
How to Use Sydney Koori Interagency Network (SKIN) Web Site

This is a users guide for coordinators using the web site to help make the best of the site for promotion
of events, jobs and information sharing.
There are a few places you have to log in to the site to edit and change things. Your log in username
and password are the same for all logins and they are the name of your region.

EMAIL

Ask your interagency members to send emails to the web site directly. Otherwise you will have to
forward them to the site yourself. If people do not want their email address showing on the site, they
should send them to you to forward.

Your email address for the site is your region (replace 'at' with @):
Bankstown at SydneyKIN.org.au
LaPerouse at SydneyKIN.org.au
Northern at SydneyKIN.org.au
Southern  at SydneyKIN.org.au
SouthEast at SydneyKIN.org.au
SouthWest at SydneyKIN.org.au
Western at SydneyKIN.org.au
(soon to be added is Parramatta at SydneyKIN.org.au)

You can login to the email site to check messages. Click on the menu 'Administer Emails'. You can do
this from the main web site, or your regional site. They both go to the same list.
When you login you see the INBOX list. This is the email in, and is not Public.
You can check if a message is already in the 'Public' boxes, or is appropriate to go up on the site.
Then you select the email and Move to 'Public' or 'Meeting'. All Jobs go to 'Regional - Jobs'

EMAIL LIST

If people want emails sent out to them, rather than looking on the site, then they can join the email list
for your region using menu 'Join SKIN email list'. The lists include a regional list which sends all jobs.
When people join this list, a daily email will be sent which contains as one email all the emails which
you put on the Public site that day.

Emails from Calendar

You will sometimes get emails from the calendar on your regional email list. The email will say a
public user 'Guest' has added an event, and the region it was added to, and the date it is on. You need
to edit the event to make it public. See information under calendar



CALENDAR

You can put your events on the calendar or accept events the public put on Select the region you want,
and click “Apply”

Then you will see the calendar for that region. First login. Do not use the public option to 'Add Event
to Calendar' as this does not make events public for viewing. You have to do that when logged in.
When you log in, select 'Add Event' from the top menu

Then fill in the
form. You can
include your name
and contact if you
want. This will not
show on the
calendar. It is only
seen by other
coordinators when
editing events. 

The date should be in the exact form DD/MM/YYYY. When you “Add” the event it will be public.

 Edit Event

If a public user adds an event to the calendar, you will need to edit it to set it for public viewing.
To do this you login as above, then click
on the date the event is on.
Then you get the days events. The event
may be repeated for different regions. You
will have to edit them one at a time.
Click on the event then select 'Edit Event'
on the right of the box, to edit it. Select the
Public event box on the form if you want
it public



DIRECTORY

You can add organisations on the directory list on your regional site, or the
main Sydney wide site. Please only put organisations only in the region/
s where it provides a service. You will have to enter it in each region you
want it to be shown.
On the site where your want your organisation listed, you will login on the
login form that comes up  when you select “Admin How To”. 

Then you select the menu item Edit Directory. If the organisation is not
listed, then select the star at the bottom of the table, to add a row. Then
you can edit that row. 
The public site looks the same, but any changes they make to boxes that
already have already got information will not be saved. Do not leave any
boxes empty.

The directory is still being set up for each region.



NEWS

The site also provides a limited space for News items. Here you can put documents, such as large
brochures for upcoming events that are relevant to the Interagency work. To add a file, login to your
region (as under Directory section above) and select the main menu 'News'. On your Regional site, it
will send you to the main site. To add a file select “Submit File'

When you click
'Submit File' you can
use this window to
upload files to your
region. 

If there is a message:
You have no
permitted upload
categories - please
refer to the
webmaster -
you will need to login
to the main site to
upload a file 

SUBMIT FILE is on
the bottom left of the
form

Bug: At present all documents are viewed only through the main site.. When each region has its web
site upgraded, then you will see the documents on your site.

WEB SITES

Each Interagency has its own website. I have Parramatta nearly set up, but I need to work with their
coordinator to set up the specific site. At present we are keeping all region web sites similar.
We need a logo for each site, and any other ideas of how you want it to look or what it could do.


