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Communications Team - Overview

The communications team has been created to better enable parishes to get the most
of the DioWeb system.

Responsibilities

The communications team is responsible for administering the parish web site.  They
will be familiar with all aspects of managing the parish site.  This involves:

1. Managing user accounts, including:

Assigning / removing privileges in the system.
Resetting passwords.

2. Setting up Pastoral Service and Sacraments.
3. Setting up and managing discussion forums and online donations.
4. Knowing how to manage content.

The communications team is also responsible for assisting people in the parish with
DioWeb.  This involves:

1. Ensuring individuals involved in content management are properly trained.
2. Attempting to resolve problems and issues parishioners have in using the

system, especially for other individuals responsible for managing content.
3. Reviewing site content for proper use of content types.  Looking for consistency

in textual formatting.  Helping others by offering suggestions, tips and
corrections.

About this Guide

This guide provides information to help you carry out the responsibilities for managing
the parish site and keeping it running smoothly.
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Setting up the Parish Site

Click on manage content link in the personal bar. All major areas of the site are
displayed, including a link to the Parish and the About Us folder itself.

To Modify Parish Contact Information and Settings 

Click on the parish link on the Manage Content screen, then click on Edit. Update the
address information. Address information is used in several places, including the
Contacts page. Please note a few special fields on the screen:

! Site template. Select a look for your parish site by choosing one of the options
listed. To see the changes immediately, refresh your browser; otherwise, it will
take a day for the changes to appear on your computer. To refresh in Internet
Explorer, press the <Ctrl> key + the F5 key.  In Netscape/Mozilla, press the
<Ctrl> + R.

! Accounting id. is used by the Diocesan office to direct online donations. 
Contact the Financial Administrator at the Diocesan office for your accounting id
if it is not filled in.

! Region is used to customize content.  The newsletter will be delivered by email
specifically for this region.

About Us 

About us is the section where more information about the parish such as mission
statement, mass schedules, patron saint, etc. is entered.  Click on the About Us link on
the Manage Content screen.  To edit content select an item from the list by clicking on
it.

More pastor profiles may be added.  It is also possible to add web documents.  To
publish new documents, create links to them.  For example, parish history may be
modified.  By default, there is one history page, but you can create multiple parish
history documents and link one page to another.  To link pages to one another, see
Working with Content in the User Reference Guide.

A word about Mass Schedules 

Two Mass schedules are provided: regular and special.  Use the special schedule for
the times of the year when special Masses take place, like at Easter and Christmas. 
Both will be displayed on the Mass Schedules and Directions page, unless you choose
to control when the special schedule is publicized.  To control Mass Schedules: set
effective and  expiration dates.  See Publishing Content of the User Reference
Guide.
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Sponsors - Major contributors who sponsor the Parish Site 

This page gives your parish an opportunity to generate revenue by listing a sponsor of
the parish site,  i.e. individuals, businesses, organisations that have contributed
(financially) to the parish site.  Information about the sponsor including pictures can be
displayed.  Sponsors can be recognised and honoured on this page.

Contacts 

To update the Contacts page, fill in the parish contact information and member profiles. 
While each member manages their own profile, the site administrator can also update
profiles.  Part of a profile includes the parish the person is associated with and relation
position, such as priest, deacon, secretary.  See the Managing Account and Personal
Preferences in the User Reference Guide.

Setting up Pastoral Services and Sacraments 

Each Pastoral Service and Sacrament in the parish can have its own section of the site. 
These sections are called workspaces.  To set up a new Pastoral Service, create a
new workspace in the Pastoral Service area:

1. Go to manage content and select the Pastoral Service link.
2. Click on workspace under the Add heading.
3. A form will appear.  Fill in the name of the pastoral service and at least one

contact person name and phone number.  You may also include a
description of the pastoral service (recommended) and an image to display in the
pastoral service section of the site.

4. Once editing is complete, click on save workspace.  On the left side of the page,
the name of the pastoral service, image (optional) and the name(s) of the contact
person(s) and contact member(s) will be listed.

5. Almost finished!  The new pastoral service and its home page need to be
published from draft to published_parish.  To publish to parish, click on the
arrow beside draft.Click on publish to public from the drop down list.  The state
changes to published_parish.
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Managing Individual and Group Accounts 

Individuals can be assembled into groups.  Groups are used primarily for
communicating.  Using the message centre tool, approved members can send
messages to one or more groups.  Groups can also be granted permissions in the same
way that individuals can.  For instance, members of a finance group can be granted
permission to access a sensitive financial document, instead of having to assign
privileges to each individual account.

Note:

A group account is created automatically for every new workspace.  A pastoral
service named Youth will have a corresponding group account called Youth.  You may
add individuals to this group account for communications purposes.

A User Administrator can manage all individual and group accounts for their site.  To
enable someone to be a user administrator, add the UserAdmin role to their account on
the Parish security tab.  Management includes:

1. Adding and removing accounts
2. Changing account details
3. (Parish Only) Designating individuals as key contact persons (i.e. priest,

secretary)
4. Resetting passwords for individual accounts.
5. Changing an individual’s group memberships
6. Changing the members of a group
7. Approving/granting individuals privileges such as   

a. accessing directories of contact information in the DioWeb system, i.e.
parish individuals, diocesan staff, priests and deacons, women religious; 

b. using the message centre for communication with others in the DioWeb
system.

To Manage Accounts 

Click on the manage users link in the personal bar to begin.  You will see two tabs -
users and groups.

User Accounts 

! To add an account, click on add new user 
! To modify an account, click on the name of the account.  If there are numerous

accounts, you may have to browse or search first to find the account.
! to reset a password or remove an account, click on the box in the related

column on the right and then click on apply changes.  When you reset a
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password, a new password is sent to the individual at their specified email
address.  Only they will know this new password.

! To change group memberships, for an individual, click on their user name,
then click on the group memberships tab.

Group Accounts 

To work with group accounts, click on the groups tab.

! To add an account, click on add new group.  Click on save.
! To remove an account, click on the remove group column next to the group

name, then click on apply changes.
! To modify an account, click on the name of the account.  If there are numerous

accounts, browse or search to find the account.
! To change members of a group, click  on the group name, then click on the 

group membership tab.  Make changes and click on add or delete selected
users.
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Managing Site Security 

Standard System Privileges 

Parishioners can sign up and become members of the DioWeb system.  A basic
account has the following privileges:

1. Participation in open forum discussions that are open to all DioWeb members;
2. Request library resources;
3. Newsletter subscription.

Additional Privileges 

A Site Administrator can grant additional privileges to an approved member in order to:

1. Access restricted parish and diocesan directories, which contain personal
information such as name, phone number and email address;

2. Send messages using the Message Centre facility.

See Manage Users and Groups section of the Site Administrator Reference Guide
for steps on how to grant these privileges.

Granting Permission to Manage Content for the Site or a Workspace
(Pastoral Service / Sacrament) 

Basic accounts do not have permission to create, edit or approve content.  The Site
Administrator or the manager of a workspace has the authority to grant permission to
manage content.

Permissions Management 

In order to grant authority to a member, one must determine what area(s) of the site will
the member work in; what they will be allowed to do; what permission will they be
granted.  In most cases, a member will work in one or more workspaces or site-wide. 
The site itself and each pastoral service has a security tab.  Click on this tab to change
permissions for that area of the site.

Three distinct roles can be granted:

1. Manager.  Has full control over managing content - the ability to create, edit and
remove content.  A manager can also review and publish content.  Managers can
assign roles to others.

2. Reviewer.  Can approve publication and/or publish content submitted for review.
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3. Author.  Can create content and submit for review.  A reviewer or manager has
to publish the content before other people can access it.

How to Grant Content Management Permissions 

1. Click on Manage Content, then on the name of the area to which you want to
grant permissions.

2. Click on Security.
3. Scan down to Adding sharing permissions for . . . .  This is the area where the

addition of individuals/group accessing to the pastoral service is granted.  Search
by a person’s name or email address, or leave the field blank.   Because the
entire list will come up when you leave the field blank, it will be quicker to assign
permissions to multiple persons.

4. Look at the search results and the name(s) will be presented.  Click on Role to
assign.  Select one - Manager, Reviewer or Author.

5. Click on assign local role.  Once this is done, you will be taken to Current
sharing permission for . . .  Check the list of assigned roles and you will see the
new assignments.


