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Introduction

TelVue Corporation’s WEB Updating System (WEBUS®) is a web-based application that enables
the user to create and publish messages on local access television channels. The application is
geared towards community, public, education and government organizations as well as college
campuses and dorms, retail stores, retirement homes, retirement communities, corporate businesses,
casinos, hotels or any entity that has a dedicated video network under its control.

Because WEBUS® is accessible via the Internet, hometown programmers can update, alter and
submit information on demand at any time and from anywhere. A server/storage device, called a
player, receives and stores messages and connects to the video channel for airing the content.

This document explains how to use WEBUS® version 2.6, including working with:

e User information
e Categories

e Schools

e Resources

e Messages

e Schedules

This guide also explains how to log in, log out, publish messages, obtain reports and more. You
can find a comprehensive list of the capabilities detailed in this document in the Table of Contents
at the beginning of this document.
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Logging In
1. To log into the WEBUS® application, open your web browser and type
http://webus.telvue.com in the Address or Location field and press Enter.

2. Atthe Welcome screen, type your username and password, then click the Login button.
Your password is case sensitive, so be careful to use capitalization where appropriate.

IR
@"\ - Ié. https:{fwebus. telvue . comindes, aspx j 3 (| X ILiveSearch -
File Edit view Favorites Tools Help

G0 4 @ wesus

]’:\ B - o= I-_T}'Page - ':‘_‘-annIs = 7

TELYUE WEBUS®

Welcome

Please enter your user name and password to login.

User Name
Passward

Login Forgot Password?
\ SECURE ﬁm
network

Latest News for TelVue Broadcast Products

orm Advertisements
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If you cannot remember your username or password, click the “Forgot Password” button.

/= WEBUS - Windows Internet Explorer

g“ o = 8] i fheetbus.tebvue comipassword-forgat. asp

File Edit Wiew Favorites Tools Help

w e & WEBUS

TELVUE

| |#2 || X | Juive search P~
= I

P~ B - b - SbPage + GpToos + 7

Forgot Password

ENTER YOUR USER NAME
An email will be sent to the email address on file for this user. Once received, please follow the instructions to have your password reset.

If you have forgotten your User Name, please contact your TelVue representative,
User Mame ||

Coentinue

=
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The WEBUS® application takes you by default to the Messages screen.

ff WEBUS - Windows Internet Explorer

=181 x|
@A = Ié‘ http: ffwebus. telvue.com/messages/ j S (e IL\ve Search P
File Edit View Favortes Tools Help
6 2R @ wesus

2 - B - o= - [i:hPage + (G Tods » 7

TELVUE WEBU

You are logged in 55 client admin, viewing Telvue Training. That's not me.

My Clients
My Information MESSBQES

About WEBLS

‘ebus Requirements There is no text crawl.

ext Crau

Logout Using 0 of 200 pages, with 200 pages available. Currently, 0 page(s) are playing.

Viewing | 10 [~ | messages at a time.
Users
Categories
My Messages | Active | Inactive | Dissbled | Emergency | Interval | Hi-Pro | Moderation | WEBLINX | Broadcast

All
Schools

Resaurces

There are no messages.
High Production 2

Add New Refresh Publishing Delete
Add Hew Message
Edit Messages

Day-Part Scheduling [

Publishin
s Having trouble seeing the preview?

-]
,—,_,_,_,_’_‘@ Inkernet [ -

3. At the top of the screen is a message indicating the name under which you are logged in.
If this is not your username, clicking on the link That’s not me logs this user out and
allows you to begin the login process again.

Note: A client user sees only messages for his or her client. A client administrator sees
messages as well as users for his or her client(s) and has the ability to assign and modify

permissions for client users, create message schedules and take ownership of messages. This
document details the client administrator’s capabilities.
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WEBUS® Screens

The Messages screen shown above is a typical WEBUS® screen for a client administrator. Each
screen features a navigation bar on the lefthand side and the functionality you select from the
navigation bar in the main part of the screen. In the screen above, Messages is selected in the
navigation bar and the Messages screen appears in the main part of the screen.

The navigation bar functionality includes:
e My Clients

My Information

About WEBUS®

WEBUS® Requirements

Logout

Users

Categories

Schools

Resources

High Production

Messages

Day-Part Scheduling

Publishing

Each of these is detailed in the sections below.
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My Information

In the My Information screen, you can see the username assigned to you, as well as your first and
last names. You can update your user name, first name and last name.

1. To change your user name, first name or last name, select the appropriate field by using
your mouse to click at the beginning of the text box.

2. While holding down the left mouse button, move the mouse’s cursor to the right to
highlight the entire contents of the chosen field. Type the new information for that field.

3. Ifyou would like to automatically refresh message listings, click in the checkbox to place a
checkmark in it to turn on this feature.
To turn off the feature, click in the checkbox to remove the checkmark.

4. When you have finished, click on the Save button to save your changes.
The screen will refresh and tell you that your information has been saved.
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TELYUE WEBUS®

‘fou are logged in as client admin, viewing Tel¥ue Training. That"

My Clisnts

My Information

About WEBLIS

Account | Password | Messagin
webus Requirements J o | ging

Logout

ACCOUNT INFORMATION
Users
Categories User Mame |c|iantadmin@te|‘-.-'ue.com Must be a vald email address, Al correspondence will be sent to this address,
Schools First Name |c|iar|t
Resources Last Name | [admin
High Production

0 password

Messages

Day-Part Scheduling

Publishing OPTIONS
™ ves, auto refresh the message listing.
Save All
El
Cione ’_’_I_I_’_’_‘e Internet HA00% - g
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About WEBUS®

The About WEBUS® screen tells you information about the WEBUS® application, including:

e The current time on the server.

e The version of WEBUS® that you are using.

e Version numbers and modification dates and times for WEBUS® components.

o The Error Mode being used for your WEBUS® session.
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WEBUS® Requirements

The WEBUS® Requirements screen displays information about the requirements WEBUS® needs
your computer to have or settings it needs in order to function properly. When you log into
WEBUS® and click on WEBUS® Requirements on the navigation bar, the application automatically

checks your computer system to see if all of its requirements are met. The information this screen
displays includes:

e The operating systems under which WEBUS® will run.

o The internet browsers (and their version numbers, if applicable) that you can use to access
WEBUS®.

o If your computer has Javascript and it is enabled. {(Javascript is a programming language
that WEBUS® uses for some of its components.)

e Suggested Screen Resolution and Color Depth.

WEBUS® also runs a test when you click on WEBUS® Requirements on the navigation bar to see if
your web browser is blocking pop-up windows. WEBUS® uses pop-up windows to display message
previews, so your browser must be set to allow them. Note: Other sources, such as MSN, Yahoo!
and Google toolbars may still block pop-up windows. You will need to disable the features on such
services that block pop-up windows.

The Suggested Settings section provides the screen resolution and color depth settings that work
best for WEBUS® and what these settings are on your computer system.
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/= WEBUS - Windows Internet Explorer 18] x|
@A - |g http: ffwebus. telvue, comfhelprequirements . aspx j || X ILive Search Felis
Fle Edit View Favorites Tools Help
_ - 3
‘i,r\l? ke (& WEBUS f-} ~ [0 - o= - ::fPage ~ (O Tools ~
TELVUE WEBUS®
Yo 1 a5 client admi g Tel¥ue Training. Th.
My Clients .
Wy Toformation WEBUS Requirements
About WEBLIS
w Webus Requirements oumeet all ther use the WebUS5 syster
Logout
REQUIRED
Users
Cateqaries
Reguired Your Status
Schools
Microsoft Windows F——
Resources Operating Systems Apple Macintosh Passed
Figh Production Internet Explarer 5.5 {minimum})
. Firefox
Messages Srowsers Metscape 7 (minimum)
Safari
Day-Part Scheduling
Publishing Javascript Enabled Enabled Passed
POP-UP WINDOW TEST
Pop-up win te.
In order to view & message preview, "pop-up” windows must be allowed on this site. The above test results have determined if pop-up windows are being blocked.
SUGGESTED SETTINGS
Suggested Your Settings
Screen Resolution 1024 x 768
Color Depth Thousands
=
Done ’7 ’7 ’7 ’7 ’7 ’7 € mnternet H100% v g
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Users

If you have client administrator status, the Users screen displays a listing of all of the users for your
client who have access to the WEBUS® application. (Client users do not see other users, only
messages.) In addition to the username, the screen displays the person’s full name, his or her role,
whether he or she is an active user or not and a link to edit the permissions for each user. User
roles include client administrator and client user.

From this screen, an administrator can edit user information and permissions for a specific user. The
actions are detailed in the sections below.
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/2 weous - windows ntemet plorer -18ix]
@A A Ié http: | fwebus, bebvue, comfusers| j || X ILive Search yoiibs

File Edit View Favorites Tools  Help

E o @wesls % v B - o= v |hPage + (i Tools v

TELVUE WEBU

‘ou are logged in as cli i Tel¥ue Training. That'

My Clients

My Information
About WEBLIS
wiehus Requirements User Name Role Active Permissions

Logout dient admin Client Administrator fes IfA

ntuser @telvue. co Client User Client User ‘fes Edit
Add Mew User Add Mew
Edit Users

Cateqaories
Schools
Resources

High Production

Messages
Day-Part Scheduling
Publishing

I B A YT R - 4
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Editing a User’s Information

You can edit a user’s information, status or permissions.

To edit a user’s information or status

1. From the Users screen, click on the person’s user name, which is a hyperlink. The screen
refreshes, showing you the information on file for that user, similar to the screen below.

2. To change the user’s user name, first name, last name, or description, use your mouse
cursor to highlight the contents of the field. Type the new information.

3. To change the user’s status to inactive, click in the checkbox to remove the checkmark; the
user then will become inactive and unable to sign in.
Clicking in the checkbox again will replace the checkmark and make the user active once
again. The user’s status displays in the main Users screen.

4. To change the user’s role, use the pull-down menu to select the new role.
5. To allow this user to receive Broadcast messages, click the Broadcast Alerts check box.

6. To save your changes, click on the Save button. To exit without saving your changes, click
on the Cancel button.

7. To delete the user, click on the Delete button. A user can not be deleted if they are the
owner any messages. The Usage Report button will help determine if this user owns any
messages.

8. To see the messages for a user, click the Usage Report button.

9. The Messaging tab is only used if the text / email messaging option is enabled.
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WEBUS®

qaed in 5 client admin, viswing TelVue Training. That'

TELVUE

My Clients .

My Information clientuser@telvue.com
About WEBLS
Webus Requirements Account | Messaging
Logout

Add Mew User Role | | Client User -

Edit Users

USER ROLE

Categories
USER NAME & PASSWORD
Schools

Resources

User Name | [Fientuser @telvue. com

Must be & valid email address. Al correspondence will be sent to this address.

High Praduction
password | NjA

Messages

Day-Part Schedding

Publishing USER INFORMATION

First Name | [Client

Last Name | [User

Description | |

Active? | 7 ves, user is active.
BROADCASTING
Broadeast Alerts? | [T Ves, user wil be notified of Broadcast Messages.

Save Al Cancel | Delete || UssgeReport

I

Done [T [ @ meernet 0% - g
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Changing a Client User’s Permissions

Permissions identify:

o The type(s) of messages a user can create, including emergency and global crawl
messages.

e The categories for which he or she can create messages and whether or not the user can
publish messages he or she creates for those categories without a moderator’s review.

o If the user can act as a moderator or category manager.

e The permission level for each resource type for messages.
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=ll#2 ] %] ftive search
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File Edik View Favorkes Tools Help

W oA @ wesus

TELVUE

Wy Clienits
Wy Information

About WEBLIS
tebus Requirements

Logout

 Users

Add New Uiser
Edit Users
Categories
Sthools
Resources
High Praduction

WMessages
Day-Part Scheduling
Publishing

Permissions: clientuser@telvue.com

EMERGENCY MESSAGES
€ Yes, this user can post Emergency Messages.

@ N, this user cannot post Emergency Messages.

GLOBAL CRAWL MESSAGE

" Yes, this user can post Global Crawis,

1o, this user cannat past Glabal Crawls,

CATEGORY PERMISSIONS
Cateqory Name

Community News

RESOURCE TYPE PERMISSIONS

Select the following permission leve! for all resource types |Upload =

Resource Type

Audio

MIDI

Image
Background Image
Background Video
videa

Fash
WindowsSeript
Background Anim
Animated Cip
Rect

Elipse

Shape

save Cancel

din as client admin, viewing TelVue Training. That'

p v ) - v [hPage » (i Took v

Permissian Level

Denied

4

Permission Level

Select ¥

Select ¥

Select ¥

Select ¥

Select =

Select ¥

Select ¥

Select ¥

Select ¥

Select ¥

Select ¥

Select ¥

JHEEREEREREEE

Select |7
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To change a client user’s permissions

You can change the permissions only for a user that has a role of client user.

1. From the Users screen, click on the Edit button under the Permissions column to the far
right user’s name.

The screen refreshes, displaying the permissions currently set for this user including
Emergency Messages, Global Crawl Messages, Category Permissions and Resource Type
Permissions. Refer to the sample screen shown above.

2. Ifthe user is allowed to post emergency messages, click in the appropriate radio button to
allow this.

3. The

4. Th
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