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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 belongs 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 when 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. 
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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). 

Z The Announcements  portlet window will display (see illustration below).  

Z In this window, click the Manage tab (see illustration above). 
Z Click New Announcement . 
Z The Announcement  window will d isplay (see illustration below).  

Z Input a title for the Announcement  in the Title  box. 
Z To specify who can see the announcement, do one of the following. 
Ē Click one of the check boxes from the list at the bottom of the window.  
Ē Click the Add Individual Users  link to search the list of current students, faculty, and 

staff. 
Z Scroll down to the Details  area of the window to add the Announcement (see illustration 

below). 

Z Specify when the Announcement  is to be displayed by clicking the proper option button in 
each section as shown in the illustration at the top of the next page. 
Ē Display Now  ð This option is to be used when the Announcement is to be displayed 

immediately when the page is saved. 

Manage Tab 
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Ē Display Later Manually  ð When this option is chosen, the Announcement will not 
display.  The page will have to be edited and one of the other options chosen in order for 
the Announcement to display.  

Ē Display From  ð Click this option if the beginning and ending dates and times a re to be 
specified. 

Z Select one of the End on options. 
Ē No  End Date ð The item will display until it is removed from the page or until the End 

On  option is chosen. 
Ē End On  ð Use this option to specify the date and time that the item will no longer be 

available on the page. 
Z Specify how the Announcement  should be handled after the End Date.  The options are 

Archive  or Delete . 
Z When all the options have been specified, click the Save button.  
Z Click the Page link in the Breadcrumb  Trail  to return to the page (see illustration below).  

Bookmarks Portlet  
Bookmarks can be used to link to other Web sites or ports of My Siena.  This section explains 
how to add a bookmark to a page. 
Z Make sure a Bookmark  portlet has been added to the page. 
Z In the Bookmark  portlet, click the Add a Bookmark  link (see illustration below).  

Z The Manage Bookmark View  window will display (see illustration top of next page).  
Z In the Label  box, input a name for the Bookmark.  
Z In the URL  box, input the address for the page that the Bookmark  is being created for. 
Ē The address has to be entered after the http:// . 
Ē If http://  is not in the address, an error message will display. 

Z Click the list arrow for Set and select one of the options. 
Ē The default option is Ungrouped . 
Ē See the next section of this document for information on how to add a new set to the 

Bookmarks  portlet.  
Z Add the pertinent information to the rest of the boxes.  
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Z When all the options have been specified, click the Save button.  
Z To save the Bookmark  and add another one, click the Save and Add Another  button.  

Add New Set to Bookmarks  
Sets are used in the Bookmarks portlet to group items together.   
Z To add a new Set, click the Add a Set link (see illustration below).   

Z The Manage Set View  window will display (see illustration below).  
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Z In the Name box, input a name for the set. 
Z Type an optional description of the set in the Description  box. 
Z Click the Save button to save the Set. 
Z Click the Save and Add Another  button to save the current set and add another one to the 

list. 
Z Click the Cancel button if the item is not to be added to the list.  

Calendar Portlet  

Create and Share a Calendar 
A Calendar must be created before an event can be added.  The instructions in this section 
explain how to create a Calendar and then share that Calendar with other users of My Siena. 
Z Click the Add an event  link in the upper right corner of the Calendar  portlet to add a new 

Calendar (see illustration on next page). 

Z The Add/Edit Calendar  window will display (see ill ustration below).  

Z In the Calendar Name  box, input the name for the calendar. 
Z Click one of the option buttons under Calendar Name  to specify who will be allowed to 

view, subscribe to, or add information to the Calendar.  
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Ē Allow any user to subscribe to this calendar ð When this option is selected, anyone who 
has access to My Siena will be able to subscribe to the Calendar. 

Ē Allow only users with access to this page to subscribe  ð With this option, only users 
who have been granted permission to the page where the Calendar resides can subscribe 
to the Calendar. 

Ē Do not share this calendar  ð This option prevents other users from subscribing to the 
calendar. 

Z Input a description for t he Calendar  in the Description  box. 
Z Click the Save button.  

Create an Event 
Z The window for creating an Event will display (see illustration below).  

Z Input a name for the event into the Event Name textbox. 
Z In the Description  box, input information about the event.  
Z Scroll to the Location  box (see illustration below) to insert where the event is to be held.  

This is optional.  
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Z If this is an event that is to last the entire day, click the All Day Event  check box. 
Z In the Start and End areas, select the beginning and ending dates and times for the event. 
Z Select one of the option buttons in the Occurs area. 
Ē Once ð Use this option if the appointment is occurring only one time.  
Ē Repeat ð This option should be chosen when an event occurs on a weekly or monthly 

basis. 
Z When all the options have been chosen, click the Save button.  
Z The Calendar will display in a weekly  format.  
Z Additional Calendars can be created by clicking the Add a Calendar  link in this window 

(see illustration below left).  

Z Additional Calendars can be created by clicking the Add a Calendar  link (see illustration 
above right) on the left side of the calendar in any of the Calendar Views. 

Change Default View Type 
The default v iew for Calendars can be changed from a Month Calendar view to an Event List.  
The directions below explain how to change these views. 
Z Click the Customize Calendar  button in the upper right corner of the Calendar 

(see illustration at right).  This is the  icon that looks like a wrench.  
Z The Customize Portlet Calendar  window will display (see illustration below).  

Z Click the Settings  tab. 
Z The Change Portlet Settings  window will display.  
Z Under Default View Type  select one of the two options. 
Ē Month Calendar  ð This option will display a monthly view of the Calendar on the page.  
Ē Event List  ð Use this option to display a list of events on the page. 

Z Once the selection has been made, click the Save button.  
Z Click the Exit  window to return to the page.  
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NOTE:  Calendar views can also be changed by clicking the tabs at the top of the window (see 
illustration below).  However, this will not set the view as the default.  

Set Calendar Preferences 
The Default Maximized Calendar View, Week Start Day, and Day Start Time can be changed.  
To do this, follow the instructions below.  
Z Click the Customize Calendar  button in the upper right corner of the Calendar 

(see illustration at right).  This is the icon that looks like a wrench.  
Z The Customize Portlet Calendar  window will display  (see illustration below).  

Z Click the Preferences tab, if necessary. 
Z Make any desired changes in this window.  
Z Click the Save button.  
Z Click the Exit  button to return to the Page. 
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Subscribe to a Calendar 
Once a Calendar has been created, if sharing is enabled, other users can subscribe to it if they 
have the proper permissions.  Once someone has subscribed to a Calendar, the events from the 
Calendar that was subscribed to will be included in their personal Calendar.  
Z Go to the page where your personal calendar, or another calendar you can edit, is located. 
Z In the Calendar  portlet, click on Full Size Calenda r (see illustration below left).  

Z The My Calendar  window will display.  
Z In the Subscription  area on the left side of the Calendar , click Browse Shared Calendars 

(see illustration above right).  
Z The My Calendar Subscription Center  window will display (see illustration below).  

Z Locate the calendar that you want to subscribe to.  The links mirror the tabs and page 
available on My Siena. 

Z All campus groups are  located under Clubs and Organizations , then under Siena Groups . 
Z Continue to click through the links until the Calendar is located.  
Z When the Calendar is located, click the Subscribe link next to the Calendar  that you want to 

subscribe to (see illustration below). 

Z The appointments from both will be included in your personal calendar.  
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Custom Content Portlet 
This portlet can be used to create custom content for the page.  The name of the Custom Content 
portlet can be changed 

Add Content to Portlet  
Once a Custom Portlet has been created, it is possible to add customized content.  Each element 
can have three types of content: a header, an image, and text. 
Z Click the Create Content button in the Custom Content Portlet  (see illustration below).  

Z The Custom Content  window will display (see illustration below).  

Z To add a header to the element, click the Display a header  check box. 
Z Input the text for the header into the Header Text box. 
Z Click the appropriate check box to add an image to the element. 
Z Click the Browse button to locate the image. 
Z Choose where the image is to be placed within the element from the four options listed (see 

illustration above).  These options are: 
Ē Within the text, to the left  ð This option will display the image on the left side of the text.  

The image will appear within the text.  
Ē Within the text, to the right  ð Use this option to display the image on the right side of the 

text.  The image will appear within the text.  
Ē Above the text, aligned to the left  ð Click this option to display the image above the text 

in the message.  The image will be aligned on the left side of the message. 
Ē Above the text, centered  ð This option is used to display the image above the text in the 

message.  The image will be centered above the text. 
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Z Scroll down the page to the Text area of the window (see illustration below).  

Z Input the text for the element.  
Z Click the Save button to exit the window and save the changes. 
Ē Once the page has been saved, the Create Content link will no longer appear in the 

portlet.  
Ē To add additional content to a Custom Content  portlet, click the Edit Content  link (see 

illustration below).  

Documents Portlet  
Word, Excel, PowerPoint, PDF, and other documents can be added to a page using the 
Documents portlet.  
Z If a Document  portlet is not display ed, follow the instructions under the Adding a Portlet  

section to add the Document  portlet.  
Z In the Documents  portlet, click the Add a Document  link (see illustration below).  

Z The Documents ð Manage Handout View  window will display (see illustration on next  
page). 

Z In the Name box, input the name that is to display in the Document  portlet.  
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Z Click the Browse button to locate the document that is to be attached. 

Z The Choose File window will display.  
Z Click the Look in  arrow to locate the folder where the document is stored, if necessary. 
Z Do one of the following:  
Ē Double-click on the document that is to be attached. 
Ē Click on the document that is to be attached and then click Open . 

Z The link for the document will appear in  the File  box. 
Z Click the Set button to select a grouping for this item.  
Ē The default is Ungrouped . 
Ē For information on how to add a new Set, see the section on Adding a New Set to 

Bookmarks  earlier in this document.  
Z In the Description  box, explain what this document is for.  
Z Specify when the Document  is to be displayed by clicking the proper option button in each 

section (see illustration above). 
Ē Display Now  ð This option is to be used when the Document is to be displayed 

immediately when the page is saved. 
Ē Di splay Later Manually  ð When this option is chosen, the Document will not display.  

The page will have to be edited and one of the other options chosen in order for the 
Document to display.  

Ē Display From  ð Click this option if the beginning and ending dates and times are to be 
specified. 


