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Introduction

The AlteonTraining.com administration engine enables designated Alteon Training staff members to easily create and manage content for AlteonTraining.com, the company's customer-facing Web site. Types of content include news articles, descriptions of upcoming company events, sidebar captions, and job listings. Certain users may also use the administration engine to upload images, schedule per-seat courses, add or modify training-center profiles, or perform other tasks.
The administration engine has several categories of users, each with its own set of permissions, based on the users' job responsibilities. Thus, the menu options that users see in the left navigation bar vary, depending on what user category they're in. Here are the categories:

Content Authors
Can create and modify articles. May not delete content.
Content Managers
Can perform all content-related tasks, including creating, modifying, archiving, and permanently deleting content. May approve or deny users access to the SimScheduler and Media Center. Can also add new Content Authors to the administration engine and set their permissions.
Human Resources
Can create, modify, and delete job listings. 

Media Users
Can view content in AlteonTraining.com's media access center.

Sim Users

Can find and book simulator time through the simulator reservation system at AlteonTraining.com.

System Managers
Can perform any task within the administration engine. Are the only ones who can add new users to the administration engine (aside from Content Managers, who can add new Content Authors).
Training Center Managers
Can schedule per-seat courses and set their prices.

Upon arriving at the administration engine, users are required to enter a user name and password to access the administration engine. If you don't already have a user name and password, and you're approved to use the engine, you can get them from your group's Content Manager or System Manager.
If you have further questions that aren't addressed in this user's guide, please write to support@alteontraining.com.
Articles
News articles can be found through the Alteon News box on the AlteonTraining.com home page. They may include wire stories, press releases, industry whitepapers, and other types of articles. 

To see a list of all the available articles, customers simply click the View all news articles link. Links to featured, or "flagged," articles appear in rotation in the Alteon News box itself. For more information on flagging articles, please see the How to Flag an Article section later in this user's guide.
How to Create an Article

Using the left navigation bar, go to Daily Activities > Articles > Create/Modify Article.

Click the Create Article link. This takes you to a page where you'll be presented with a text editor--sort of a simplified version of Microsoft Word--in which you can enter a headline, a subhead, an author, and the body text of your article. The text editor offers a number of formatting options and commands (bold, italics, copy, paste, print, etc.). You can also view the body text in either Normal or HTML format by clicking the appropriate tab beneath the body-text window. 

In addition, you need to enter a Stale date (just click the calendar icon to the right to select your date), and you must assign the article to a Category, choosing from the drop-down menu. The stale date is the date by which the article will be old news, and when it ought to be archived or deleted. Putting articles into categories keeps them logically organized so that visitors to AlteonTraining.com can find them quickly.
Once you're finished, click the Quick Save button to save the article, or click Preview Article to see what it'll look like on the AlteonTraining.com site. (Important note: once you're on the preview page, do not click your Internet browser's Back button, as this will erase the article and force you to start over.)
After you arrive at the preview page, if you wish to make further changes to the article, click the Edit Article button. If the article looks good as is, and you wish to save and activate it, click Save Article.

How to Modify an Article

Using the left navigation bar, go to Daily Activities > Articles > Create/Modify Article.

Find the article in the list provided and click the Modify link to its left. This takes you to the article's preview page. Click the Edit Article button near the bottom, and you'll be presented with a text editor that allows you to modify the headline, stale date, body text, or other elements as described above.

When you're done, you can click Quick Save to save the article, Preview Article to see what it'll look like on the site, or Cancel to cancel your changes.

How to Archive an Article
Archived articles are visible only in AlteonTraining.com's media access center, restricted to registered media users.

Using the left navigation bar, go to Daily Activities > Articles > Archive Article.

Find the article in the list provided and click the Archive link to its left. This presents you with a dialog box that says, "Are you sure you want to archive this article?" Click OK. 

To retrieve an article from the archive, and restore it to the Alteon News section of the site, go to Daily Activities > Articles > Archive Article, find the article in the list provided, and click the Unarchive link to its left.

How to Delete an Article
Important note: deleting an article immediately and permanently removes it from AlteonTraining.com. You will not be able to retrieve it by any means.

Using the left navigation bar, go to Daily Activities > Articles > Delete Article.

Find the article in the list provided and click the Delete link to its left. This presents you with a dialog box that says, "Are you sure you want to delete this article?" Click OK.

Events

Upcoming company events appear in rotation in the Upcoming Events box on the AlteonTraining.com home page. To see a list of all upcoming events, customers click the View all events link. 

How to Create an Event

Using the left navigation bar, go to Daily Activities > Events > Create/Modify Event.

Click the Create Event link. This takes you to a separate page, in which you can enter the name of the event, a description, start and end dates and times, the location of the event, and contact information. All fields marked with an asterisk are required.
When you're finished, click the Create Event button at the bottom of the page, or click Cancel to cancel the action. Upcoming events you've created will automatically appear in the Upcoming Events section of AlteonTraining.com.
How to Modify an Event

Using the left navigation bar, go to Daily Activities > Events > Create/Modify Event.

Find the event in the list provided and click the Modify link to its left. This takes you to a separate page, in which you can make changes to the name of the event, the description, or other elements described above. 

When you're finished, click the Modify Event button at the bottom to save your changes, or click Cancel to cancel the action. 

How to Delete an Event
Important note: deleting an event immediately and permanently removes it from AlteonTraining.com. You will not be able to retrieve it by any means.

Using the left navigation bar, go to Daily Activities > Events > Delete Event.

Find the event in the list provided and click the Delete link to its left. This presents you with a dialog box that says, "Are you sure you want to delete this article?" Click OK.

Users
This section of the administration engine enables managers to add a new user; change an existing user's role, status, or personal information; or delete an existing user.

How to Add a New User
Using the left navigation bar, go to Daily Activities > Users > Manage Users.

Click the Add a New User link. This takes you to a separate page, in which you can enter the user's name, address, and other personal information; assign a user name and password; and designate a role, or user category (Content Author, Training Center Manager, Human Resources, etc.). All fields marked with an asterisk are required. You may also select a challenge question (e.g., "What is your mother's maiden name?") and enter an answer, as well as indicate whether the user should receive site updates.
Finally, you need to enter the status of the user account, choosing from these four options:

Pending
The user's application has been received, but no action has been taken.

Approved

The user is granted access to the administration engine.

Denied

The user is denied access to the administration engine.

More Info

The user's application has been received, but more information is needed to process it.

If the status is set to Approved, Denied, or More Info, a notifying e-mail message is automatically sent to the requester. If the person is approved, the e-mail will contain his or her user name and password. You may use the Add Note field to include a message in e-mails going to those who were denied access or those who need to supply more information.

When you're finished, click the Add User button at the bottom of the page, or click Cancel to cancel the action. 
How to Change a User

Using the left navigation bar, go to Daily Activities > Users > Manage Users.

Find the user in the list provided and click either the first or last name. Note that you may use the Show drop-down menu to display only certain types of users, and you can click the less- and greater-than links in the bottom left corner to scroll through the list of users.
Clicking the user's name takes you to a separate page. Here, you can change the status of the user account and click the Update Status button; send an e-mail to the user; or modify the user's profile by clicking Edit Profile. The last action brings you to yet another page, where you can make changes to the user's name, his or her address, or other elements described above.
When you're finished, click the Update User button at the bottom to save your changes, or click Cancel to cancel the action. 

How to Delete a User

Using the left navigation bar, go to Daily Activities > Users > Manage Users.

Find the user in the list provided and click either the first or last name. This takes you to a separate page. Click Edit Profile to go to the user's profile. Next, click the Delete User button at the bottom. This presents you with a dialog box that says, "Are you sure you want to delete this user?" Click OK.

Note: System Managers cannot delete their own user accounts.
Training Centers
Training-center profiles appear in the Locations section of AlteonTraining.com. Each profile contains the training center's address and phone number along with an introductory paragraph, site photos, descriptions of local attractions and hotels, driving directions, and other content.

How to Create a Training-Center Profile
Using the left navigation bar, go to Daily Activities > Training Centers > Create/Modify Training Center.

Click the Create Training Center link. This takes you to a separate page, in which you can enter the name of the training center, the address, telephone and fax numbers, a description, and operating hours. Other fields allow you to include the name of the training-center manager and a manager's message.
You can also add a training-center photo or a manager photo by clicking the appropriate folder icon, which produces a separate browser window with a list of the image files available in the root directory. (To upload a new image file to the directory, use the Browse button at the bottom to locate the file, and click the adjacent arrow icon to upload it.)

In addition, the page has three text editors--sort of simplified versions of Microsoft Word--in which you can enter information about local hotels and attractions and directions to the facility. The text editors offer a number of formatting options and commands (bold, italics, copy, paste, print, etc.). You can also view the text in either Normal or HTML format by clicking the appropriate tabs beneath the body-text windows. When entering this information, you may find it helpful to look at an existing training-center profile--at either AlteonTraining.com or Daily Activities > Training Centers > Create/Modify Training Center--to see how it's formatted. 
Finally, if you'd like, select the Featured Location check box near the bottom of the page, and the training-center profile will appear in rotation in the Featured Location box on AlteonTraining.com's Locations page. 
When you're finished, click the Create Location button at the bottom, or click Cancel to cancel the action.
How to Modify a Training-Center Profile
Using the left navigation bar, go to Daily Activities > Training Centers > Create/Modify Training Center.

Find the training center in the list provided and click the Modify link to its left. This takes you to a separate page, in which you can make changes to the training-center address, the description, hotel or attraction listings, or other elements described above. 

When you're finished, click the Modify Location button at the bottom to save your changes, or click Cancel to cancel the action. 

How to Delete a Training-Center Profile
Using the left navigation bar, go to Daily Activities > Training Centers > Create/Modify Training Center..

Find the training center in the list provided and click the Modify link to its left; this takes you to a separate page. Click the Delete Location button at the bottom. A dialog box will ask, "Are you sure you want to delete this location?" Click OK.

WebMT Status
WebMT refers to Web-managed training, or "distance learning," courses offered by Alteon over the Internet. This section of the administration engine enables System Managers to post messages to AlteonTraining.com/WebMT regarding the status of the Web-managed training system (e.g., "The WebMT system is currently down").
How to Set WebMT Status
Using the left navigation bar, go to Daily Activities > WebMT Status > WebMT Status.

Enter your message in the WebMT Status field and click the Set Status button.

How to Flag an Article
This section of the administration engine enables managers to "flag" an article so that it appears in rotation in the Alteon News box on the AlteonTraining.com home page. You may also un-flag an article to remove it from rotation.

Using the left navigation bar, go to Toolbox > Flag Article.

Find the article in the list provided. In the Flagged column to the far right, you can see whether or not the article is currently flagged. To change its Flagged status, click the Flag/Unflag link to the left. 

About Alteon Pages

This part of the administration engine enables users to change pages within AlteonTraining.com's About Alteon section (What We Do, Company Overview, Vision/Mission, etc.). 

How to Modify an About Alteon Page

Using the left navigation bar, go to the About Alteon page record you'd like to modify (one of the following).

Toolbox > About Alteon Pages > What We Do

Toolbox > About Alteon Pages > Company Overview

Toolbox > About Alteon Pages > Locations

Toolbox > About Alteon Pages > Vision/Mission

Toolbox > About Alteon Pages > Diversity Policy

Toolbox > About Alteon Pages > Community Outreach

Toolbox > About Alteon Pages > Student and Intern Program

Toolbox > About Alteon Pages > Terms and Privacy Policy

Toolbox > About Alteon Pages > Applicant Privacy Policy

Here you'll be presented with a text editor--sort of a simplified version of Microsoft Word--in which you can make changes to the body text of the page. The text editor offers a number of formatting options and commands (bold, italics, copy, paste, print, etc.). You can also view the text in either Normal or HTML format by clicking the appropriate tab beneath the body-text window. 

When you're finished, click the Update button in the bottom left corner to save your changes. 

Media Center
This section of the administration engine enables users to upload images for use on AlteonTraining.com, modify image listings, delete images, and set the types of image files that are allowed (.jpg, .gif, etc.). It also allows them to edit the welcome message that appears in AlteonTraining.com's media access center.
How to Create an Image
Using the left navigation bar, go to Toolbox > Media Center > Create/Modify Image.
Click the Add New Image link. This takes you to a separate page, in which you can assign regular- and thumbnail-sized image files by clicking the folder icons to the right; this produces a separate browser window with a list of the image files available in the root directory. (To upload a new image file to the directory, use the Browse button at the bottom to locate the file, and click the adjacent arrow icon to upload it.)

The page also enables you to enter a description (required) and search keywords (optional) for your image. In addition, you must select the Public check box to make the image available on AlteonTraining.com, and you need to assign the image to one of four categories, reflective of the types of content on the site: Locations, People, Training, or Simulators. This helps keep the images organized.
When you're finished, click the Add Image button at the bottom, or click Cancel to cancel the action.
How to Modify an Image
Using the left navigation bar, go to Toolbox > Media Center > Create/Modify Image.
Find the image in the list provided and click the Modify link to its left. This takes you to a separate page, in which you can make changes to the description, file paths, or other elements described above. 

When you're finished, click the Modify Image Listing button at the bottom to save your changes, or click Cancel to cancel the action. 

How to Delete an Image
Using the left navigation bar, go to Toolbox > Media Center > Delete Image.

Find the image in the list provided and click the Delete link to its left. This produces a dialog box that says, "Are you sure you want to delete this image?" Click OK.
How to Add a New Allowable File Type

Using the left navigation bar, go to Toolbox > Media Center > Allowable File Types.
Click the Add New File Type link. This takes you to a separate page, in which you can enter a file extension (e.g., .jpg) and a description. When you're done, select the Accepted check box and click Submit.

How to Edit an Allowable File Type

Using the left navigation bar, go to Toolbox > Media Center > Allowable File Types.
Find the file type in the list provided and click the Edit link to its left. This takes you to a separate page, in which you can change the extension or other elements described above. When you're finished, click Submit. 
How to Edit the Media Center Welcome Message

Using the left navigation bar, go to Toolbox > Media Center > Welcome Message.
Here you'll be presented with a text editor--sort of a simplified version of Microsoft Word--in which you can make changes to the welcome message. The text editor offers a number of formatting options and commands (bold, italics, copy, paste, print, etc.). You can also view the text in either Normal or HTML format by clicking the appropriate tab beneath the body-text window. 

When you're finished, click the Update button in the bottom left corner to save your changes. 

Per-Seat Courses
Listed in the Training Solutions area of AlteonTraining.com, per-seat courses are classes that pilots can sign up for a seat at a time. This section of the administration engine allows managers to schedule per-seat courses for particular training facilities and set course prices.

How to Set Course Pricing
Using the left navigation bar, go to Toolbox > Per-Seat Courses > Course Pricing.

Find the course in the list provided and click the Modify link to its left. This takes you to a separate page with a list of Alteon's training centers, each with a Currency drop-down menu and a Price field. Locate the training center for which you wish to set pricing, select the proper currency type, and enter the price. To make the course unavailable at a particular location, simply set its Currency drop-down to "Not offered."
To save your changes, click the Update button at the bottom. When you're finished, click Done to return to the main Course Pricing page.
How to Schedule a Course
Using the left navigation bar, go to Toolbox > Per-Seat Courses > Course Scheduling.

Find the course in the list provided and click the Modify link to its left. This takes you to a separate page. Click the Schedule a new offering of this course link. Here, you'll be able to select a location, choose a start date (by clicking the calendar icon to the right), assign a start time, and enter the numbers of offered and remaining seats. When you're finished, click the Save button.

Note: if the training-center location you want doesn't appear in the Location drop-down menu, it may be because you haven't yet set its course pricing. To do that, go to Toolbox > Per-Seat Courses > Course Pricing in the administration engine (and follow the instructions above in this user's guide).

How to Update a Course Schedule
Using the left navigation bar, go to Toolbox > Per-Seat Courses > Course Scheduling.

Find the course in the list provided and click the Modify link to its left. This takes you to a separate page, where, for each offering of the course, you can update the start date, the start time, or other elements described above. When you're finished, click the Save button at the bottom.
Alternatively, to delete a course offering, simply click the Delete link to its left. You'll get a dialog box that says, "Are you sure you want to delete this course offering?" Click OK.

Reports
This section of the administration engine offers page-view reports for articles, simulator types, and training-center profiles, as well as a list of the 100 most popular search terms at AlteonTraining.com.

How to Generate a Page-View Report for Articles
Using the left navigation bar, go to Toolbox > Reports > Articles.
To see article page views for a particular day, week, or month, select the appropriate option button, then choose a date or date range from the drop-down menu on the right. The resulting list (assuming article views are found for that reporting range) displays the names of the articles, the dates and times they were created, and the number of times each article was viewed on AlteonTraining.com.

How to Generate a Page-View Report for a Simulator Type

Using the left navigation bar, go to Toolbox > Reports > Simulators.
To see simulator page views for a particular day, week, or month, select the appropriate option button, then choose a date or date range from the drop-down menu on the right. The resulting list (assuming simulator views are found for that reporting range) displays the names of the simulators, the tail numbers, the locations, and the number of times each simulator was viewed on AlteonTraining.com.
How to Generate a Page-View Report for a Training-Center Profile

Using the left navigation bar, go to Toolbox > Reports > Training Centers.
To see training-center page views for a particular day, week, or month, select the appropriate option button, then choose a date or date range from the drop-down menu on the right. The resulting list (assuming training-center views are found for that reporting range) displays the names of the training centers, the areas in which they're located, and the number of times each profile was viewed on AlteonTraining.com.
How to View Frequent Searches

Using the left navigation bar, go to Toolbox > Reports > Frequent Searches.

Here, you'll see a list of the top 100 search terms on AlteonTraining.com, with the number of times each term was searched for, ranked in descending order.
Jobs
Job listings appear in the About Alteon section of AlteonTraining.com. This part of the administration engine allows managers and human-resources personnel to create, modify, and delete job listings.

How to Create Job Listings
Using the left navigation bar, go to Toolbox > Jobs > Create/Modify Jobs.

Click the Create New Job Listing link. This takes you to a separate page, in which you can enter the job number, the job title, the location, a description, and qualifications. There are also fields for contact information and notes. All fields marked with an asterisk are required.

When you're finished, click the Create Job Listing button at the bottom of the page, or click Cancel to cancel the action.
How to Modify Job Listings
Using the left navigation bar, go to Toolbox > Jobs > Create/Modify Jobs.

Find the job in the list provided and click the Modify link to its left. This takes you to a separate page, in which you can make changes to the job title, the description, or other elements described above. 

When you're finished, click the Modify Job Listing button at the bottom to save your changes, or click Cancel to cancel the action. 

How to Delete Job Listings
Using the left navigation bar, go to Toolbox > Jobs > Delete Jobs.

Find the job in the list provided and click the Delete link to its left. This presents you with a dialog box that says, "Are you sure you want to delete this job listing?" Click OK.
Sidebar Captions

Sidebar captions appear one at a time in rotation in the lower left column of the AlteonTraining.com home page. This section of the administration engine allows users to create, modify, and delete sidebar captions.

How to Create Captions
Using the left navigation bar, go to Toolbox > Sidebar Captions > Create/Modify Captions.

Click the Create New Caption link. This takes you to a separate page, where you may enter caption text and assign an image by clicking a folder icon. The latter action produces a separate browser window with a list of the image files available in the root directory. (To upload a new image file to the directory, use the Browse button at the bottom to locate the file, and click the adjacent arrow icon to upload it.)

When you're finished, click the Submit button.
How to Modify Captions
Using the left navigation bar, go to Toolbox > Sidebar Captions > Create/Modify Captions.

Find the caption in the list provided and click the Modify link to its left. This takes you to a separate page, in which you can make changes to the caption image or text. When you're finished, click the Submit button. 
How to Delete Captions

Using the left navigation bar, go to Toolbox > Sidebar Captions > Delete Captions.

Simply find the caption in the list provided and click the Delete link to its left.
Settings
This section of the administration engine enables managers to change the way headlines, subheads, bylines, dates, and body text appear in articles on AlteonTraining.com. It also allows them to create, modify, and delete article categories, and link simulator database devices to ATMS devices.

How to Modify Article Style Elements
Using the left navigation bar, go to Settings > Style Manager.
Here, you'll find a list of article elements (body text, byline, headline, etc.) and the current style attributes for each element (font family, font size, font color, and so on). To change the style of a particular article element, click the Modify link to its left; this will enable you to edit the Attributes field for that element. 
When you're finished, click the Update link to the left to save your changes, or click Cancel to cancel the action. 

How to Create an Article Category
Using the left navigation bar, go to Settings > Category Manager.

Here, just under the Create Category headline, you'll see that you can create two types of article categories. The first is a Parent category, or a top-level category; examples include News Release and Industry Whitepaper. The second is a Child category, or a subcategory, that lives within a parent category. For example, Flight Training is a child category that lives within the parent category Industry Whitepaper.

To create a new parent or child category, select a category type, assign a parent category (if you're creating a child category), and enter a category name. When you're finished, click the Create button. 
The new category will immediately appear in either the Parent Categories list or the Child Categories list lower on the page.
How to Modify an Article Category
Using the left navigation bar, go to Settings > Category Manager.

Find the category in either the Parent Categories list or the Child Categories list and click the Modify link to its left. The information for that category will appear in the Create Category area near the top of the page. Make your changes there, and when you're finished click the Update button.

You may also change the order in which parent categories are listed on AlteonTraining.com. To do this, simply click the move up and move down links in the Parent Categories list until the categories are in the order you want.

How to Delete an Article Category
Using the left navigation bar, go to Settings > Category Manager.

Find the category in either the Parent Categories list or the Child Categories list and click the Modify link to its left. The information for that category will appear in the Create Category area near the top of the page. Click the Delete button. You'll get a dialog box that says, "Are you sure you want to delete this category and any children it has?" Click OK.
How to Link a Simulator Database Device to an ATMS Device
Using the left navigation bar, go to Settings > SIMDB/ATMS Link Manager.

Find the simulator database device in the list provided and choose an ATMS device from the drop-down menu to the right. When you're finished, click the Update button at the bottom of the page.

How to Reset a User's Password
This section of the administration engine enables users to reset their own passwords, and it allows System Managers to reset the passwords of other users.

Using the left navigation bar, go to Reset Password.

Here, simply find your user name in the drop-down menu and select it; enter a new password; and re-enter the password in the Confirm new password field. When you're finished, click the Update Password button to save your changes, or click Cancel to cancel the action.

How to Log Off
Using the left navigation bar, go to Logout.
This ends your session.
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