity

You can use the ‘Create content’ menu to add activities to the activity database. After you have
clicked on ‘Activity’, you get the activity form on your screen. Fill in all the boxes and click on ‘Submit’
to add the activity to the database. You can also preview your activity before submitting by clicking
‘Preview’.

It is also possible to add a file by clicking on ‘File attachments’ and following the instructions. This can
be interesting if you want to add an information leaflet or maybe some preparation documents.

Another function is that you can manage the sign ups for your activity. By clicking on ‘Signups’ you
get the complete list of the participants. You can print this list by clicking the print icon. You can
also browse the sign ups, by clicking one of the names in the list.

To edit or delete your entry, look for your venue in the accommodation database. You will notice
that there will be 2 tabs available: ‘View’ and ‘Edit’. Click on ‘Edit’ to access your tool. You can make
changes here, confirming by ‘Submit’. If you want to delete your tool, click ‘Delete’ and confirm by
clicking ‘Delete’ again on the next page.

News

Selecting ‘News’” will add news items on the website. Fill in a title and your news item in the
WYSIWYG-editor. Click on ‘Submit’ to add it to the website. The item will also be added to the
RSS feed. You can also preview the message by clicking ‘Preview’.
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Newsletter

Clicking on ‘Newsletter’ enables you to create a new newsletter. First fill in the title. Then select the
type of newsletter (Lay-out), by using the scroll down box. The body of the newsletter is written
using the WYSIWYG-editor. You can add photos and hyperlinks. You can also decide on disabling
or enabling the rich-text format.

Than there are 2 extra options: the first, ‘Input format’, you can use to decide on the type of HTML
you want to use. The second, Newsletter sending options’, you can use to alter the sending options
for the newsletter. It is best not using the priority scroll down box, because it will trigger SPAM-
filters. It is also best to first decide to send one test newsletter to the test address, before sending it
to all. In this way you can check for mistakes or lay-out problems. You can change the test email as
well.

In order to make your selections/alterations work, click on ‘Submit’. To preview your work, click on
‘Preview’.

Page

With ‘Page’ you can add pages to the website, which are linked with the tag database. After you fill in
the title you are asked to select tags for ‘Category’ and ‘Theme’. You can select more then one by
pressing down the control button while clicking. These settings will link your page with the
notification settings, so other users, interested in the topics you've selected will receive the
information in their mailbox. After filling in the body, use the ‘Preview’ and ‘Submit’ buttons to
confirm and add the page to the website.

Page (no tags)

‘Page (no tags)’ works in the same way as ‘Page’, but like the title already suggests, without the tags.
This makes it more useful for menu pages.

Toolbox

You can add and edit tools by selecting ‘Toolbox’. For ‘Category’ and ‘Theme’ you can select more
then one by pressing down the control button while clicking. These settings will link your tool with
the notification settings, so other users, interested in the topics you've selected will receive the
information in their mailbox.

You can also add a file attachment. For this first click on ‘File attachments’. Then select the file you
want to upload and click on ‘Attach’. To add your entry tot he toolbox click on ‘Submit’. Before
submitting you can also ‘Preview ‘your entry.
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To edit or delete your entry, look for your tool in the toolbox. You will notice that there will be 2
tabs available: ‘View’ and ‘Edit’. Click on ‘Edit’ to access your tool. You can make changes here,
confirming by ‘Submit’. If you want to delete your tool, click ‘Delete’ and confirm by clicking ‘Delete’

again on the next page.
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Mission statement DBYN

We, the partners of Don Bosco Youth-Net, wish to contribute to the total development of all young people by bringing
them together through various international activities. We hereby look to broaden the opportunities for these young
people who are, through various reasons, excluded. By concrete activities of co-operation, we wish to be a living example
of tolerance and mutual understanding.

Through our own Salesian identity, we aim to keep the heritage of Don Bosco alive and look to offer a ‘youthful voice’ in
the Europe of today. By doing this, we want to make a real difference in the lives of all young people, especially for those
most in need.
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