Governorsonline Support System
Users Guide

The Governorsonline Support System provides Governing Bodies in Suffolk with an online system to organise and share information relating to the governing body and the management of the school.  The system has been recently upgraded.  This User Guide applies to the new system.

This guide is to help governors use an existing site.  It is in two parts.  The first part is to help new governors to access information available for their school.  Part 2 gives guidance on adding and editing information on the site. A separate guide is available giving help on setting up a new governing body site.  
1 Accessing information

Log into the new system at http://www.governorsonline.co.uk/suffolk/   using  your Username and Password. Your Username and Password should have been included in your School Induction pack or can be obtained from your school Admin Contact for the Governorsonline System.  
N.B. The system makes use of pop-up windows at times so you should set any pop-up manager(s) you may have to allow pop-ups for this site.
Once logged on, navigation within the system uses the six tabs at the top of the page.

Home
On logging on, the system will open on your Home tab.  This page gives general information and highlights the latest information on the site.
Diary Dates – shows the next three dates in the diary

Latest Documents – shows the last five documents loaded on to the system.  You can read or download any of the documents by clicking on the link.
School Notices – these are notices for governors posted by your admin contact.

Suffolk Notices – these are notices posted by the Governors Support Service

General Information – gives details of your last login, your local contact and links to help documents and support

Governor Services – give details of how to contact Suffolk Governors  Services

Governors

This shows a list of all of the school governors.  Click the 

 along side a name to view their details.  You should notice that alongside your name there is also a 

icon.  Click this to edit your own details, clicking ‘Save’ when you are ready.  You can send email to individual governors simply by clicking on their email address in the main list and there is also a button allowing you to send email to all governors.

The dropdown menu labelled “View Governing Body Information” gives printer friendly summaries of governor information.  Particularly useful are the “Contact Details” and the “Responsibilities Grid”

Committees

This page lists the governing body committees. 

The 

 gives a printable summary of the committee including its Terms of Reference (TOR) and membership.

The 

 gives access to some functions relating to the committee including diary events, documents and the option to send email to the members.

Diary

Gives a list of meetings.  Initially this is a full list of future events in date order but a search can be defined to limit the time frame, the committee and/or the title.
Documents

This tab gives access to documents stored on the system.  They are organised in folders relating to each committee and to the full governing body.  Other folders or sub-folders may have been added to help organise the documents further.

open any folder by double clicking it or by clicking the [image: image5.png]


 icon beside the folder. 

Open or download a document by double clicking or by selecting it and clicking ‘Download’

Search for a document by a word or phrase in the title or comments using the Search dialog on the left hand panel.

How to add documents and folders is described in part 2.

Documents can be in one of a number of formats.  Most schools will prepare documents in MS Word saving as ‘.doc’.  This may be the most convenient format but there is a risk of viruses being transmitted in this format.  Sharing Word documents as Rich Text Format (‘.rtf’) is safer and schools may prefer to have a policy to share only ‘rtf’ files.  Txt, pdf and html formats can also be stored.

Links
This page contains a list of useful links.  Some are general links provided by the system and others have been added by your Admin Contact.  If you have suggestions for other links to be included, mention them to your Admin Contact.

2 Adding and Editing Information

Full management of information in the Governorsonline System is carried out by the Admin Contact or other users with Admin privilege.  However, other governors are also able to add and edit some information on the site.
Governors details – all governors are able to update their own details.  This is done by clicking the 

 beside their name.  Once changes have been made they are saved by clicking “Save”.

Diary – New events can be added by clicking “Add New Event” at the bottom of the diary page.  Set date, time, the relevant committee or full body and a title.  Then click “Save”.

Document – To load a document into one of the folders, first select your destination folder, then click ‘Upload’ on the left hand side of the page.  A dialog will open confirming your destination folder.  Click ‘Add File’ and browse your own computer for the file to be uploaded and click ‘Open’.  If you have a number of files to upload to the same folder, you can click ‘Add File’ again to add to the list.  Once you have selected your file or files, click ‘Upload’ to load on to the system.

You should now set the information for the files.  Select the file and set the title (initially set to the file name), the Committee, the Doc type, the Date and any comments and then click ‘Save’.

Policies – if a document has been saved as a Policy, when it is edited again there will be two extra fields, ‘Last Reviewed’ and ‘Next Review’.  These can be used to monitor the regular review of policies. Policies are also included in the Policy Register which can be viewed by clicking ‘View Policies’ 

Editing Documents –To edit the content of a document, it should first be saved as a file on your computer.  This document can then be edited using your own Word Processor and the changed document saved onto your computer.  This new version can then be saved by loading it on the site.  The new version will be saved as a separate document with the current date.  The older version may be deleted or left as an audit trail

If you have any problems or suggestions contact info@governorsonline.co.uk 
