
  

This guide is written from the point -of-view of a Campus Group manager.  
However, users who manage other parts of My Siena can still use this 
document.  Simply be aware that the area of My Siena that you are 
maintaining will not  be listed under Campus Groups. 
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Creating and Joining a Group 

Create a New Campus Group 
Complete the steps below to request a new My Siena group. Normally your request will be 
processed with in three business days. 
Z Login into My Siena . 
Z Once the My Siena  page displays, click the Clubs and Organizations  tab. 
Z In the My Groups  portlet , click the Create New Campus Group link  (see illustration below).  

Z The New Group Application  form  will display.  
Z Fill in the information for the new group  such as the Name, the description of the group, and 

the reason for creating the group. 
Z Choose whether you want this group to be:  
Ē Public  ðSelect this option to have this group appear in the Campus Group Directory.  
Ē Private  ð When this option is selected, the group will not  appear in the Campus Group 

Directory.  
Z If the group is public, then this information will be visible to the campus community.  
Z Input the Maximum Number of Members  for the group.   This is optional . 
Z Select a type of Membership Enrollment : 
Ē Open, No Application Required  ð When this option is selected, all My  Siena users will be 

able to join the group. 
Ē Open, By Membership Application  ð In order to join the group, a user has to submit a 

membership application . 
Ē Membership By Invitation  Only  ð The leader of the group must invite members to join the 

group when this option is selected.  
Ē Closed to New Members  ð When this option is selected, members are specified when the 

group is created. 
Z Once all the options have been specified, click the Submit Application  button.  

Join a Group 
Z Click the Clubs and Organizations  tab under My  Siena. 
Z Under Campus Groups , click the Browse Groups  button (see illustration above). 
Z A list of My  Siena groups will appear.  
Z Click the Join button next to the group that you want to join.  
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Z The Join Group  window will display (see illustration below).  

Z Click the Join Group  or Submit Application  button . 
Ē Which button is available will depend on the options that were chosen when the group was 

created. 
Ē In this illustration  the option is Join Group because no application is required to join the 

group.  
Z After you have clicked the Join Group  button, click the Return to Campus Groups  button to 

retur n to the list of Campus Groups . 

Leave a Group 
Z Click the Clubs and Organizations  tab. 
Z In the Campus Groups  area, click the Drop Group  button next to the group  

you would like to leave . 
Z The group will be removed from the My Groups  list. 

Accept an Invitation to Join a Group  
If you have received an invitation from a group leader to join a campus group, follow these steps 
to accept it.  To decline the application, follow the same steps for leaving a group. 
Z Click the Clubs and Organizations  tab. 
Z Under My Groups , select the group to accept. 
Z Look for the Join Grou p portlet, and click Join Now  (see illustration below) . 

NOTE:   Groups that are by invitation only must  have this portlet or you will not be able to join.  

Adding and Editing Pages 

Add a Page 
By default, a new group contains two pages: Main Page and Group  Collaboration .  Additional 
pages can be added to the group at any time.  To create a new page, complete the steps below. 
Z Once the group has been created, click the Clubs and Organizations tab. 
Z Under this tab, in the Campus Group portal, click the link for th e group where the pages will 

be added. 
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New Page Link 

Z It may be necessary to click the Browse Groups  link to access the group. 
Z On the left side of the window, click the Add a Page link (see 

illustration at right).  
Z The Create a New Page window will display (see illustration below).  

Z In the Name box, input the name for the page. 
Z Click the Create button.  
Z The Customize Page window will display (see illustration below), 

where you can make additional changes to the page. 
Ē Click the check box for Make this page default  if this is to be 

the first page displayed when the group is visited.  
Ē Click the Save button to save the page. 
Ē Click the Delete this page  button to remove the 

page from the group. 

Ē If this page has been made the default page it cannot be removed. 
Ē Click the Exit  button to exit this window.  

Z The new page will display on the left side of the window above the Add a Page link (see 
illustration above right).  

Rename a Page 
Z Click the link for the page that is to be renamed. 
Z Click the Edit Page link on the right side of the page.  
Z The Customize Page window will display (see illustration above).  
Z In the Page Name box, input a new name for the page. 
Z Click the Save button.  

NOTE:   When a page name is changed, links that have been created in other portlets or pages to 
that page will be broken.  
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Remove a Page 
Z Click the Context Manager  link (see illustration on previous page). 
Z The Context Manager  window will display (see illustration below).  

Z Click the Pages tab to display a list of all the pages in the group.  
Z To remove a page, click the Delete an Item  button next to the page (see illustration above). 
Z If this is the default page, it cannot be removed. 
Z A confirmation window will display (see illustration belo w). 

Z If you delete a page, all content on the page will be permanently lost!!  
Z Click Yes, Delete to remove the page. 
Z Click Exit  to return to the Group  page. 

Add Portlets to a Page 
Each page under My Siena can display up to ten (10) portlets.  These portlets are used to add 
content to a page.  How the content is entered, depends on which portlet is being used.  
Z Once the group has been created, click the Clubs and Organizations tab. 
Z In the Campus Group portal, click the link for the group where the content is to  be added. 
Z Click the Edit Page link on the right side of the window (see illustration below).  

Z The Customize Page window will display (see illustration on next page).  
Z To add a new portlet, click the Content  tab. 
Z Click the Add a portlet  link at the bottom o f the Portlets on this page  list. 

Delete an Item 
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Z A list of different available portlets will display (see illustration below).  Your list may be 
different than the illustration.  

Z Click the check box next to the portlets that are to be added. 
Z Click the Add Portlets to P age button.  
Z The new portlet will appear in the Portlets on this page  list.  
Z Scroll down the page and then click the Exit  button to return to the group page.  
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Change Page Layout 
Z Open the page for which the layout is to be changed. 
Z Click the Edit Page link on the right side of the page.  
Z The Customize Page window will display.  
Z Click the Layout  tab. 
Z The Column Layout  window will display (see illustration below).  

Z Click one of the option buttons for the layout under Choose a Column Layout . 
Z Scroll down the page to the Arrange Portlets  section (see illustration below). 

Z To rearrange the order of items in a  column: 
Ē Click the portlet name in the boxes under each column layout.  
Ē Use the arrow keys to move the portlets up and down in the list.  

Z To move a portlet to a different column:  
Ē Click the portlet that is to be moved.  
Ē Click in the page image for the column  as shown in the illustration above . 
Ē The portlet will appear in the list below the image.  

Z After all the changes have been made, click the Save button.  
Z Click the Exit  button to return to the Group page. 
 

Click Here  



 
9 

Portlets  

Types of Portlets  
There are several different portlets available when working with My  Siena.  These portlets are 
used to add different types of content to a My  Siena page.  The table below describes the purpose 
of each of the most common portlets.  This list is not exhaustive and is subject to change. 

Portlet  Description  

Announcements  Users can view the announcement.  Other users have the ability to post 
announcements.  By clicking the Announcement link, it is possible to 
expand the text of the announcement. 

Bookmarks  To add links to different areas of the Web or to other pages in My  Siena, 
use this portlet. 

Calendar  This portlet can be used for several purposes such as communicating 
internal or public events, communicating course events to students, 
communicating group events to other group members, or personal 
events management. 

Campus Groups  This portlet provides a list of the groups that a user belon gs to.  It is also 
possible to join a group using this portlet.  

Custom Content  This portlet can be used to create custom content for the page.  The 
name of the Custom Content portlet can be changed.  Images can be 
added using this portlet, as well as text and headers. 

Documents  Use this portlet w hen documents need to be added to a page.  Word, 
Excel, PowerPoint and PDF are all acceptable file types.  Each document 
is added as an attachment. 

Forums This portlet is used as a discussion area for group participants.  Message 
topics can be posted for all the members of the group to view and 
respond to.  A threaded discussion can continue on the topic with each 
member providing input.  The highest level of the forum is a category.  

Join Group  This portlet is used to join a campus group. 

My Files  To access files in your folder on the network, click the My Files link in 
this portlet.  A login dialog box will display.  To log in, the username is 
sienanet\ [your username].  The password is the same one that is used to 
log into My Siena or Webmail. 

Readings Instructors can add a list of journals, textbooks, or other readings to this 
portlet.  The readings can be added to a set or listed alphabetically. 

Task Manager  Users can add personal tasks that they are to complete or can assign 
tasks to others using this portlet. 

Announcements Portlet  
This portlet is used to add an Announcement to the group page, and to allow visitors to view 
announcements. 
Z Click the Show all Announcements  link in the Announcements  portlet (see illustration below).  
















































