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Log In

On the Login page, enter your credential:
e Username is your BYUH email account
e Enter your password




Dashboard

After logging in, you will be welcome by the Brightspot dashboard.
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The dashboard layout includes the following tools:

Scheduled Events
Unpublished Drafts
Workstreams

1. Dashboard Home

2. Search & Advanced Search Queries
3. Quick Start

4. Recent Activity

5. Upload

6.

7.

8.

Dashboard Home

BYU
HAWAIL

The BYU-HAWAII logo on the top left corner takes you to the Dashboard Home.

Search

Two basic search features include:

1. Full-Text Search: Click in the Search field and type keywords. Brightspot will quickly search for items
associated with the item in the Search field. If you start typing the second character, Brightspot uses
full-text search to display all items in the search panel containing words starting with the characters
you typed so far.

2. Search Result Filtering: Full-text search can display many matching items. You can narrow the
retrieved items by filtering on fields in the Filters panel. Each time a selection is made, Brightspot
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immediately updates the list of filtered items. A full-text search does not need to be performed prior

to filtering.
Filters  Reset
All Content Types -
Publish

Date M (End) ™

Advanced Query Search

Advanced Query Builder
All Content Types v

Select Field:

Publish

Date B (end) Match All (AND): ~ Add Another Match All (AND)

|

Updat

You can narrow the specificity of their search terms even further by using the Advanced Query. Advanced
Query allows users to build complex queries by either combining multiple pieces of criteria or making them
mutually exclusive.

1. Click on the Edit button # of Advanced Query.
2. The Advanced Query Builder page will open.

3. Select "Match All (AND)", "Match None (NOT)" or "Match Any (OR)" to specify the limitations of the
search.

e Match All (AND) allows you to combine search criteria, which will yield results that match all
desired filters.

e Match Any (OR) on the other hand, will yield any results that match either piece of criteria,
but not necessarily all criteria combined.

e Match None (NOT) works in the opposite way. This option will yield all results that do not
match any of the search criteria determined in the filter fields, allowing you to choose
criteria you want to exclude.

4. Click Add Another and select the appropriate filters from the dropdowns. You can continue to click
Add Another to include additional criteria.

5. Click SEARCH to generate results when ready.



Recent Searches and Saved Searched

Recent Searches @
saved Searches D) SAVE SEARCH

If you are frequently searching for the same content based on the same search settings, that search can be
saved as a quick link in the far left panel of the search window. Brightspot will also remember your five most
recent searches and have them available to you in that area.

To save a frequent search:

1. Enter your search term in the Search bar

2. Select additional Filters to create your search settings

3. Click the Save Search button in the far right panel of the search window

4. Name your Search, click SAVE.

5. Review your Saved Searches and Recent Searches by clicking the drop-down arrow next to each

option.

Search Results
Once you have the desired list of search results. In addition to saving searches, you may take a variety of
actions with the list of search results including:

1. Creating work streams
2. Bulk editing items

3. Bulk archiving items
4. Exporting item data.

To complete any of above actions, click on the associated button and continue through the associated
workflow as necessary.

Quick Start

Quick Start ©

Section:

[ ] . . Faculty of Arts
L LL LL & Letters

(FaL)

Article Attachment Author Page Section Video

Use Quick Start to create new content or quickly access existing content that changes frequently.

1. Eachicon represents a specific content type. Click on an icon from the list to create a new page. The
Quick Start widget scrolls horizontally, so you can add as many content types and assets as needed.

2. Select existing items from the list to quickly begin editing a previously created item.

6



3. You can customize the Quick Start widget to hide certain content types you don’t typically use and
keep the list clean. This setting is on a per user basis, so you can set the dashboard up as you like it.

1. Select the gear button * at the top right of the Quick Start widget
2. Check off the boxes under the “Create New” Types section

3. To add existing content that you will edit frequently, select “+” under the “Edit Existing”
Contents section and select an existing item to add to your list

4. Click Save.

Quick Start

"Create New" Types

Favorite?

Article
Attachment
Author %
Page
Section
Video

"Edit Existing" Contents

Edit Existing Contents

(+)

Recent Activity

Recent Activity Show 10 ~ >

All Sites BYUHawaii ~  Section ~  Anyone -  Status (Published) -

Recent Activity allows the user to quickly and easily perform the followings:
1. Navigate to a recently edited and published pieces of content.
2. Scroll through all edits in sets of 10, 20, or 50.

3. Filter between content types and other roles or users.



Upload

Upload

@ Drag and drop or select files.

You have the options to upload a multiple files or a folder right from the dashboard.

Important note: When load multiple files or a folder, make sure all are either images or documents. Do not
combine them due to different content types defined in Brightspot.

Drag and drop a file, multiple files, or a folder to the upload box.
Or click “select” to open the Upload Files page.

Click CHOOSE FILES to select the files, or click CHOOSE A FOLDER to select a folder. Click UPLOAD.

Upload Files

CHOOSE FILES CHOOSE A FOLDER



Unpublished Drafts

Unpublished Drafts Show 20 ~ >

All Statuses = All Content Types ~  Anyone ~

Page Print Services Canvas Prints BYUH Leilani
Guerrero
Article m 2017 Reaffirmation of BYUH Leilani
Accreditation Guerrero
Page @ FAL: Faculty & Staff BYUH Yifen Beus

Section Faculty of Arts & Letters (FAL) BYUH Yifen Beus
REVIEW

Unpublished Drafts section lists content that is not yet completed, but saved in a status.
DRAFT is a new page/article created, saved but not submitted for an approval yet.
REVISION is an update made to a content that has already been published live on the site and saved.

DEPT MGR REVIEW is when the content has been submitted to a department manager and waiting for
his/her review to approve or reject.

UC REVIEW is when the content has been approved by a department manager and submitted to University
Communication for the final review to publish or reject.

The content can also be accessed here by clicking on the blue printed content name.

Workstreams

Workstreams

Show 10 ~ >

Anyone ~

3-J.SEE work\ng ?IIA‘C‘,{!}JRLS' START
Worksteams is used as a list of assignments. Each assignment applies to one or more items. For example, if
you load a folder of images without defining the Alt Text of Caption, you can group those images into a single
workstream for the users of your site to complete them.

To create a Worksteam for the example above:

1. Start from the Dashboard, click in the Search bar
2. Narrow your search by choosing the Content Type of Image
3. Click the NEW WORKSTEAM button on the right panel



Q Search

Filters GaeSer GRID st Showso ~ 1todof4 Actions @ Clear X

Image - 3 items selected
Sort: Update Date v X Q
Color - FULLSCREEN

]
Publish SAVE SEARCH

oate [ (end) 0 & oAy » % 2 y

B eV s o % : D8 g g s
v . 1 - e NEW COLLECTION
SETERIIE00) ui students-studying.

Tag - Q st (NEW WORKSTREAM

4. The New Worksteam page will appear. Define the Name for the Worksteam and add a brief
instructions. Click SAVE.

New Workstream

Name
Alt Text and Caption for images\

Instructions

Add Alt Text and Caption (if applicable) to images

Assigned Entities

5. You will be brought back to the Dashboard. Scroll down to the Worksteams section and the new
Workstream should appear.

To start working on the Worksteam:

1. Click the START button

Workstreams 1< < Show10 -
Anyone ~
-NOVI._JS‘E;S working on Alt Text and Caption for images. START
3of 3 lert

2. This will open the first image, complete the task of defining the Alt Text and Caption. Click SAVE.

Ed =

3. If you need to skip the image, click Skip. When you or another user open the Worksteam, it will start
at the first uncompleted image.

4. Click Stop when you leave the Workstream.

5. If you did not click Stop, on the Dashboard, the Workstream will give you the options to CONTINUE
or STOP.

% u;ﬁrsﬁwork\ng on Alt Text and Caption for images. CONTINUE stop
3 of 3 left
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Image Alt Text and Caption

Alt Text (alternative text) is required to comply with the Americans with Disabilities Act (ADA). Site readers
depend on Alt Text to describe images for blind and deaf blind visitors. Keep in mind that Alt Text is different

from a photo caption.

Example:

Caption: Women's volleyball team hosts 2012 NEAC tournament this weekend.

Alt Text: Team members slap hands and clap as they congratulate each other on the court.
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Modify Content - Revision

To modify content of a published page (or article, section, author), you will need to create a new Revision.
1. Open the page, article, or section
2. Click on the gear button * on the upper right corner of the window

O =

URLs ~

3. Select Start Revision

e

New Page
Copy This Page
Create Content Jemplate

Start Revision
4. Make modifications needed

5. When ready to submit the changes, click WORKFLOW On the upper right corner of the window.

a. Editor: Add a comment (optional) for the manager, then click TO DEPT MGR to submit
@ [Tl WORKFLOW ~ o

Workflow

| Optional Workflow Comment

TO DEPT MGR

b. Manager: Add a comment (optional). Click TO UC if ready to submit to UC. Click BACK TO
EDITOR if you would like to send it back to the editor to make additional modifications.

© ° XN -

Workflow

Optional Workflow Comment

TO UC

BACK TO EDITOR
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New Content vs. Copy an Existing Content

When you would like to add a new page (or article, author) and if there is an existing page that has the same
settings, you have the option to copy it to a new page, then update the content.

1. Open the page, article, or section
2. Click on the gear button ::: on the upper right corner of the window

O =

URLs ~

3. Select Copy This Page (or Article, Author)

00

Copy This Page

New Page

4. This creates a new page. Define the URL and update the information for the new page.

If you select New Page from the option, a brand new empty page will be created. You will need to define the
settings and add modules, etc. from scratch.

0O
New Page / |

Copy This Page

You can also add a new content from the Search page.

1. Click in the Search bar on the top of the window.

— BYU Q, Search

HAWAII

2. On the left bottom corner of the window, locate the Create section. Select the Content Type you
would like to create, click NEW.

Create

Page - NEW
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Content Type: Section, Page, and Article

Section is the Homepage of your site. It consists of Lead and Content.
Page and Article are quite similar. The main differences are the Content module options available.
Page should be assigned to a Section. It also consists of Lead and Content.

Article also should be assigned to a Section. It consists of Lead and Body. The Body has only two options: Rich
Text and List; while Page offers more Content module options.

The screenshot below is an example of a page with no Lead.

A You are currently impersonating: BYUH Yifen Beus - Stop Impersonating

(=] e BYUH Yifen Beus

MAIN OVERRIDES AMP SEO SHARE Now U Desktop (1280} - Page: FAL: Reso... ~ URLs ~

[resources -

Display Name - -
BYUH Facult.. ~ Perm.. =
Resources
=== RESOURCES -

+ ) Add UR
Internal Name -
FAL: Resources Sits

ites ~

i owner:

Hide Display Name?

BYUH Faculty of Arts and L...

Access
Description —— w S None -
B J U -~ o M- HZHIHLHS HE Clte <>

Revisions -~

o
Lead
- In Progress
Content New Revision
Facums ot e . iors #

vow

1 List: (Card. Text Only) Student Resources -

Below is the screenshot of a Section with a Lead promo.

Lead PROGRAMS RESOURCES FACUITY & STAFF

If a Lead is added, it will appear before the content.

v Promo: (Promo - Full Width) Faculty of Arts & Letters

Content

If Content is added, it will replace the dynamic resulits.

1 List: (Card, Image On Top) Communication, Media, and Culture Program, Engli... =
2 Rich Text: (RichText) Each program prepares students by drawing on establishe... =

(+) add

(

\*J

Tags

7=y

)

Promo Style - Commlmicétiltu. Media, and English Film
ulture

14



Some popular or most frequently used lead and/or content modules:

e  Promo - Full Width

e  Promo — Full Witdth — Large
e List—Card, Image On Top

e List — Card, Image On Side

e List—Card, Text Only

e Gallery — Carousel

e Rich Text
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Content Type: Video

There are two options to add a video to a page.

Video from a Computer or a Device
1. On the Video page, select HTMLS5 as the Provider
2. Click the + button and upload the video file

3. Click the WORKFLOW button on the upper right corner of the page to submit the video for approval

Video: BYU-Hawaii

MAIN OVERRIDES METADATA AMP COMN

Provider

HTMLS hd
1 Video File: BYU—Hawaii _ Home Page.mp4

TN
| + ) Add Video File
S

Video from YouTube

1. On the Video page, select YouTube (URL) as the Provider
2. Add the YouTube URL or ID

3. Click the WORKFLOW button on the upper right corner of the page to submit the video for approval

Video: Hukilau

MAIN OVERRIDES METADATA AMP CON

Provider

YouTube (URL) -

YouTube URL or ID

https://www.youtube.com/watch?v=CTFz8B6mz8s
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Content Type: Attachment

When you have a file that you need to add to your site, use Attachment to upload the file then you can link
an image or content to the attachment.

Note that files on a web page are required to comply with the Americans with Disabilities Act (ADA). Below
are the links to the instructions on Accessibility Checkers on Microsoft Office and PDF.

https://support.office.com/en-us/article/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-

432b-8bd8-5ad801426c7ftbkmk not

https://www.adobe.com/accessibility/products/acrobat/using-acrobat-pro-accessibility-checker.html

Follow the process below to ensure your file passes all ADA requirements:

Run the checker on your MS Office files (Word Document, Excel, etc.) first
Make necessary updates to pass all ADA requirements

Save the file

Convert the file to .pdf

Run the checker on .pdf file

Make necessary updates to pass all ADA requirements

Save the file

17


https://support.office.com/en-us/article/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f#bkmk_not
https://support.office.com/en-us/article/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f#bkmk_not
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Link

Use Link %2 to set a clickable link to an external URL or an internal content including section, page, article,
attachment or video.

1. Click the Link button &2 to open the Edit Link page.

Rich Text
=

BIUY -~ = =EEZEE oBBRDra feB- >

Facebook Instagram Tweet H2 H3 H4 H5 H6 Cite | H~ B Trak - a -

X (e

2. Type the Link Text, select either External of Internal, and specify the Item.

' Edit Link

Link Text

Example

Link

Internal -

MAIN ADVANCED

Item

{Required) Q

Internal Link

Edit Link
Description

B I U ~ @ M- HZH3t

- Link Text
[Program Overview] Media of con LEARN MORE
shaping the world we live in: from
to other entertainment media. Th
teaches students the foundation ¢ Link
The curriculum includes a wide ra
issues such as media criticism, me (DiEL M
effects. Students are expected to
teamwork skills, and the ability to MAIN ADVANCED
ideas in the contemporary media [r—

Majors, Minors, and CertificatesConm Item

(B.A.)
Communication Minor

Multimedia Communication Certit

If the content to link is within Brightspot, use the Internal link option.

Communication, Media, and Culture Program Q , X

Below is an example of setting an internal link.

1. Click the Link button &2 to open the Edit Link page
2. Type the Link Text, LEARN MORE
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3. Select Internal link type

4. Click the spyglass button 2 to search for the specific content you wish to link. This also works with
an attachment.

5. Click SAVE & CLOSE

6. LEARN MORE text now appears in the content with the link

External Link

Edit Link
Hide Display Name?
If ena Display Name will not be shown on th
a Link Text
APPLY HERE

Description
B I U ~ M- H2H3 HA H5 HE C Link

External ~
The 2020 Asia Pacific Career Conference will

Express your interest and apply by completir MAIN ADVANCED
APPLY HERE
URL
Parent Start all external links with http://
Alumni & Career Services (ACS) https://byuhi.az1.qualtrics.com/jfe/form/SV_aXJQEITnDyBsvVmt

Below is an example of setting an external link.

Click the Link button =2 to open the Edit Link page
Type the Link Text, APPLY HERE

Select External link type

Place the URL

Click SAVE & CLOSE

APPLY HERE now appears in the content with the link

AN
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Email and Telephone Links

Edit Link
Email

carol.peterson@byuh.edu
Link Text

carol.peterson@byuh.edu
short Biography /

B I U ~ @ M~ H2Z H3 H4 H5 He C

Link
Administrative Assistant External -
McKay Classroom Building 199
(808) 675-3616 MAIN ADVANCED

carol.peterson@byuh.edu

Full Biography URL

Start all external links with http://
B I U ~ =~ =

EH~- B2 .
mailto:carol.peterson@byuh.edu

Tweet H2 H3 H4 HS5 H6 Cite <>

Below is an example of setting an email link.

Click the Link button =2 to open the Edit Link page

Type the Link Text, APPLY HERE

Select External link type

Enter the URL, start with mailto: and followed by the email address
Click SAVE & CLOSE

The email address now appears in the content with the link

o Uk wWwNRE

Below is an example of setting a telephone link.

Edit Link
Email

carol.peterson@byuh.edu
Link Text

(808) 675-3616

Short Biography /

B I U ~ @ M~ H2 H3 H4 H5 H6 C

- Link
Administrative Assistant External -
McKay Classroom Building 199
(808) 675-3616 MAIN ADVANCED
carol.peterson@
URL

Full Biography
Start all external links with http://
B I U - =~

B~ A
. tel:+18086753616
Tweet H2 H3 H4 H5 H6 Cite <>

1. Click the Link button &2 to open the Edit Link page
2. Type the Link Text, APPLY HERE
3. Select External link type
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4. Enter the URL, start with tel:+ and followed by the full phone number
5. Click SAVE & CLOSE
6. The telephone number now appears in the content with the link
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