Installing your CCSF Contribute Connection Key on a Mac
( Up-to-date info always at http://www.ccsf.edu/vfascio/Contribute.htm
· If you want to use Contribute on a shared Mac (in a lab or teachers’ lounge), please ask your local ITS staff to create an account for you. In the ITS lab, please talk to the Help Desk folks in L310, or call them at 239-3711.

· Always log into your own account on a shared computer before installing your key.
· To use your key and update your site, you must work at a computer that has Contribute installed. CCSF does not provide copies of Contribute to individuals. 
If you want to use Contribute on your office or home computer, you must purchase one copy for each computer. Or get your department to spring for a copy. 
· Contribute is available on all computers in the TLC Labs including the Macs in Batmale 313 and the single Mac in Batmale 422. 

· The installations on shared computers at most networked CCSF campuses (as well as at Castro-Valencia) are on Windows computers.
· Contribute 3 requires OS X, versions 2.8 and above.

· Always log into your account on a shared CCSF Mac before using Contribute. You will have to log off the present user (Apple menu ( Log off whoever); then the login screen will appear.
· Remember to log off or restart the computer when you leave.
That way your site will not be accessible to others who use that computer.
Installing your key: QuickStart 
1. Make sure that Contribute is installed on that computer

2. Open your Web browser. Use Firefox or Safari; do not use Internet Explorer. 

3. Go to gww.ccsf.edu and log in to GroupWise email. 

4. Open the message headed This is your GroupWise password information and note the information or print the message

5. Open the message headed This is your GroupWise key.

6. Click the Save As link beside the key and save to your desktop. 
7. On the desktop, the name of the key should be your login name followed by .stc — so if your login is jdoe, the key should be called jdoe.stc

8. Safari users: If the name is yrlogin.stc.xml (e.g. jdoe.stc.xml) click once on the name and get rid of the final .xml — You’ll also have to click the Use .stc button on the warning window. 
9. Drag and drop the key onto the Contribute icon on the dock. 
10. Contribute opens its password dialog. Fill in the info from the password email.

11. Contribute connects to the index page on your site (slowly). Either click Edit Page to start editing or click the link to another page and click Edit page.

Note: You only need to install the key once on any computer (unless that computer gets re-imaged). After the first install, just login to your account if you are on a shared CCSF Mac, and open Contribute. Click the connection link (usually facweb) on the opening page, and you’re there!
Step-by-Step instructions

Before your Contribute classes, we’ll send you two emails, one with a password and one with a key attachment. Keep both emails! Create a new folder called Contribute in your GroupWise Cabinet and store both emails there. 

Installing your “Key” step-by-step
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Before using your key, make sure Contribute is installed on that computer. You should see its icon on the Dock. If there’s no icon, open the applications folder on your hard disk. Open the Macromedia Contribute 3 folder. Drag and drop the Contribute program icon on a blank area of the dock.
A. Print out or take notes on the information in your password email. You’ll need it to enter into the key activation dialog.
B. On shared CCSF Macs, log on to the computer using your personal account login and password before installing your key (see the notes at the top of the page). 
C. Log on to GroupWise:
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Open Safari or Firefox. If you have OS 10.4 (Tiger) or anything more recent, do not use Internet Explorer.

· Type gww.ccsf.edu to get to GroupWise. Choose a server.

· Use your regular login name
· Your password is probably your birthdate in the 8-digit format mmddyyyy—so that December 2, 1962 would translate to 12021962. 
If you have changed your GroupWise password, use the new one. 
If you have forgotten the password, call the Help Desk at 239-3711.
D. We showed you how to put your Contribute emails in a special folder. Click the plus sign beside the Cabinet, and open the Contribute folder.

E. Open the email containing your Contribute password. Write down the name, email and password supplied in the email.

F. Open the email containing the Contribute key. The key is an attachment named for your login name followed by .stc — For example, Jane Doe (jdoe@ccsf.edu) would receive a key file named jdoe.stc.
G. Activate the key: this takes either 2 or three steps, depending on your browser: 

1. Downloading the key
2. Optional: Changing the downloaded file’s name, then 

3. Dragging the key’s icon to the Contribute icon on the dock to start Contribute.
Downloading the key 
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Look for the paperclip icon near the top of the email. Next to it is the name of the file holding your key: it is named for your login name followed by .stc so if your login is jdoe, the key name would be jdoe.stc
1. Click Save As beside the key attachment.
2. The key downloads to your default download location (usually the desktop).

3. Close out of your GroupWise email.

Changing the name (Safari only)
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If you have used Safari as your browser, the name of the file changes when you download it. Safari adds “.xml” to the name of the key file. 
So, if your key was jdoe.stc, it now has the name jdoe.stc.xml — and it won’t work with Contribute. 
You have to delete .xml and change it back to the old name ending with .stc
1. On the desktop, single-click the name of the file.
2. Delete only the .xml at the end. Leave everything else: the name should read yrlogin.stc – so if your login is jdoe, the name should be jdoe.stc
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If you’ve done it correctly, this warning should appear.

4. Click the Use.stc button.

Dragging the key to the Contribute icon

1. Drag and drop the key icon on top of the Contribute icon on your dock.
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The Import Connection key dialog appears.
3. Fill in the information from your password email and click OK.
4. Contribute (slowly) connects to and displays the first page of your site.
Using Contribute after installing your key

You only need to install your key once on any computer. 
When you come back to that computer at any time after installing the key:

1. If you are at CCSF, log into your computer account 

2. Open Contribute: Double-click the desktop icon, or click:
The Start button > All Programs > Macromedia > Contribute 3. 

3. Contribute starts. 
On Contribute’s front page, you will see a link to your site (it’s called facweb unless you’ve changed it using Edit ( My Connections). 

4. Click the facweb link to connect to your site and start updating.
Navigate to pages on your site by clicking the links to them.
When you want to update, don’t forget to click the Edit button!

5. When finished editing, click Publish.

6. Before you leave, check the list on the left to see that you don’t have any open, unpublished files. Publish them before you leave! 
If you don’t publish before you leave, you won’t be able to edit that page on any other computer and will have to call or email Vic to reset it.
Installing the key on other computers

Keep both the email with the key attached and the email that contains your password: You need the key and name/password entries emails to install the key (once) on every computer where you want to use Contribute.
Using Contribute on CCSF computers

Again, CCSF or the TLC cannot buy individual copies of Contribute. 
If you buy a copy of Contribute from Adobe/Macromedia or from the bookstore and find that you are not allowed to install it on your CCSF computer, you can call the Help Desk (239-3711) to arrange for installation. 
Installing Contribute on your CCSF laptop is pretty straightforward (insert the CD and follow the prompts). If you don’t want to install yourself, call the Help Desk (239-3711) to schedule a time to drop off your laptop. Depending on staffing, you may have to leave it for a few days.
Copies of Contribute are installed on all Windows PCs and Macs in the Technology Learning Center Lab on the Ocean campus in Batmale 313 as well as in 422 Batmale. There are copies available on shared computers at most CCSF networked locations: ask your local ITS staff, or contact Vic or Carol.[image: image1.png]
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