
Administrative Tasks 
 
Eliminating Calendar from site: 
 
Once logged into Plone as a site administrator, follow the `site setup' link: 
 

 
 
 
From the resulting page, click on  the “Zope Management Interface” link.   
 

 
 
Click on the “Properties” tab: 
 

 



 
On the properties page there are text fields for left_slots and right_slots.  
 

 



 
 
To remove the calendar from your site, remove the line in “right_slot” properties that reads: 
 
here/portlet_calendar/macros/portlet 
 
and click “Save Changes”. 
 
 



User, Role, and Group Management 
 
 
1. Log in to Plone instance. 
 

 
2. Click on Site Setup box at top 

 
 

 



 
3. On list, pick Users and Group Administration 

 

 
 

User Management 
 
 



4. Click on blue SHOW ALL box to view existing users 
 

 
 

5. Click on Groups to view all possible groups (departmental—on your site your default 
group is “Administrators”. to set up a new group, see below) 

 

 
 



6. Drill down on “Administrators” to see members of the group: 
 

 
 



7. Click on Add New User 

 
 

8. Fill in user’s full name, and ACM Web account user name (ask user to provide you with 
their ACM Web Account username; if they don’t have one they can set up a ACM Web 
account at: https://campus.acm.org/public/accounts/create.cfm ) and email address 

 
 



This action will result in an email from your site’s administrator to the new user, inviting them 
to come and set their password.  The invitation is valid for 24 hours; if they do not respond 
within that time period, you may resend the email to them by checking the “reset password” 
box for that user and clicking on “apply changes”: 
 

 
 
The default user role is "Member."  -- this role is appropriate for all non-administrative users. 
 

Group Management 
 
To create a new group: 
 

9. From the “groups” tab, in “Users and Groups Administration”, click on “add new group”: 
 

 



 
10. Fill out the required information (you can leave the email field blank) and “save”: 

 

 



 
11. On "group members" page, you can assign users to the group by checking the box next 

to the user you’d like to add to the group:  
 

 
 



 
 
To give access to specific pages to each group: 
 

12. go to the page you want to assign the group or person to. Click on the "sharing" tab. On 
this page you can "Add sharing permissions to users" or "Add sharing permissions to 
groups". This gives them "owner" privileges and they are free to edit that page.  For 
example: 

 

 
 
 
 
 

 
 
 



Setting the Site Email 
 
Log in as administrator, and follow the “Site Setup” link.  Then follow the “Portal Settings” link: 

 

 
Set the email in the “Site “From” address” field: 



 


