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Faculty/Staff Member  Help Guide  
FusionTools and FusionPages  

Audience: Website Administrators, Faculty/Staff  
Overview: What are FusionTools?  
FusionTools is a comprehensive, multimedia platform offering Blogs, Photo Slideshows, Videos, Podcasts, 

Wikis, messa ging and RSS Feeds. These tools all coexist in an integrated K -12 safe (i.e. CIPA compliant) 

environment.  It is organized in a manner that is ideal for Faculty/Staff Member s through incredible 

simplicity and efficiency, and provides tools that merge the v alues of class w ebsites and email 

communication.  

 

The student participation platform (commenting on blogs, podcasts, videos, etc .) enables students to 

converse online regarding educational topics posted by their Faculty/Staff Member s. This is an incredible  tool 

for Faculty/Staff Member s who wish to engage students in interactive learning activities after the traditio nal 

time in a classroom ends ð all this in a 100% safe environment that's appropriate for K -12 educational use 

and 100% CIPA compliant.  

 

Fusion Tools include a unique RSS feed solution, which gives each user their own personal feed.  These 

personal RSS feeds contain information regarding their personal events, general school information and any 

updates from all of their Faculty/Staff Member s.  Add itionally, traditional RSS feeds are available for the 

school and each Faculty/Staff Member .  To learn more about RSS Feeds, please visit our RSS section.  

 

Begin Using FusionTools by Setting up a P rofile  
FusionTools are available to all SchoolFusion Facul ty/Staff Members  after login via  

Personal Dashboard > FusionTools  or via Personal Dashboard > My Personal Settings .  

 

Once FusionTools are activated, a Faculty/Staff  member is guided through a simple and fast set -up wizard, 

enabling them to activate the fe atures that will best help them communicate with their students.  The profile 

page is the first step to begin using FusionTools and is the launching point into Blogs, Photo Slideshows, 

Podcasts, Videos, Wikis, and more.  This profile will be accessible to users from the Staff Listing and at the 

top of any FusionPage where they are an administrator.  

 

Users will only be able to create a profile at the site where their account lives; even if a 

Faculty/Staff Member  belongs to multiple schools, he/she will only  have one profile. Website and 

District Administrators will be able to edit a Faculty/Staff Member ôs Multimedia Blog, including 

editing or deleting a post and updating the settings of a particular post .  

 

Create a Profile   

The first step of the wizard popu lates the Faculty/Staff 

Member ôs profile page. The requested information 

includes:  

Á Public Name : The name that will be displaye d to 

your users (i.e. Mr. Smith) .  

Á Your P icture : A placeholder image appears here 

until the Faculty/Staff  member adds an image of 

their own.  

Á Personal Statement:  This provides Faculty/Staff 

Member s with a place to tell visitors something 

about themselves, such as why the y became a 

teacher  or what their favorite class was when they 
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were a student.  

 

Populate all of the necessary inform ation.  

> Continue  

 

Congratulations, your profile has been created!  

After selecting the ñContinueò button, you will be 

presented with a welcome page that includes additional 

information about FusionTools, including a direct link to 

your profile page.  To start populating the Multimedia 

Blog, select the ñContinue to Your Profile Pageò link. 

 
 

Profile P age   
The profile page displays your picture, the information 

that you entered into your Personal Message, links to the 

most recent  public Discussion Topi cs (Blogs, Phot o 

Slideshows, Podcasts, Videos and Wikis), a list of 

classrooms  and/ or FusionPages that you are the 

administrator of, a list of student members of your 

FusionPages, analytics of your discussion topics and a 

usage graph.  

 

Any visitor will be  able to view this page and access the 

links to the Multimedia Blog and any public FusionPages. 

Only the Multimedia Blog owner will have access to this 

usage chart, analytic information and list of students.  

 

 

 

FusionTools Personal Dashboard  
Once you ha ve activated your FusionTools Profile, you will have access to your Pr ofile, FusionPages 

FusionTools and Reports through your Personal Dashboard. This information can be edited from any site that 

you log  in to within your organization . 

 

My Profile  
The pro file page displays the profile picture, message center, the information entered into the Personal 

Message, links to the most recent  public  Blogs , Slideshows, Podcasts, Videos and Wikis, plus a list of 

classrooms or FusionPage s that the user is the administ rator of via the FusionPages link.  

 

Any visitor will be able to view this page and access the links to the Multimedia Blog and FusionPages, if they 

are set as public.  
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Access  Your Profile:  > My Account > Profile  

 

Edit your profile: > Edit my profile  

 

Note: This page can also be accessed through the ñMy 

Personal Settingsò link in the Personal Dashboard.  

 
Personal Settings  Tab 1: My Profile  
This tab allows you to ma ke adjustments to your profile, including name, image a nd message.  

 
My Profile Tab  

Add/ Update:  

¶ My Public Name: This name is what appears to 

users in FusionPages.  

¶ Image: To replace the image, Click > Replace 

Picture .   

This will remove the picture allowing you to add a 

new picture in its  plac e.  

¶ Personal Message : This can edited using the 

cont ent editor .  

> Save  

 
Personal Settings Tab 2: Personal Info  
This tab allows you to update your personal information. Please note: Based on the settings decided on by 

your organization, you may not be able to change pieces of your personal information. Ple ase contact a 

school administrator to update your information.  

 

Personal Settings Tab  

Add/ Update :  

¶ User Name  

¶ First Name  

¶ Last Name  

¶ Phone Number  

¶ Email Address  

¶ Job Title  

Note: A ny areas that you are unable to update will be 

grayed out.  

> Change Information   

 

 

Personal Settings Tab 3: Password  
Based on the settings decided on by your organization, yo u may not be able to change your p assword . 

Please contact a school administrator to update your information.  
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Password Tab:  

¶ Password  

¶ Confirm Password: Enter the same password  

> Change Password  

 
Personal Settings Tab 4 : Notifications  
The Notifications tab contains three links that allow the user to control all messaging options.  SchoolFusion 

send s out two types of daily emails:  the Recent Activity Digest and  the Daily Event Digest.  

Daily Activity Notifications aka Recent Activity 

Emails : > Daily Activity Notifications > Yes/No > 

Submit  

 

Daily Activity Notification is an e mail that all users, 

including Faculty/S taff and parents , are automatically 

signed up f or. This email will contain information 

regarding all FusionPages that you and your child(ren) 

are members of. It will be sent every Sunday to 

Thursday, with information from Friday and Saturday 

appearing in the Sunday edition , i f information has been 

ente red within the proper time  frame. If information has 

not been entered within the proper time frame, a daily 

email will not be sent , or the information will be 

included in the next edition . 

 

Any information that is included in the Recent Activity 

Digest ema il will also be included in a users ñRecent 

Activityò posting and any RSS feed. This is available to 

the user two different ways.  

 

1.  A Recent Activity box is at the top of your 

SchoolFusion site upon logi n. The box containing 

this information will appear upo n login once every 

four hours. At this time, this feature cannot be 

permanently turned off.  

2.  The ñRecent Activityò link that is available through 

the userôs Personal Dashboard. For parents, this 

information is always available for their children 

via the ñMy Familyò link found in their Personal 

Dashboard.  

 

The Recent Activity Digest email contains information 

added to the system within the prior 24 hours, and will 

contain information for the upcoming three days. In 

order for parents to be notified of upcomi ng events in a 

timely manner, we do suggest that Faculty/Staff 

Member s are entering events and assignments into their 

classrooms at least two days prior to the due date.  

 

This email could potentially include the following 

information, based on the conf igu ration of each 

organization and the information entered by the 
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Faculty/Staff Member :  

¶ Home work assignments  

¶ Class announcements  

¶ Class Calendar Events  

¶ The addition of new Class  files  

¶ Blog entries by Faculty/Staff Member s of 

FusionPage s that the user is a mem ber of  

¶ Responses to any comments that the user has 

posted  

¶ Grades  

¶ Message Center Notifications  

The email will break down this information by 

Classroom/ FusionPage  Name. For Example: Math 101 

Homework.  

 

Change Messaging Options : > Change Messaging 

Option s > Submit  

 

This allows you to select how you will be notified when a 

message is sent through the SchoolFusion Message 

Center. See the My Message Center section for more 

infor mation regarding Message Center.  

 

The two options are:  

1.  Receive an email for each  message ï An email will 

be sent immediately when someone sends a 

message.    

2.  Do not receive an email ï Instead, you may be 

notified of a new message when you log in, as well 

as your nightly Recent Activity Email.  

 

 

Set Up Daily Digest : > Set up Daily Di gests  

 

This email includes information contained within the 

community calendar that belongs to the site where your 

Account lives. You will  need to sign up for this email  and 

have three options:  

1.  Send me a daily "Your School Digest" the day of. 

In this cas e the email will be sent the day of the 

event.  

2.  Send me a daily "Your School Digest" the day 

before. In this case, the email will be sent the day 

before the event.  

3.  Do not send me the daily "Your  School Digest ."  

 

 
Personal Settings Tab 5: My FusionPages  
This tab displays a list of all Fusio nPages that you are a member or an administrator of, including archived 

classrooms. A user can view each FusionPage, but will not see the pencil or red x.  Only an administrator can 

edit or delete a FusionPage.  If data  synchronization is used by your district to create FusionPages, and 

membership is removed by the user, a previously deleted FusionPage may reappear on the My FusionPage s 
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list.  Please contact your District Administrator for questions regarding this issue.   

My FusionPages  

 

¶ Visit a FusionPage: > FusionPage name  

¶ Edit a FusionPage:  > Pencil icon  

 

This will take you to the FusionPage where you can edit 

everything from members of the page to the 

configuration of the page.  

 

Remove  FusionPage  Membership : > Red X  

This removes a your membership from within a 

FusionPage. If you are the only Administrator within a 

FusionPage, you will not see the red X.  

 

Based on your District Settings, if Membership is 

created and managed though the Automated process, 

your membershi p in a FusionPage may return.   

 

Tab 6: Permissions  
The My Permissions Tab displays all Content Management Pages and Forms Beta that you have been given 

permissions to edit. This will include CMS Pages and Forms where you have permissions from all sites in the 

District Organization.  

 

For Further information on CMS Pages and Forms Beta, please see the HelpCenter .  

CMS Page Permissions  

 

¶ Edit a CMS Page : > Pencil Icon next to the page 

title  

¶ Access the Settings of a CMS Page:  > Gear Icon 

Next to Page Title  

 

Form Permissions  

Access a Forms Beta :  > Form Title  

 

My FusionPages  
My FusionPages provides links to all FusionPages that you are the administrator of, or are a member of, 

broken down by FusionPage type.  

Access a FusionPage:  
FusionPages > FusionPage  Name  
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Add Content to FusionPages :  

Through your Personal Dashboard, you can add the following content to any of your FusionPages:  

¶ FusionPage Announcements  

¶ Class Homework  

¶ FusionPage Calendar Events  

More content can be added to FusionPages by accessing th e actual FusionPage.  

Add FusionPage Content :  Personal Dashboard > 

Create > FusionPage Content    

 

 
Add Content Tab #1: Announcement  

The Announcements section is where you can post announcements and messages for FusionPage members.  

Add  a  FusionPage An nouncement :  

Add  

¶ Title  

¶ Content  

¶ Image  (If desired)  

 

A check box system is available when adding an 

announcement , allowing you to designate which 

FusionPage(s) the announcements will appear on.  This 

provides for easy posting of announcements in multiple 

pla ces. A separate date can be set for each FusionPage  

for when the announcement should appear.  

 

By clicking on ñMore Optionsò you can designate when 

the announcement should no longer be visible, add an 

image alt text, or choose to also display the 

announceme nt at the top of the page.  

Once an Announcement has been added, please access 

the FusionPage to edit or delete the announcement.  

 

 
Add Content Tab # 2 : Homework Assignment  

The Class Homework section allows the class administrator to post homework assig nments with due dates, 

as well as provide the additional option of allowing students to submit homework online. When assignments 

are added using this feature, they automatically appear on the class calendar.  Please note that this feature 

is only available  in a classroom FusionPage .  
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Add a Homework Assignment:  

¶ Assignment Name  

¶ Description  

¶ Check  ñAllow students to submit homework onlineò 

if desired .  
¶ Add due date(s)   

If the classroom administrator has chosen to allow 

students to submit their homework onlin e, students will 

see a link under the assignment name that reads 

ñSubmit your file.ò  The next time the class administrator 

logs in, if students have submitted files, they will see a 

red link under the homework assignment that indicates 
that assignments ha ve been uploaded.   

Once a Homework Assignment has been added, please 

access the FusionPage to edit or delete the 

announcement.  

 

Add Content Tab 3: Event  

The FusionPage Calendar allows the FusionPage administrator to post dates on your FusionPage calenda r, 

which automatically filters to the personal calendars of all FusionPage members.  

 

Any events that you add to the FusionPage calendar will appear on the personal calendar of any FusionPage 

member .  

 

Please note: Events can only be added to FusionPages th at belong to the logged in site. If you are the 

administrator of FusionPages that live at other sites within the organization, please login directly to those 

sites to add events to those FusionPage Calendars.  

Add a FusionPage Event  
¶ Event Name : This field  is required and should 

reflect the name of your event.  

¶ Date:  This field is required. Click in the box and a 

pop -up calendar will appear and allow you to select 

the correct date.  

¶ Start  Time:  The time the event will start; the 

minute is in five minute incre ments.  

¶ End Time : The time the event will en d; the minute 

is in five minute increments.  

¶ Time Setting  

¶ Event has a time  

¶ Event has no time  

¶ Event l asts all day  

¶ Summary:  The summary will appear when you 

mouse over an event on the calendar.  It has a 

maximum of  55 characters.  

¶ Description:  Use this to provide additional 

information about your event. There is no limit to 

the description field.  

¶ Home Game/Away Game : This will only appear 

within a team page. This information will appear on 

the calendar event as ñHome Gameò or ñAway 

Game .ò 
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¶ Contact:  Use this if you would like to include a 

contact name and contact information in your event 

information.  

¶ Location:  If a location has been created, you will 

see this dropdown menu and will be able to select 

the appropriate l ocation.  

¶ Facility:  If a facility has been cre ated,  it will appear 

in this dropdown menu. By associating a facility 

with an event, you are reserving the facility and 

preventing it from being double booked.  

¶ Link Name:  Provide a link to a website directly i n 

the calendar event.  

¶ Email Notification:  Set notifications for events to 

be sent a specified amount of time before an event.  

¶ Accept R.S.V.Ps : Allows you to send out an 

invitation, accept R .S.V.Ps and place a limit on 

attendance.  

¶ Repeat Event:  An event ca n be set to repeat.  

¶ FusionPage s:  Available when Advanced Add Event 

is turned on. This allows the FusionPage  

administrator to add the event to all FusionPage s 

that they administer.  

 

Add the event:  >  Approval Options  

¶ Add Event then view event listing  

¶ Add Event then add another  

¶ Cancel  

If the ñAccept R.S.V.Psò option has been chosen, once 

the appropriate ñAdd Eventò button is selected, a pop-up 

box requiring further information will appear. There are 
three options with RSVP:  

¶ Allow anyone who can view this event to R.S.V.P.  

¶ Only allow people I invite to R.S.V.P.  

¶ Enter a maximum attendance or leave it blank if 
there is no limit.  

Populate the necessary options, > Next . An R.S.V.P. 

Complete window confirming the choices will appear, 

and > Back to FusionPage Hom e  will return the 

administrator to the FusionPage  site.  

 

To edit or delete an event, please access the 

FusionPage.  

My Multimedia Blog   
(Accessed through Account > Multimedia Blog and/or Create >Discussion Topics)  
The Discussion Topics  link within Fusio nTools is available to all Faculty/Staff  users who have activated their 

FusionTools profile and contains links to Blogs, Photo Slidesho ws, Videos, Podcasts, Wikis and more.  

 

What is a Multimedia Blog?   

SchoolFusion has taken the traditional elements of a blog, a Video and Podcasting system, a photo album 



 

Last Updated: July 25, 2011  10  

and Wikis, and combined them into one location. Users will be able to read and comment on a Faculty/Staff 

Member ôs blog postings, podcasts and videos, and photo albums from one page.  

 

The Multimedia Blog page shows all the various posts in one location regardless of the posting type. From 

this page, a Faculty/Staff Member  will be able to add more posts, edit existing pos ts, administer future 

postings and configure podcast feeds. Users will be able to comme nt on any blog post that the Faculty/Staff 

Member  allows through the system ôs student participation platform.  

 

Students and parents can access a Faculty/Staff Member ôs Multimedia blog through the Faculty/Staff 

Member ôs Faculty/Staff Profile, through one of  the Faculty/Staff Member ôs FusionPages or through their 

personal Recent Activity.   

View My Blog  
 

Log in >  My Account  > Multimedia Blog  

 

The View My Blog page shows all of the various public 

Multimedia Blog posts that you have created in one 

location, regardless of the posting type. From this page, 

you will be able to add more posts, edit existing pos ts, 

administer future postings and configure podcast feeds.  

 

Users will be able to comment on any public blog post 

that the Faculty/Staff Member  allows th rough the 

system ôs student participation  
 

Add Discussion Topic  
Adding Content to the Multimedia Blog  

All Blogs, Podcasts, Videos, Slideshows and Wikis will be created using the ñAdd Discussion Topicò link. 

Blogs, Podcasts, Videos and Slideshows are add ed to the site  using the same method, and have the same 

general options, although Podcasts/Videos and Slideshows have additional selections. Below is the basic 

method of creating a Discussion Topic. Specifics f or each Discussion Topic type are  discussed be low.  

 

Please Note: Wiki  Topics are created usin g a different format from Blogs, Podcasts/ Videos and Slideshows 

and will be discussed below.  

Create a Discussion Topic :Create  > Add Discussion 

Topic >  

 

Step 1: Choose a P ublishing Date  

User Arrows to selec t a publishing week  

or  

Click in date box to choose a specific date.  

 

Step 2: Add your content  

1.  Add a Title  

2.  Add Content   

3.  Share with My Colleagues  ï I f checked, this 

option allows you to share this post wit h other 

Faculty/Staff Member s in your school  and ev en 

publish to the ñIdea Exchangeò library. See the Idea 

Exchange section for more information.  

4.  More Options  ï This link allows the blog owner to 

determine several options.  

a.  Enable C ommenting  ï This allows users to 
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comment on this post.  

b.  Anonymous P articip ation  ï The default is 

unchecked or ñNo.ò Users are required to have a 

login to the organization to post to a blog. 

Changing this setting to yes allows anonymous 

users, who have not logged into the site, to post 

to the selected blog.  

c.   Private Moderation  ï The default is ñNoò or 

unchecked, giving  moderators across the district 

the ability to approve comments. This ensures 

the most rapid approval time. Setting this to 

ñYesò will only allow the blog owner to approve 

in this discussion. Only comments from users  

who have not earned the right to post freely will 

be moderated. Comments from students who 

have earned the right to post freely and other 

Faculty/Staff Member s will not be moderated 

before they appear in the discussion thread. 

Please be c autious when usin g this option and 

understand the full implication of this choice. 

You must be an active moderator in order for 

this option to be successful. If comments are 

not approved in a timely matter, the overall 

conversation will be stifled. This can also be set 

under the ñAdminò link which appears after the 

blog has been published.  

d.  School wide P articipation  ï The default is 

checked or ñYes.ò Setting this to ñNoò limits the 

users who can participate to the members of the 

classrooms that are specified. All users in the  

site will still be able to view the blog, but not 

participate. This can also be set under the 

ñAdminò link, which appears after the blog has 

been published.  

e.  Use Code Names  ï The default is checked or 

ñYes.ò  This allows the blog owner to determine 

if this  blog will be shown in the Multimedia blog 

list.  If ñPrivateò is checked, then this blog and 

all associated comments will only be visible to 

the FusionPage members that the blog is 

assigned to. If ñUse Code Namesò is unchecked, 

then the blog is automatica lly private. Public 

blogs must use code names. This option can be 

checked in conjunction with the Private option.  

f.  Private  ï The default is set to unchecked or 

ñNo.ò  This allows the blog owner to determine if 

this blog will be shown in the Multimedia blog  

list.  If ñPrivateò is checked, then this blog and 

all associated comments will only be visible to 

the FusionPage members that the blog is 

assigned to.  

 

Step 3: Choose Your FusionPage(s)  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


