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Introduction 

Broadcast is the university’s news and events system.  It was developed by the Web 
Team and has been designed to make it as straightforward as possible for individuals to 
add news, events and small ads without a high level of technical knowledge. Whilst users 
of the system must be IT-literate (in so much as they can navigate to, and around, a web 
site), no training in special HTML software (such as Dreamweaver) is required, though 
some knowledge of HTML may prove advantageous. 
 
If you have any problems using Broadcast you should read this manual fully to see if it 
answers any of your questions.  Should you remain stuck, please contact the Web Team 
at webteam@sussex.ac.uk. 

  

mailto:webteam@sussex.ac.uk�


  5  
  

Getting started 

Before you begin 
 
A number of technologies have been employed within Broadcast; one of the most notable 
is the requirement of JavaScript (a web-based programming language).  Most web 
browsers come with JavaScript (also referred to as ‘js’) already active, so you shouldn’t 
need to worry.  However, if you attempt to log in to Broadcast on a university-based 
computer and get an error message that alerts you to the fact that JavaScript is required 
and you’re not able to alter this setting in your browser, then you should contact ITS 
Helpdesk who would then be able to assist you further.  If the browser is on your personal 
computer, then follow the instructions for your browser on how to activate JavaScript 
support.  These instructions can usually be found in the help section of your browser. 
 
All attempts have been made to provide a system that will work across a variety of 
browsers and platforms.  Broadcast has been tested on a variety of different browsers, 
but even though this testing has taken place the abilities of browsers and how they 
represent information is beyond our control and one browser may give you a slightly more 
enhanced or different experience than another.  It is recommended that you use Chrome, 
Firefox 4+, or IE 8+. 

Logging in 
 
The following web address is what you should bookmark as the entry point to the WCM 
system: 
 
 http://www.sussex.ac.uk/broadcast/ 
 
When going to the above address you will see text boxes for your username and 
password.  Enter your standard ITS username and password and click on the ‘Log in’ 
button. 
 
Anyone with an ITS username and password, be they staff or students, are able to post 
items to Broadcast and do not have to have an account within Broadcast.  Just log in to 
Broadcast and if it’s your first time then the account will be set up automatically. 

Logging out 
 
To log out, click on the ‘log out’ link towards the top-right of the Broadcast system.  
Always do this when you are finished. 
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Dashboard 

The dashboard provides a very simple landing page for your access in to Broadcast.  
From here you can select to add one of the item types that are available to you and see 
the latest items you’ve added to Broadcast. 
 

 
 
If you are also an editor for one or more channels within Broadcast you’ll see a list of the 
channels ordered by the channels with the most approved items. 
 

 
 

If you wish to add an item from the dashboard, select one of the types available to you 
from the ‘Add a new item’ box. 
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Adding a new item 

When you select to add a new item (either from the dashboard or from the ‘Add a new 
item’ sub-menu option in the ‘My Items’ tab) you will be presented with a blank form to 
complete.  You must complete all form elements that are marked as required (denoted 
by a ‘*’ next to the element’s title). 

 

Item details 
 
Every item type has this tab.  Here you can find all the core information such as the 
item’s title and content.  The elements you see here differ depending on the type of item 
you’re adding.  An event, for example, has elements for the speaker, the location and the 
series title; a small ad has only a very simple content box. 

 

Recurrence 
 
If the item type supports it you will see a recurrence tab.  This allows you to enter item 
details only once but have it appear on multiple occasions spanned over days, weeks, 
months or even years. 

The tabs shown on form may differ depending on what type of item you are adding (news, event, small 
ad, etc.) and the elements shown within each tab may also differ.  Do not be alarmed at this! Some item 
types just don’t require recurrence or a lot of meta information. 
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All recurrence happens from the start date of the item. 

Daily repetition 
 
You can have the item repeat every number of days by putting a number in to the ‘Daily’ 
text box. If the item starts on a Monday, for example, and you put in the value ‘2’ then 
the next item would occur on the Wednesday then the Friday, Sunday, etc. 

Weekly repetition 
 
The ‘Weekly’ recurrence repeats every number of weeks, depending on what value you 
enter.  So if you set the value to be ‘3’ the item will repeat every three weeks.  You also 
need to supply what days of that week you want the item to repeat on.  You do this by 
selecting the checkbox next to the relevant days. 

Monthly repetition 
 
As with daily and weekly repetition, but the item will repeat every number of months on 
the same date that the item falls on. 

Yearly repetition 
 
As above be for every number of years. 

Recurrence end 
 
There are three options for how long you want the item to repeat.  If it’s indefinite then 
select ‘No end date’.  You can have it end on a specific date by choosing the ‘selected 
date’ textbox and selecting a date from the pop-up calendar.  Or you can select to have 
the item repeat only a certain number of times by placing a number in the ‘number of 
times’ box.  
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Meta information 
 
If this tab is available for the item type you’re adding it will allow you to put in some more 
‘behind the scenes’ information about the item, such as tags and commenting options.  
Again, not all of these options will be available for a particular item type – it depends on 
what you’re adding as to what you’ll see (if anything). 

 

Content focus 
 
These checkboxes allow you to designate whether the item you’re adding is intended for 
an internal audience (i.e., staff or students), an external audience (anyone outside of the 
university), or whether it’s relevant to both sets of audience.  Just select the checkboxes 
that make the most sense to you and your item.  (Selecting no checkboxes will default it 
to all audiences – i.e., it’s the same as having both checked.)  

Tags 
 
This allows you to summarise in a few short keywords what the item is about.  It is used 
to relate your item to other similarly tagged items automatically, and could be used in 
other places, too. 

To add a tag, start typing a word.  As you type, suggestions of keywords already added to 
the system will display.  You can select one of those from the list if you wish.  You can 
also enter your own words even if they are not on the list by typing the word you want and 
then pressing the ‘tab’ or ‘return’ key on your keyboard. 

Allow comments 
 
By default, no comments are allowed for a particular item.  If you wish, you can change 
this drop-down list so that people can comment on your item.  You can set it so that you 
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have to approve any comment before it is shown or allow comments to automatically be 
shown without approval. 

 

Content link 
 
Your item may have associated information elsewhere on the Sussex domain or on 
another website entirely.  If so, this is where you’d add the URL for that information. 

Posting on behalf of 
 
You may be the author of the item but the details you may also be posting on behalf of 
someone else.  If so, put their details (for example, name or email address) in this 
textbox. 

Assets 

Add an asset 
 
You can associate one or more assets (usually images) to the item you’re adding.  You 
first need to have the assets uploaded (covered later in this manual).  Once uploaded, 
you can select the ‘Add an asset to this item’ link.  This will pop-up a window showing all 
the previously uploaded assets: 

 

Even though you may set your item to allow comments, the channels that you associate the item to also 
needs to allow commenting before the item will show the comment form when viewed on the central 
website. 
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You can then select the one you want (or use the search to find a particular asset) and 
that will be associated to the item you’re adding.  Repeat the process if you want more 
than one asset for the item.  The first asset selected will be the one used as the 
thumbnail image on any summary of the item on the central website. 

Remove an asset 
 
If you want to remove any of the assets at this stage then select the ‘remove this asset’ 
link beneath the details of the asset you want to remove: 

 

Permissions 
 
By default you are the only editor of your item.  However, you may work in a unit where 
others share responsibility for editing items, or you may be off on holiday, or otherwise 
not able to update one of your items when someone asks.  Setting permissions on an 
item avoids problems like that by enabling other people to also edit your item. 
 

 
 
There are currently three types of permissions: 
 

• Only you can edit the item 
• You and any editors of the channels you select can edit the item 
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• You and anyone from the departments you select can edit the item 
 
Select the appropriate radio button for the permission you want to set on the item you’re 
adding.  If you select either channel editors or departments then you will be presented 
with a drop-down list giving the appropriate values.  From the drop-down list, select the 
channel or department and it will be added to a list.  You can select as many channels or 
departments as you wish. 
 

 
 
If you want to remove any of the channels or departments selected, click on the cross 
icon to the right of each value in the list. 
 

Channel selection 
 
When you’re happy with the information you’ve added for the item you should select the 
‘Submit form’ button at the end of the form.  If there are any errors in your form you will 
be presented with it again with a note saying what is wrong so that you can fix the 
information (select each of the tabs – details, recurrence, etc. – to see all of the errors).  
Don’t worry, though – all of the data you’ve entered so far will be there! 
 
On a successful form submission you will be presented with a list of all of the channels to 
which you can associate that item type.  Some may already be pre-selected for you, but 
to select a channel simply click on the checkbox. 
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If you do not want to associate your item to any channels at this point, either unselect all 
the channels and submit the form or just navigate away from this page (by selecting the 
‘My Items’ tab, for example).  If you do not associate the item to any channels then it will 
not be viewable on the main web site, but you will still see it within the Broadcast system.  
However, if you submit the form you will be taken to the ‘Channels’ tab in the ‘View items’ 
section (detailed further in this document).  Congratulations!  You have added an item to 
Broadcast. 
 

 
 
 

 

  

Please note that an item will only appear on a channel once it has been approved. 
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My Items 

By selecting the ‘My Items’ tab you will be able to see all of your current, expired and 
archived items.  Current items are those that you’ve not archived or deleted or whose 
end date has not yet passed.  Expired items are those that are neither archived nor 
deleted but whose end date has passed.  Archived items are ones you’ve specifically set 
to have the archive status. 

Current items 
 
Select the ‘List current items’ sub-menu option (it is automatically selected when you first 
select the ‘My Items’ tab) and you will be shown any items you have added to Broadcast 
that are current items. 
 

 
 

Each type is split in to a different tab – Events, News items, etc. – and a count of how 
many items within that type group is shown next to the name of the type.  You will only 
see tabs for any of the different types you’ve added, so if you’ve not yet added an event 
then you will not see that tab shown.  To see the list of another type just select that tab. 

Select the title of any of the items shown to view the full details of that particular item.  
The full details view looks something like: 
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Details 
 
This tab gives the general overview of the item – the content shown on this tab may 
change depending on what type of item is being viewed (event, news, small ad, etc.) but 
will generally contain information about when the item was added, when it expires, who 
added it, what the editing permissions are, the content of the item, and more. 

Editing an item 
 
To edit an item select the ‘Edit this item’ link from within the ‘Details’ tab.  You will then 
be presented with a form that looks just like the one shown in ‘Adding a new item’ 
section of the site but with all of your content already filled in.  Edit it as you see fit (in the 
same way you would add an item) and save the form. 

Assets 
 
With a number of item types it’s possible to assign one or more assets (usually images) 
to an item.  Any assets that have been added to the item you’re viewing will be shown 
here.  When the item is viewed on the live website, the first asset added to the item will 
be used for the thumbnail image. 

Changing assets 
 

The tabs shown on this page may differ depending on what type of item is being viewed (news, event, 
small ad, etc.)  For any particular item you may see fewer tabs, but this documentation will list 
everything. 
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Assets are selected when you add or edit an item.  So in order to change the assets 
associated to any particular item, click on the edit link (as detailed above) and follow the 
instructions for assets in the previous section. 

Channels 
 
This tab will show any channels that you selected the item to be associated to and 
whether that association has been approved and if so then by whom. 

 

Changing channels 
 
From here it’s possible to change the channels the item is associated to by clicking on 
the ‘Change the channels this item is on’ link (or the ‘Add this item to one or more 
channels’ link if you have not previously selected any channels).  Selecting the channels 
from here is exactly the same process as described in ‘Channel selection’ from the 
previous section. 

Recurrences 
 
This tab shows what recurrence rule, if any, that the item has and any remaining 
recurrences along with the date that it happens on. 

Changing recurrence options 
 
This is done when adding or editing an item.  Click on the edit item link and navigate to 
the Recurrence tab to change the settings. 

Comments 
 
This tab shows any pending or approved comments that the item may have.  You’ll be 
able to see who made the comment, when they did, and have options to approve or 
remove the comment if it’s pending approval.  Each comment is shown in its entirety 
along with the person who posted it and when they did so.  For items that are pending 
approval you will be able to ‘approve’ or ‘delete’ the comment. 
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Related items 
 
This will show any items you’ve marked as being related to the item you’re viewing.  From 
here you will be able to manage the relations, adding new ones and removing existing 
ones.  There may also be a list of suggested items that relate to the item you’re viewing 
based on the item tags. 

Suggested items 
 
When viewing the related items tab you may see some suggested items that relate to the 
one you’re currently viewing.  This depends on what tags you have added for the item 
and whether any other items share one or more of the same tags. 

 

Each type of item will have its own sub-tab, so you can navigate through them easily.  If 
you feel that one or more items relate to the one you’re currently viewing, select the 
checkbox next to the item to which you want to relate (or you can select multiple 
checkboxes), select the ‘Relate item’ option and click on the ‘Go’ button.  You’ll need to 
do this for each type of item you want to select. 

Adding items not in the suggested list 
Sometimes you may want to relate an item that doesn’t appear in the suggested items 
list (for example, you have not added any tags to your item or the item you want doesn’t 
have any tags in common).  To do that, use the provided text box to start typing out the 
title of the item you want to relate, or the id number of the item if you know that.  When 
you’re typing the system will fetch any matching items and supply them in a list.  The 
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more you type the more refined the search will become.

 

When you see the item you want to relate, select it from the list that appears when you 
enter your search term. 

 

Removing related items 
 
To remove a related item, select the check box next to the one you want to remove (or all 
the ones you want to remove), select the ‘Remove related item’ option from the drop-
down list and click on the ‘Go’ button. 

Expired items 
 
Expired items are those that have passed their set end date. These items don't get 
displayed on any channel. 

The expired items tab works just like the current items one, in that the items are split in 
to the various tabs according to the type of item and you can select the item title to view 
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further information.  From the full details page you can edit the item in the same way as 
detailed above. 

Expired items can also be deleted or archived.  To change the status of the item, select 
the checkbox next to any of the items you want to set the status for and choose to either 
archive or delete from the drop-down list and click on the ‘Go’ button. 

Archived items 
 
Archived items cannot be edited, but they can still be displayed on channels when 
specifically viewing archived items. 

From this tab you can view full details of the item but you cannot edit the item – except 
for being about to relate other items to it (as detailed in a previous section).  You can 
also select any of the items for deletion by selecting the checkbox next to the item you 
want to delete and selecting the ‘delete item’ option from the drop-down list and clicking 
on the ‘Go’ button. 

  



  20  
  

Assets 

To enable you to add images to your items there is a facility for you to be able to upload 
pictures to the Broadcast system.  You do this by using the assets tab. 
 

Listing existing assets 
 
When you select the Assets tab the first thing you will be presented with is a list of all of 
the assets that have been uploaded – either by you or by other people.  From here you 
can delete or edit any images that you have uploaded and search for a particular asset. 
 
There may be quite a number of assets already uploaded so they are split over several 
pages.  Select the page numbers or the next/previous/first/last links to change the page. 
 

Adding a new asset 
 
Select the ‘Upload a new asset’ sub-navigation option.  You will be presented with a form 
that allows you to select the image you want to upload from your hard drive (or CD, USB 
stick, etc.), add a title and add a caption.  The caption is optional but if you supply it then 
the text will be displayed under the image when people view the item from the main web 
site. 
 
When you complete the form and click on the button to submit the image you will be 
taken to the cropping interface.  This will allow you to choose a section of the image that 
you want to use as the thumbnail image (which may get displayed along with a summary 
of the item when listing all items on a particular channel). 
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You can resize the crop box by dragging on one of the handles (shown as little square 
boxes around the face in the image above).  When you’re happy that the area highlighted 
is what you want to appear in the thumbnail, click on the ‘crop image’ button. 
 

Managing assets 
 
If you have uploaded an image, when you hover over the information about that 
particular image you will be presented with a number of options. 
 

 
 
If you want to change the asset title or caption, select the ‘edit’ link and you will be 
presented with a form to complete – it’s just like the one for adding an image but without 
the option to select a new image from your computer.  If you change the caption or title 
when editing an asset your changes will be reflected on any item that associates that 
particular image. 
 
To remove the asset, select the ‘delete’ link. 
 
If you want to change which portion of the image the thumbnail is generated from, select 
the ‘re-crop’ link and your image will be taken to the cropping interface (as shown in the 
‘Adding a new asset’ above). 
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Channels 

 
 

Selecting the channel to manage 
 
When you select the Channels tab you will be offered a list of all the channels that you 
can manage.  How many you see will depend entirely on how many channels for which 
you’re an editor. 
 

 
 
If a particular channel has a lot of pending items then the count will be highlighted. 
 
Channels are grouped in to types so you may need to select a particular tab (‘Academic 
units’ or ‘Site feeds’, for example) before you see the channel you want to start managing.  
You can select a channel by clicking on the channel name. 
 
Once you’ve selected a channel and you want to manage one of your other channels, 
select either the main ‘Channels’ tab or the ‘List channels’ sub-navigation option. 
 

Pending items 
 
Once you’ve selected a channel to edit you will be taken to the list of pending items.  It is 
set up in a very similar way to the ‘My items’ list with the items being grouped by type, a 
checkbox next to each that allows you to perform various actions, and the item link 
allowing you to read the full information. 
 

Approving items 
 
From the pending list, select the items you want to approve for display on your channel 
by clicking on the checkbox next to each of them.  Then from the drop-down list select 
the ‘Approve item as-is’ option and click on the ‘Go’ button. 
 

You will only see this tab if you are an editor for one or more channels.  If you do not see this tab then 
you do not need to read the following section of this manual. 
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When you approve an item the person who added it to Broadcast gets an email to let 
them know that you have approved it for the channel you’re editing. 

Declining items 
 
If you do not wish to associate a pending 
item to your channel then you can decline 
that item by selecting the checkbox next to it 
(or any number of items) and selecting the 
‘Decline item association’ option and clicking 
on the ‘Go’ button.  When you do this you will 
be presented with a pop-up box that allows 
you to select a reason for declining the item. 
 
You can opt not to enter a decline message – 
in which case you’d just click on the ‘decline’ 
button, or you can enter your own reason as 
to why you’re declining the item.  Alternatively, 
you can select from the dropdown list of pre-
defined reasons.  If you select one of the 
reasons the text will be displayed in the text 
area.  You are free to alter that text if you 
wish; you don’t have to use exactly the pre-
defined reason text. 
 
When you decline one or more items, the 
creators of those items will receive an email 
telling them that you have rejected the 
association to the channel you’re editing as, if you’ve entered one, the decline message. 
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Approved items 
 
The approved items list should be looking very familiar by now!  It works just like the 
other item lists – selecting the title to view full details, items grouped together by type, 
etc. 
 
From here you can select to remove one or more approved items by... yes, you’ve got it!  
Selecting the checkboxes of the items you want to remove and then selecting the 
‘Remove item’ option from the drop-down list and clicking on the ‘Go’ button.  And as 
with the other lists, repeat this for each type of item you want to remove (i.e., select the 
events you want to remove and click on the ‘Go’ button, then select the news items you 
want to remove and click on the Go button, etc.) 

Archived items 
 
This lists all the items that owners have selected archive.  This list works exactly the 
same way as approved items. 

Expired items 
 
As with archived and approved items but lists those that have expired and were not 
selected to be archived.  You can remove items from the channel via the expired tab in 
the same way as the archive tab. 

Add other items 
 
Sometimes you may come across an item that someone has added to another channel 
and you’d also like it on the channel you’re managing.  You can do this by using the 
search facility on the ‘Add other items’ sub-navigation option. 
 

 
 
Just start typing the title or id of the item you want to add to your channel and any 
matching results will be displayed in a list.  Select the item from that list and it will be 
added to your channel. 
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