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Spree 101 
 
General overview: 

●​ Ecommerce tool (used for getsmarter.com) used to update the metadata for a product.  
●​ This tool is used to "set a course page live" and "take down live pages". 

 
 
Navigation: 
 
Spree home page 
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●​ On the home page, navigate to the left hand panel and click on “products” 
●​ Click on “products” to view all listed course pages on Spree 

 
 
 

●​ Use the search bar to look up product and click on the edit icon to edit page contents 
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Spree elements we update: 

 
●​ Slug field: ensure that the slug matches with the SEO recommended in the launch pack 

under the SEO Requirements section. 
●​ Taxons: product categorisation on getsmarter.com based on subject matter and 

university the course displays under 
●​ Meta title: copy and paste what’s exactly on the launch pack 
●​ Meta description 
●​ Meta Keywords 

 
To "set a course page live" and "take down live pages" 

●​ We use the same field to set live and remove a short course from getsmarter.com 
●​ The “Available on” date selector is used to ‘set a page live’ and ‘take down a live page’ 

○​ Set a course page live: select the go-live date and click update at the bottom of 
the page. And viola.  

○​ Take down a page: remove date and update page. After updating, the date 
selector will be blank. You have successfully taken a live course off 
getsmarter.com. 
 

[Note: only select a date after you’ve received a greenlight from final QA. Changes are 
immediate so you cannot pre-select a date in advance.] 
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Exec Ed course launch 
 
General overview: 

●​ There are important steps to complete before we upload the Tailored Page, Info Pack, and 
Course Page/Organic Landing Page 

●​ The following are the steps: 
○​ STEP 1: add course to Presentations Master sheet. This includes creating the url in 

our built-in URL Builder tab [video 1 & video 2] 
○​ STEP 2: Populate course meta data on Spree 
○​ STEP 3: Presentations: create short course instance 
○​ STEP 4: Presentations: create form instance 
○​ STEP 5: Presentations: create landing/tailored page 
○​ STEP 6: Presentations: create info Pack 
○​ STEP 7: Titan: create course page 

 

STEP 1: Add course to Presentation Master 
 

●​ Navigate to the Short Courses tab 
●​ Add new line item above blue templatized line 
●​ Add course abbreviation and course  ID 
●​ Add course name  
●​ Paste GS course page url from launch pack 

​ ​ ​ ​ ​ ​ — 
●​ In the presentations master sheet, navigate to the URL builder tab 
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https://docs.google.com/spreadsheets/d/1uuKkiOK5iXMYIRXmnC0XBrmYtljyZzppIDAFCwW6l6I/
https://drive.google.com/file/d/1Wdq9lFZskqgDrTyI4u4MoYA8P11u_Wzh/view?usp=sharing
https://drive.google.com/file/d/1BYWzVVhZp_kwCkB59Ol1DN3YKk_eTMq1/view?usp=drive_link
https://drive.google.com/file/d/1jgZObGeU2nAiuIYPZHulw-sqCvopHQVG/view?usp=drive_link
https://drive.google.com/file/d/11G-JH76AyVdb_tnlaqhYfHqVVj7INyof/view?usp=sharing
https://drive.google.com/file/d/1PkqIHlWz9tV4EhmjHRpSErIDPoZDXUOr/view?usp=sharing
https://drive.google.com/file/d/1mauzXXL-586qq6pVwi4azgwvs7gsDVHI/view?usp=sharing
https://drive.google.com/file/d/195skdtOIhSQyT7Uv4g2ZfP2PKt90cjcE/view?usp=sharing
https://drive.google.com/file/d/1VqS-4YMQFt6qPQRMGuyBitp80MyW_Zp6/view?usp=sharing


●​ Add new line item above the templatized blue line  
●​ Add course ID (i.e. UCT-ACC)  
●​ Add course name  
●​ Select ‘course type’ for the url slug  
●​ Compare the url slug you’ve built with the one provided by SEO in the launch pack  
●​ The ‘tailored page ‘constructed url’ and info pack ‘constructed url’ should be populated 

○​ Copy the constructed url and plain paste it in ‘final gated url’ on both instances  
○​ Tip: use Shift + Command + V  

​ ​ ​ ​ ​ — 
●​ Navigate to Info Pack master tab 
●​ Add new line item above blue templatized line 
●​ Add course ID 
●​ GS page link + mapped url will automatically pull through from url builder 

​ ​ ​ ​ ​ ​ — 
●​ Navigate to Tailored Page master tab 
●​ Add new line item above blue templatized line 
●​ Add course ID 
●​ GS page link + mapped url will automatically pull through from url builder  
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STEP 2: Populate metadata in Spree 
●​ Navigate to home page and select ‘products’ on your left pane 
●​ Search and select your course  
●​ Update slug to match the url provided by SEO in launch pack  
●​ Choose your taxons i.e university partner and subject (a.k.a category) 
●​ Populate meta title and description from launch pack  
●​ Hit update  

 

Step 3: Create short course instance  
●​ Fields to populate under product information 

○​ Programme name  
○​ Programme format 
○​ Programme duration time  
○​ Programme effort time  
○​ Programme byline 
○​ Programme effort byline  

 
●​ Product configuration 

○​ Enable UUID toggle  
○​ Paste in the UUID from the SF object sheet  
○​ Add the product name  
○​ Add Registration Portal URL 
○​ Add Course Page URL 
○​ Create and add  

■​ Info Pack instance 
■​ Form instance  
■​ Brand  

 
●​ Add programme slug and hit publish to save 

 

Step 4: Presentations: create form instance 
●​ Navigate to form instance  
●​ Click Add new  
●​ Add course ID  
●​ Select ‘Aurora landing page’ template on your right pane  
●​ Select Brand  
●​ Select short course instance  
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●​ Form content  
○​ Add form programme name  
○​ Add form Heading Sub Copy 
○​ Hit update to save  

 

STEP 5: Presentations: create landing/tailored page 
●​ Navigate to landing page in presentations 
●​ Add new  
●​ Add course ID 
●​ Select school 
●​ Select ‘landing page template’ 
●​ Add sections in the page builder  
●​ Select course under page settings  
●​ Copy and add text to selected sections 

○​ Tip: please use the resource section as your guide  
●​ Hit update to save and publish  

 

STEP 6: Presentations: create info Pack 
●​ Navigate to info pack in presentations 
●​ Add new  
●​ Add course ID 
●​ Select school 
●​ Select ‘aurora landing page template’ 
●​ Page configuration 

○​ Select brand  
○​ Select short course instance  
○​ Add programme slug 

●​ Add 14 sections in the page builder  
●​ Select course under page settings  
●​ Copy and add text to selected sections 

○​ Tip: please use the resource section as your guide  
●​ Hit update to save and publish  
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STEP 7: Titan: create course page 
●​ Log into titan  
●​ Search course name  
●​ Open course parent page and ensure the correct school is selected  
●​ Add child pages  

○​ Tip: ensure you add each child page under the parent page  
○​ Banner  
○​ Overview 
○​ What will set you apart  
○​ Testimonials  
○​ Faculty directors 
○​ Certificate 
○​ Want to know more  
○​ Lead capture form  

●​ Populate copy into the pages and save page after each upload  
●​ Once complete, open in new tab and take a screenshot for QA  

 
​ ​ ​ ​ ​ ​ ​ — 

Promo codes: adding and removal 

Landing Page 

●​ Navigate to course page builder  
●​ Add third section below ‘programme details’ 

 
●​  Add either ‘additional info’ or ‘statistics’ section. Any available section in the cms  
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●​ Tip: always add copy to ‘text’ window for easy configuration  

 
●​ Check visual view to ensure the text is uploaded correctly and publish page to update  

 
●​ To remove: remove section from page builder and hit publish to update  

 
​ ​ ​ ​ ​ ​ — 

Titan: course page  

●​ Navigate to page and open ‘overview’ section 
●​ Navigate down to ‘overview text 1’ 
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●​ Add promo text below the course duration and hit ‘update page’ to save  

 
●​ To remove: follow the same steps to navigate to page and delete the promo code text 
●​ Hit ‘update page’ to save 
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Course cancellation 
●​ Setting a course live and cancellation is done in Spree 
●​ In Spree, navigate to course page  

○​ To set live: add/select date under ‘Available On’ 
○​ To cancel a course (take down from gs.com NOT delete): remove date from 

‘Available on’ and update page  

  
 
​ ​ ​ ​ ​ ​ ​ — 

Convenor updates 

Titan 
●​ Navigate to ‘Faculty Director’ 
●​ Add new convenor  
●​ Add name  
●​ Add bio 
●​ Upload image and hit save  

 

Tailored Page - presentations 

●​ Navigate to presentations dashboard 
●​ Navigate to convenors  
●​ Add new  
●​ Add name, title and bio 
●​ Add convenor image and hit save  
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Resource list 
●​ Salesforce Object Sheet  

○​ Use: UUIDs for all Executive Education products 
○​ Tip: navigate to the most recent tab as it will most likely be updated 

○​ Sheet ownership: Planning team. Contact either or Jade Methven-Marsh

 Jess Davson

●​ Landing Page Boilerplate 
○​ Use: programme outline template when uploading a landing page  
○​ Tip: only copy from column D  

○​ Sheet ownership:  Nicolaas Hendrikse

●​ Course Page Icons 
○​ Use: titan = ‘what will set you apart’ section 
○​ Tip: these are svg files so download and save to your desktop for easy access 

●​ Course Page Certificate image  
○​ Use: standard course page certificate image  
○​ Tip: standard digital image file. Download and save to desktop for easy access 

●​ HTML link code 
○​ Use: info pack = stat section  
○​ Tip: Add to google notes for easy access 

●​ LCF language (current) 
○​ Use: tailored pages = page level form section 
○​ Tip: keep somewhere for easy access  

●​ What will set you apart heading HTML 
○​ Use: Titan = ‘what will set you apart’ section 

○​  

 
 

 
 
 
 

12 

mailto:jmethven@2u.com
mailto:jdavson@2u.com
mailto:nhendrikse@2u.com
https://docs.google.com/spreadsheets/d/1JEUbZkpDarObkdicL9a-MCca4wPcCgixHHFEBowsfF4/edit#gid=739771150
https://docs.google.com/spreadsheets/d/1J7Sjf02mJ_WHCpGoQceoakG5jmu_pJADfOBkgHDGasU/edit#gid=0
https://drive.google.com/drive/folders/1XZzuhLM_UZ10firFy5hPkBWLn3TaU0zE?usp=sharing
https://drive.google.com/drive/u/0/folders/1vJnTPTwvNCX118H0VNRslkdBXPe5vN5j
https://docs.google.com/spreadsheets/d/1J7Sjf02mJ_WHCpGoQceoakG5jmu_pJADfOBkgHDGasU/edit#gid=1924643143
https://docs.google.com/document/d/1CITYLtozg0oO6QmwqJgPV1kHbzUATs9kWsZGArzmZd4/edit?usp=sharing
https://docs.google.com/document/d/1CITYLtozg0oO6QmwqJgPV1kHbzUATs9kWsZGArzmZd4/edit


Where to find stuff? 
●​ Course registration link 

○​ Column U in URL builder  
●​ EdX redirect link 

○​ Column V in URL builder  
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