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Introduction  

The Blackboard Schoolwires MiniBase App allows you to create, manage and deploy lists for the visitors 
of your website to use. You could use a MiniBase App to display Staff or School Directories, or lists of 
places like sport venues. Users can search a MiniBase App for a specific record or present it as an 
organized list of information. 
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Add a MiniBase App 

You can add a MiniBase App to a page through Design View or create it through App Manager. 

Add a MiniBase App Using Design Mode 

IŜǊŜΩs how you add a MiniBase App to a page through Design Mode. 

1. In Site Manager, navigate to the section workspace to which you wish to add your MiniBase 
App. 

2. Create a new page, or click on the Actions drop-down to the right of a page you have 
already created and select Edit Page. 

3. Under Actions, click Manage Apps & Layout. The page opens in Design mode. 
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4. Click Add App. The Select an App dialog displays. 
5. Select the App you wish to add in the first column. A list of existing Apps and Create New 

displays in the second column. 
6. Click Create New.  

7. Enter a name for the app. 
8. Click Create. You are returned to the page in Design mode. 
9. Click LΩƳ 5ƻƴŜ to return to the page in Edit Mode. 
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Add a MiniBase App through App Manager  

IŜǊŜΩs how you create a MiniBase app through App Manager. 

1. In Site Manager, navigate to the section workspace to which you wish to add your MiniBase 
App. 

2. Select the Tools tab and click on MiniBase. 

3. In the App Instances column, click on New 
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4. Enter a name for your App, once finished click Save. 

5. Click LΩƳ 5ƻƴŜ. You are ready to edit your MiniBase App. 
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Manage MiniBase Fields  

After you have created your MiniBase you will need to add fields. The maximum number of fields you 
can have in a MiniBase is 30.  

You have the option to add fields to your MiniBase the first time you edit the App. You can add 
additional fields, edit current fields and delete fields on the Fields tab in MiniBase Options. 

Add MiniBase Fields to a New MiniBase  

IŜǊŜΩs how you add fields to a new MiniBase. 

1. In Site Manager, navigate to the workspace in which your MiniBase App is located. 
2. Edit your MiniBase App. Since your MiniBase has no fields, you will be prompted to add 

fields. 
3. Add your fields. If you need additional fields, click Add More Fields. 

4. Once finished, click Set Fields & Continue. 
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Add MiniBase Fields to an Existing MiniBase  

IŜǊŜΩs how you add additional fields to an existing MiniBase. 

1. In Site Manager, navigate to the workspace in which your MiniBase is located. 
2. Edit your MiniBase App.  
3. Click Options. 

4. Navigate to the Fields tab. 

5. Add your desired fields. 
6. Click Save. 
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Edit  MiniBase Fields  

IŜǊŜΩs how you edit MiniBase fields. 

1. In Site Manager, navigate to the workspace in which your MiniBase is located. 
2. Edit your MiniBase App. 
3. Click on Options.  

4. Navigate to the Fields tab. 

5. Make the desired edits to your fields. 
6. Click Save. 
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Delete MiniBase Fields  

IŜǊŜΩs how you delete MiniBase fields. 

1. In Site Manager, navigate to the workspace in which your MiniBase is located. 
2. Edit your MiniBase App. 
3. Click on Options.  

4. Navigate to the Fields tab. 

5. Delete your desired fields.  
6. Click Save. 
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Add Viewers to a MiniBase Field  
Adding viewers to a MiniBase field will limit the users who are able to view the content within the field. 

IŜǊŜΩs how you add Viewers to a MiniBase Field. 

1. In Site Manager, navigate to the workspace in which the MiniBase is located. 
2. Edit the MiniBase App. 
3. Click Options.  

4. Navigate to the Fields tab. 
5. Click Viewers to the right of the field. 

6. Click Assign Group to assign a group of users, or click Assign User to assign single users. 
7. Search for the group or users you wish to add. 

8. Once finished, click Add. 
9. Click Save. 
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Make a MiniBase Field Searchable 
IŜǊŜΩǎ Ƙƻǿ ȅƻǳ make a field searchable. 

1. In Site Manager, navigate to the workspace in which the MiniBase is located. 
2. Edit the MiniBase App. 
3. Click Options.  

4. Navigate to the Fields tab. 

5. Select a Filter Type.  
a. None Filter Type is the default and it means that field will not be searchable. 
b. Free Form Filter type allows a visitor to enter a letter or letters to search for an item. 

It is useful when you have a lot of data to search. 
c. Drop Down Filter Type allows a visitor to choose from a list of items for the search. 

This type of filter is generally applied when you have a short list of data. 
6. Once you have selected the Filter Type, you will need to determine the Sort Order. 

a. Ascending is lowest to highest or A to Z 
b. Descending is highest to lowest or Z to A 
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7. Next choose a Sort Level of fields in the display. You can have up to four sort levels. . 

a. Sort level 1 will sort output first by a data field (Primary Sort) 
b. Sort level 2 will add a second sort level by a data field (Secondary Sort) 
c. Sort levels 3 and 4 will further delineate sorting 

8. Once finished, click Save. 
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Here is an example of a MiniBase with Free Form filter type. 

Here is an example of a MiniBase with Drop Down filter type. 
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Manage MiniBase Records 

You can add records individually, import multiple records, edit, delete, purge and export records. 

Add Records 

When adding records to your MiniBase you have the option to add records individually or import 
multiple records from a CSV file. 

Add Individual Records  
IŜǊŜΩs how you add individual records to a MiniBase. 

1. In Site Manager, navigate to the workspace in which your MiniBase is located. 
2. Edit the MiniBase App. 

3. Click New Record. The New Record window displays. The fields that are in the New Record 
window will be the same as the fields you entered when you created the MiniBase.  

4. Enter the information required. 

5. Click Save and Continue if you wish to add more records. Click Save and Exit when you are 
finished adding records. The Records window returns as the active window. 
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Import  Records 
Create a Comma Separated Values (CSV) file using a spreadsheet like Microsoft® Excel. Be certain to save 
the file as a CSV file. Fields names in the CSV file must correspond to the fields you created for the 
MiniBase and they must be in the same order as the fields in the MiniBase. The field names must 
comprise the Header Row in the CSV file. 

IŜǊŜΩs how you import records into a MiniBase. 

1. After you have created the CSV file, access your Site, Subsite or Section Workspace. 
2. Edit the MiniBase app to which you would like to import records. 
3. Click Import. The Import wizard displays. 

4. Click Browse. Browse your computer for the CSV file you created. 

5. Select the CSV file you created. 
6. Click Next. At this point, you can preview your imported records or cancel the import. 
7. Click Import. The Records window will return as the active window. 
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Edit  Records 

You can edit records individually or export all of your records and reimport them. 

Edit  Records Individually  
IŜǊŜΩǎ Ƙƻǿ ȅƻǳ ŜŘƛǘ ƛƴŘƛǾƛŘǳŀƭ ǊŜŎƻǊŘǎ. 

1. In Site Manager, navigate to the workspace containing the page with the MiniBase App you 
wish to edit. 

2. Click Actions to the right of the page and select Edit Page from the dropdown list. The page 
opens in Edit Mode. 

3. Click on the MiniBase App. The app opens. 
4. Click Edit to the right of the record. The Edit Record dialog displays. 

5. Make changes to the record. 
6. Click Save. The record is updated and you are returned to the workspace. 

Edit  Multiple Records  
If you need to edit multiple records in a MiniBase App, edit your records in a CSV file. When you are 
finished editing your records, purge the records from the MiniBase App and import your updated CSV 
file.  

IŜǊŜΩǎ Ƙƻǿ ȅƻǳ ŜŘƛǘ ƳǳƭǘƛǇƭŜ ǊŜŎƻǊŘǎΦ 

1. In Site Manager, navigate to the workspace in which the MiniBase is located. 
2. Edit the MiniBase App. 
3. Click Export at the top of the window. The Export wizard displays. 

4. Click Save.  
5. Edit the CSV file. 
6. In Site Manager, edit the MiniBase app. 
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7. In the Details column, click Purge All. 

8. A confirmation message displays. If you are sure you wish to purge all records in the 
MiniBase, click Yes. 

9. Click Import at the top of the window. The Import wizard displays. 
10. Click Browse. Browse your computer for the CSV file you created. 

11. Select the CSV file. 
12. Click Next. At this point, you can preview your imported records or cancel the import. 

13. Click Import. The Records window will return as the active window.  
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Delete Records 

When deleting records from a MiniBase, you have the options to delete records individually or purge all 
records. 

Delete Individual Records  
IŜǊŜΩs how you delete a single record from a MiniBase. 

1. In Site Manager, navigate to the workspace where your MiniBase is located. 
2. Edit the MiniBase App. 
3. To the right of the record, click Delete. 

4. A confirmation window displays, to delete the record, click Yes. 
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Purge All Records  
IŜǊŜΩs how you purge all records from a MiniBase. 

1. In Site Manager, navigate to the workspace in which your MiniBase is located. 
2. Edit the MiniBase App. 
3. Click Purge All. 

4. A confirmation message displays, to purge all records, click Yes. 

Export  Records 

Once you have added records to your MiniBase, you may want to export the records to a CSV file. 

IŜǊŜΩs how you export records from a MiniBase. 

1. In Site Manager, navigate to the workspace in which the MiniBase is located. 
2. Edit the MiniBase App 
3. Click Export at the top of the window. The Export wizard displays. 

4. Click Save. You will be able to determine where the CSV file will be saved. 

You can now open the CSV file and manipulate your records. 
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Manage MiniBase  App Display Format  

When creating a MiniBase you can choose from three different views: Table, List and Custom view. 

Change the MiniBase  App Display Format  

IŜǊŜΩǎ Ƙƻǿ ȅƻǳ ŎƘŀƴƎŜ ǘƘŜ 5ƛǎǇƭŀȅ CƻǊƳŀǘ ŦƻǊ ȅƻǳǊ aƛƴƛ.ŀǎŜ !ǇǇ 

1. In Site Manager, navigate to the workspace in which the MiniBase is located. 
2. Edit the MiniBase App. 
3. Click Options.  

4. Navigate to the General tab. 

5. Under Display Format choose a view. 
6. Once finished, click Save. 
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Table View  
The default view for a MiniBase App is Table view. Here is an example of a MiniBase using Table view. 
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List View  

Here is an example of a MiniBase App using List view. 
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Custom View 
Here is an example of a MiniBase App using Custom view. 
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Manage a Custom MiniBase View 

Once you have created your MiniBase App, you can create a Custom MiniBase View. 

Custom View Tab 

After selecting Custom view, the Custom View tab displays. This tab is where you will create your 
Custom view.  

Click the arrow to open the Header, Details or Footer tabs. 


































