THE UNIVERSITY OF

V] MEMPHIS.

Cecil C. Humphreys School of Law

Carousel Digital Signage

The Law School is testing a new system for the display monitors around the building called Carousel.
Using your web browser, you may submit slides for inclusion on the monitors by using the following

process.

PLEASE NOTE THAT CAROUSEL DOES NOT WORK WITH INTERNET EXPLORER.

Adding Slides

Part 1: Create a New Bulletin

1. Inyour browser, navigate to: https://lawsignage.memphis.edu then type in your username and

password, and click “Log In.”

NOTE: You must be on campus or using VPN software to access the site. For instructions on setting up
and using the VPN software, navigate to: http://www.memphis.edu/umtech/solutions/docs/pcvpn.pdf

carousel

WELCOME TO CAROUSEL

User Name: YourUserName

P———.

Password:



https://lawsignage.memphis.edu/
http://www.memphis.edu/umtech/solutions/docs/pcvpn.pdf
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2. If you are taken to the “Notifications” screen, review the notifications then click “Continue To
Frontdoor” to proceed to the Main Menu.

Main Menu / Notifications

Notifications

Hide~
Posted by JJ Parker on April 9, 2018

Due to recent security changes at Facebook, the way Carousel
gets its data has changed. In the past, the way you found your
Facebook feeds was by entering a search term. Facebook no
longer allows this functionality... so we can no longer search for
feeds based on a search term. If you have an existing bulletin it
will continue working. This change only affects new Facebook
Bulletins. To make a new Facebook bulletin, go to facebook.com
and search for the page you want, then copy and paste the URL
into the search field in Carousel.

' Carousel Facebook Integration Has Changed
L ]

Hide All Until Tomorrow Hide All Permal

Continue To Frontdoor

3. From the Main Menu, click “Carousel” to proceed.

Main Menu
?

! User Management
ﬂ Change Password

I Notifications

a About

Log Out
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4. Click “New Bulletin” to begin creating a new bulletin.

S GBPUUSE| Tightrope Media Systems

BIGITAL GIGNAGE

Zone: Law-News ~

Main Menu

New Bulletin ; S Templates Media

B 5 0

Create new content to Manage the existing Manage the templates in Manage the pictures, video
display in this zone. bulletins being displayed in this zone. and audio in this zone.
this zone.

5. Select the type of Bulletin you would like to create. Here we are using the “Simple Message With
Choose the template best suited to your needs.
DO NOT add or delete templates. Use existing templates only.

III

Photo Horizonta

S carousel Tightrope Media Systems

DIDITAL GIGNAGE

Zone: Law-News ~

Main Menu | New Bulletin

Single Event
Templates (8)

Uploaded

Celebration Simple Messag... Logo

£ Today's Events

Dynamic

Single Event Wi... 1 Column With I... List (3)
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6. Give the Bulletin a name.

Main Menu | New Bulletin | Create From Template

Save As Template Cancel m

Schedule Extras

Bulletin Name:
2018-08-09 Simple Message With Photo Horizontal

Content
MESSAGE TITLE
Me ubtitle Background Image:

Q| Law Background ('

aliqua. Torem
amef, ¢

Title:
MESSAGE TITLE

Subtitle:
Message Subtitle

7. Add your text to the Bulletin by typing in the appropriate field.

Bulletin Name:

Practice Bulletin

Content

AGE TITLE
Subtitle Background Image:

Q| Law Background &

) ]
ut lal

alicqua

Title:
MESSAGE TITLE

Subtitle:

Message Subtitle

Upload Photo Here:
Q| A No Media Selected

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut

labore et doloere magna aliqua. Lorem ipsum dolor sit amet, consectetur.
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8. To change the font, click on the “Layout” tab. DO NOT refresh your browser while the Layout screen
is loading. Doing so may result in losing your work. If the layout page is hung, click “Content” to
return to the Content screen.

Save As Template Cancel m

Schedule Extras

Bulletin Name:

Practice Bulletin

Content
Background Image:

Q  Law Background

Title:
PRACTICE TITLE

Subtitle:

Practice Subtitle

Upload Photo Here:
Q A No Media Selected

9. Select the “Blocks” dropdown menu.

Content Schedule Extras

©)

Bulletin Name:
Practice Bulletin

v " Bulletin Layout Properties

> TICE TITY
Dimensions: 600x300 PRACTICE TIT" _

Macticas Q T 1o
Background: | Law Background % Practice Subfi*.
Lorem » wun dolor sit amet,
corectetur adipiscing elit, sed

p do emsmod tempor mcididunt

‘ » [d Blocks ul labore ¢t dolore magua
aliqua. Lorem psum dolor st
amet. conzectemu

| Full Size Preview
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10. Select the section you would like to change the formatting of and make desired changes to the

layout. The changes will be reflected in the preview pane. When you are finished, return to the
Content screen by clicking “Content” in the banner.

Bulletin Name:

Practice Bulletin

Blocks: | * No Block * 0

New

Field Entry and Drawing Order:
Back

Title
Subtitle
Upload Photo Here
Body

» [ Bulletin Layout Properties

“TICE TITLE
Subtitle

Lorem ipsum dolor si

Content Schedule Extras

PRACTICE TITLE
Practice Subtitle

Lorent ipswn da i amet,

u achpisc

o em=mod tempor ncidicunt

ul labore el dolore magna
aligua. Lorem psum dolor st
amet, conzectehns

11. From the Content screen, click the magnifying glass to upload your photo.

Content

Background Image:

Q| Law Background (&

Title:
PRACTICE TITLE

Subtitle:
Practice Subtitle

Q| A No Media Selected

Body:

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Lorem ipsum dolor sit amet, consectetur.
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12. From the next screen, you may choose an existing image or upload your own image. To upload your
own image, either drag and drop the file as instructed, or click “browse to upload” to select your
image from your computer.

Choose a new image for block: Upload Photo Here

search here Q

Upload Picture
Drop files here or browse to upload
The maximum supported file size is 1 GB. Any image with a width greater than 600 pixels will be
resized.

Clock Face CORPORATE Icons... CORPORATE Icons...

CORPORATE Icons... CORPORATE Icons... CORPORATE Icons...

13. If you click “browse to upload,” browse through your computer and locate your image. When you
locate your image, double click on it to add it to your bulletin.

Faverites
E Recents
<™ iCloud Drive
% Recents Practice.jpg
Downloads
OneDrive - The Univ...
B pocuments
;A; Applications
[0 Desktop

Devices

Cancel

CORPORATE Icons... CORPORATE Icons... CORPORATE Icons...
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14. Once you are satisfied with the Bulletin, click on “Schedule” to proceed to the scheduling options.

Layout

Bulletin Name:

Practice Bulletin

Save As Template Cancel m

Extras

PRACTICE TITLE

anet,

Content

Background Image:

Q| law Background '

Title:
PRACTICE TITLE

Subtitle:

Practice Subtitle

Upload Photo Here:

15. Click on the “Always Active” switch to change it from “Yes” to “No.” This will present more

scheduling options.

Layout

Content Schedule Extras

Bulletin Name:

Practice Bulletin

PRACTICE TITLE

Schedule

Always Active

Daily Availability

o

Sun Mon

v v v

Thu Fri Sat

v v v v

Daily Start Time: Daily End Time:
12:00:00 am 11:59:59 pm
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16. Select the date and time range you would like the Bulletin to display based on the event.

Please make sure to set the Bulletin to stop displaying at the time your event is over.

For example, if you have a lunch meeting on May 25 from 12 to 1 pm, please set the Bulletin to stop

Bulletin Name:

Practice Bulletin

displaying at 1pm on May 25.

Schedule
No  Always Active

Start Date:
07/07/2018

Start Time:
12:00:00 am

Daily Availability

Sun Men

v v

Daily Start Time:
12:00:00 am

End Date:
07/07/2018

End Time:
11:59:59 pm

Wed Thu Fri Sat
v v v v
Daily End Time:
11:59:59 pm

17. If you would like for the Bulletin to display only at certain times, make your selection in the “Daily

Availability” section.

Bulletin Name:

Practice Bulletin

PRACTICE TITLE

Schedule
No  Always Active

Start Date:
07/07/2018

Start Time:
12:00:00 am

Daily Availability

Sun Men

v v

Daily Start Time:
12:00:00 am

11:59:59 pm

Thu
v v

Daily End Time:
11:59:59 pm
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18. When you are satisfied with your Bulletin, click “Submit” to submit the Bulletin for approval.
DO NOT click “Save as Template.”

Layout Schedule

Bulletin Name:

Practice Bulletin

Content

PRACTICE TITLE
Background Image:

Q law Background '

Plfifc TIT5e

Title:
PRACTICE TITLE

Subtitle:

Practice Subtitle
Upload Photo Here:

19. Once approved, your content will begin displaying at the specified time and will drop off
automatically at the time specified.

Deleting Bulletins and Photos

1. To delete a bulletin, select “Bulletins” from the Main Menu.

S carousel Tightrope Media Systems

DIGITAL GIGNAGE

Zone: Law-News -

Main Menu

New Bulletin Bulletins Templates Media

B 5]

Create new content to
display in this zone.

>

Manage the existing
bulletins being displayed in
this zone.

Manage the templates in Manage the pictures, video
this zone. and audio in this zone.
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2. Locate your bulletin and click the small image of a trashcan.

DO NOT delete any bulletin that you did not create!

@ EHPU”SE| Tightrope Media Systems

DIGITAL EIGNAGE

Zone: Law-News -

Main Menu | Manage Bulletins Filtering ison €
Actions = Y= R VR LELTT G RVl Upcoming | Expired (6) | | search here Q

Test RSS Bulletin Practice Bulletin
4 Pages

RRACTICE TITLE

PrlicT T

®| ||| (@

3. When asked to confirm, click “Delete” to delete your bulletin.

Delete Bulletin

This content will no longer display on your players.

Practice Bulletinw

FRACTICETITLE

Pl T

Cancel
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4. To delete an image, select “Media” from the Main Menu.

ST carousel Tightrope Media Systems

BIGITAL BIGNAGE

Zone: Law-News -~

Main Menu
New Bulletin Bulletins Templates
M
. % %
Create new content to Manage the existing Manage the templates in Manage the pictures, video
display in this zone. bulletins being displayed in this zone. and audio in this zone.

this zone.

5. Locate your image and click the image of a trashcan.

DO NOT delete any image that you did not add!

@ UHPUUSE| Tightrope Media Systems

BIGITAL GIGNAGE

Zone: Law-News ~

Main Menu | Manage Media

Select All | Deselect | | Actions ~ (Lo PR Video (0) | Audio (0) | Backgrounds (2) | search here Q

Upload Picture

Drop files here or browse to upload
The maximum supported file size is 1 GB. Any image with a width greater than 600 pixels will be resized.

Practice.jpg Clock Face ORPORATE lcons_Calc... CORPORATE Icons_Clock CORPORATE Icons_Coffee

®||¢ | @ ®| | | @

@®| ||| || @

CORPORATE Icons_Com... CORPORATE Icons_File EDU {Higher Ed) Icons_C... EDU (Higher Ed) lcons_Flag EDU (Higher Ed} lcons_G...



Page |13

6. When asked to confirm, click “Delete” to delete your image.

Delete Media

Are you sure you want to delete this media item?
Bulletins and templates that use this content will be unaffected.
You will be unable to use this in newly created bulletins and templates.

Practice.jpg

Pfc T/ e

Cancel

If you have any questions or require further assistance, please contact LawIT@memphis.edu.



mailto:LawIT@memphis.edu

