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Section Editor Workbook

Introduction

Welcome and congratulations! You are about to learn how to become an active and integral contributor to your
new Schoolwires Centricity? website.

We have written this workbook to help guide you through the process of becoming a Section Editor. In addition

to providing you with valuable information on your Schoolwires Centricity2 website and your responsibilities as
a Section Editor, this workbook highlights tips and tricks that you will find useful, offers several exercises to help
you practice and improve your skills and even provides access to quizzes in order to gauge your knowledge and

understanding along the way.

This workbook will provide you with the skills necessary to...

e Navigate your Schoolwires Centricity2 website.
e Access Site Managerin order edit your section.

e Perform the tasks of a Section Editor, including...
o Adding and editing pages.
o Working with the calendar.

o Using the Schoolwires Editor.

How this Workbook is Organized

This workbook is organized into three chapters. The first chapter is an introduction to your Schoolwires
Centricity2 website. The second chapter covers information specific to the Section Workspace. Finally, the third
chapter details some common uses of the Schoolwires Edjtor. We have also provided a variety of tips, tricks,
and points of emphasis along the way, which are organized in boxes like the ones below.

;‘““ you avoid some common
mistakes.

They will provide you with tricks and

shortcuts for working on your site. %
/@ Get Connected...
iy
‘@/ These sidebars emphasize points that will help

you become a Section Editor.

) schoolwires
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Chapter 1:
Your Schoolwires Centricity2 Website

By the end of this chapter you will be able to...
®* Navigate your Schoolwires Centricity2 website.

® Understand Schoolwires Centricity2 vocabulary including: channels, sections, pages, apps, columns
and page layouts.

® Understand the available page options.
® Understand the difference between Editing Privileges and Viewing Rights.

® Know what Content E-Alerts are and how to create them.

AROUND SUCCESS™

schoolwires
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Chapter 1

Overview of Schoolwires Centricity2 Website

Understanding the Structure of Your Website

Centricity2 provides three levels or tiers. You can use and name these levels or tiers to meet your needs. For
example, a large school district might organize its Centricity2 websites on the basis of a region, then districts
and finally schools. On the other hand, another school district may have structured its websites as two tiers

only: a district or main site and then
individual school sub-sites. The first page
you see when visiting your organization’s
website is the Homepage. This page
contains all of the navigation for that site
and provides access to other sites within
your organization.

Generally, the Homepage also contains a
Welcome Message, Announcements, Quick
Links to additional information, as well as
news worthy Headlines that you choose to
showcase or highlight .

Your Section

Subsites J

District / Main Site

Home = Our Dist!

Quick Links

Superintendent's Blog
Lunch Menus

* Current Job Openings
Upcoming Events
Friday

12:00 AM - 11:59 PM Fall Festival

Headlines

Visw Calendar

@ | For Parents | For Staff | Athletics | Community | Calendar

ﬂmwuncemmts

Dress Code Meeting
A new dress code is currently

Think of your website as a file cabinet. The navigation channels on your website act like big file cabinet
drawers that contain all of the sections on your site (hanging folders). Within sections, editors add, edit and
organize content in their sections using pages.

Each CHANNEL is
like a DRAWER-
containing similar
information.

John Glenn Middle School | section J

Channels J Subsite J

N

Home = AboutUs = Administration = Cas ity | Guidance | Library Media Centre | Programs | Teachers | Calendar
School Report Card

Quick Links

HVES Report Card
PA Department of Education

Headlines & Features

Science Fair
&

‘The annual Happy Valley Elementary School Scisnce
Fair will be held next week.

Announcements

Early Dismissal. Parents are remindad that School
will i

the school offic.

-

Within each CHANNEL
(DRAWER), is one or more
hanging folders or
SECTIONS

‘ Within each SECTION

(Folder) are the
PAGES of information
about that section.

[

77000
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Section Editor Workbook Chapter 1

Overview of a Section
What is a Section?

A section is a collection of pages within a channel. To view a section on the end-user website, first hover over
a channel and then select a section from the drop-down menu.

# District Home Signin  Register

John Glenn Middle School - ‘—
Section Drop-Down Menu John GIenn —\

— Middle School
Home | About Us | Administration = Community = Guidance | Library Media Centre | Progral .\Teachers Calendar
Smith, Jacob

Miller, Ryan

Quick Links g roaunmos o reatures
HVES Report Card B == 5y Science Fair
PA Department of Education 5 ‘

‘The annual Happy Valley Elementary School Science:
Teachers Channel

Fair will be held next week:

Announcements /

Early Dismissal. Pacents ace remindad that School
will observe an sarly dismissal this Friday. Classes will
ismiss 2t 1:00pm 2nd bus routes will be vnchangad with

the schedule commencing 2 hours saclier at 1:15pm. I
‘parents have any quastions you are invited to contact

the sehool s ’ Jacob Smith’s

Section

77

What does a Section Look Like on the Website?

John Glenn Middle School A Section ]

Pages in a Section are listed on the left-hand side. .
" Clicking a page title will display the page contents ledia Centre | Programs

Teachers | Calendar

in the Content Area. Content Area
- [ S—
Jacob Smith
Flex Editor
Welcome to Mr. Smith's Class Website
Article Library
Assi j v
ssignments : Name: Jacob Smith
Blog o Grade: 6th Grade ﬁ
Room: 29
Calendar Voice Mail: (814) 689-1046
File Library 1 am both pleased and honored not only to be teaching 6th grade but also for being YOUR child's teacher. | believe
b that learning can and should be fun and so to this end, | will embrace every opportunity to instil a love of learning
Link Library through a range of different teaching modalities and schoolwork. Our class website is a great resource for both
M P B parents and students in keeping abreast what what is currently being taught, accessing resources, knowing what
SHERES oS has been assigned for homework and assignments and when these are due.
Podcast
Aside from being a teacher my other interests include hiking, biking, scuba diving, spending time with my dog,
Photo Gallery and traveling to new places.

0On behalf our my students, | thank you for visiting our website and invite you to contact me via email or voice
mail should you have any further questions.

schoolwires
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Chapter 1

Overview of Page Types & Apps

Article Library

e List multiple articles.
e Control when the articles display and
when they are archived.

¢ Enable RSS Feeds.

e Add accent images to article listings.

e Use for weekly newsletters, homework

pages, sports highlights and directories.
Assignments

e Post information specific to your lesson.

e Add graphics and links and attach
documents.

e Add your assignment to your section
calendar with ease.

e Keep students and parents up to date on
past, current and upcoming assignments.

Blog

e  Publish information in a format that will
auto archive by date.

e Allow a blog post to be interactive with
comments or turn commenting off.

e Moderate comments so you can approve

them before they are published on the
end-user website.

schoolwires

come together

tration | Community | Guidance | Library Media Centre | Programs | Teachers | Calendar
_News  November 2010 - Class Newsletter
UV
Parents please read the noties about early dismissal for Thanksgiving brealk

_News  October 2011 - Class Newsletter
USSP

Here's the 2nd issue of our Monthly Newsletter. Be sure to read the article on our planned Halloween activies

News  September 2010 - Class Newsletter
jre——r——

‘This is the first izsue of tha class newslstter for the current yazr. Bz surs to come back to for the next isss to bs published soon.

stration Community | Guidance | Library Media Centre | Programs | Teachers | Calendar

Upcoming

Persuasive Argument

Dats Dua: 11/01/2010
Category: Literacy - Writing

Kite Book Report

Dats Dua: 11/22/2010
Category: Literacy - Writing

Solar System Project

Date Due: 01/10/2011
Category: Science

First Americans - Scrap Book

Date Due: 01/10/2011
Catasory: Social Studiss

tration | Community | Guidance | Library Media Centre | Programs | Teachers | Calendar

District Wide School Uniform Policy e
Postad by 1.0, Smart 2t 10/22/2010 12:00:00 AM ® First Americans
® District Wida School Uniform
There has been a problem in local schools with discipline and violence. By
Based on the positive examples and results that have been observed at
other schools, the school board is considering instituting distrit-wide
uniform policy in order to cut down on these problems. By Month
Community members are invited to contribute to the discussion by
submitting their opinions via this Blog before the next Board Meeting. ® October 2010

Comments (0)
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Chapter 1

Overview of Page Types & Apps

Calendar

e Post information specific to your
classroom or activity.

e Request that your event be posted on
other calendars.

e Color code events by category.

e (Create event registration.

Flex

e Place text and images anywhere.
e Choose an Editor Layout.
¢ Insert and format tables.

e Insert links.

File Library

e Post documents for viewers to download
and print.

e Control when files display and when they
are archived.

e Enable RSS feeds.

schoolwires

come together

< | October > 2010 v | |>| | Today Day Wask | Month t Legend | | More w
October 2010
Sun Mon Tue Wed Thu Fri Sat

1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

Bookina ...
wration | Community | Guidance | Library Media Centre | Programs | Teachers | Calendar

Welcome to Mr. Smith's Class Website

Name: Jacob Smith
Grade: 6th Grade

Room: 29

Voice Mail: (814) 689-1046
| am both pleased and honored not only to be teaching 6th grade but also for being YOUR childs teacher. | believe
that learning can and should be fun and so to this end, | will embrace every opportunity to instil a love of learning
through a range of different teaching modalities and schoolwork. Our class website is a great resource for both
parents and students in keeping abreast what what is currently being taught, accessing resources, knowing what
has been assigned for homework and assignments and when these are due.

Aside from being a teacher my other interests include hiking, biking, scuba diving, spending time with my dog,
and traveling to new places.

On behalf our my students, | thank you for visiting our website and invite you to contact me via email or voice
mail should you have any further questions.

ration

Community | Guidance | Library Media Centre | Programs | Teachers | Calendar
Investigating Probability - Lesson 1 Homework
1_How_Elkely s Tt doe
souwill

This first reflection exercise give you the chance to consider all that class. By addressing
your 1 desper.

before we delve

Dowalosd

Elementary School Lunch Menu

by Mys. Cooks
Filename: Lunch_Menu_Nov_and Dac_2010.pdf

‘This file details the Elementary Luach Menu for the months of November and December 2010

Downlosd

Grading Policy

by

Filename: grading_poticy_shest.doc.

This documents spacifiss the grading policy that spplies scross the District
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Chapter 1

Overview of Page Types & Apps

Link Library

e Organize useful websites.

e Distinguish web addresses with titles and
descriptions.

Maps & Directions

e Organize directions for several locations
on a single page.

e Retrieve maps from Yahoo® Maps.

e Provide access to directions from the
visitors’ locations entered in their
accounts.

rration | Community | Guidance | Library Media Centre | Programs | Teachers | Calendar

Exporing The Planets: Our Solar System

‘http:/iwww nasm si edu/research/cepsietpiss|

From the National Air & Space Museum, this site provides a collection of pictures, graphics, and articles about
the solar system as a whole as well as on individual planets.

Education World

‘httpsliww edveation-world com/

Over 500,000 sites of interest to educators. Browsable or searchable. with the ability to narrow in by
appropriate grade level. Launched in spring 1996.

Ask Jeeves for Kids

‘httpswew.asichids com/

Ask Jeeves is a unique service where you enter a question, and Ask Jeeves tries to point you to the right web
page that orovides an answer. At Ask Jeeves For Kids. answers have been vetted for i

tration | Community | Guidance | Library Media Centre | Programs | Teachers | Calendar

Museum of Indian Culture

2825 Fish Hatchery Rd
Allentown . PA , 18103

The Franklin Institute Science Museum

222 North 20th Street
Philadelphia . PA . 19103

(©) schoolwires
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Overview of Page Types & Apps

Photo Ga"ery stration | Community | Guidance | Library Media Centre | Programs | Teachers | Ci

e Showcase classroom activities, field trips
and athletic events in a slide show
format.

e Compliment your photo gallery with a
sound file.

ration | Community | Guidance | Library Media Centre | Programs | Teachers | Calendar

Podcast Music
. on 10/25 2010712 00:00 AM
e Post your sound and video files and allow e
: . ® @NY e e s e Ten e
VIeWerS to Su bscrlbe to your Apple t ;‘ thatt was :r\lgmaHy done by an artist named Sting. This |s.a wversion that is completely
.. ® ) instrumental.
iTunes® feed. 0
e Embed video and sound files. IHave A Dream

on 10/25/2010 12:00-00 AM

e Embed YouTube and TeacherTube
videos.

| This is an audio podcast of the now famous 'T have a Dream” speech delivered by Dr.
King at the Lincoln Memorial on August 28, 1963.

[» J2B%

Phonics Through Shared Reading

by Irternational Raadhi
Length: Approximately

; m Rhymes, onsets and reading aloud help K-3 children with phonics.
- e

)schoolwires

come together
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The Difference between Editing Privileges and Viewing Rights
What are Editing Privileges?

Centricity2 Site Manager allows your organization to share the responsibility for maintaining its website. Site
Manager has five levels of editing privilege: Site Director, Subsite Director, Channel Director, Section Editor and
Homepage Editor. As a Section Editor, you will be able to edit all of the content in your section. Section Editor tasks
are covered in Chapter 2.

Editing Privileges

Entire Website
................................. Dlstrlct/MainSite
: . Site Director B .
: Channel Director Section Editor .
o Homepage Editor .'-. .
.‘......................‘...................":

Subsite Subsite Subsite
......O...:~.......... ..-I...I...I........... .....‘...‘...‘...‘....
3 [ Subsite Director Ve ‘ Subsite Director Ve [ Subsite Director ] .
: e\ . N\ . :
: | Channel Director : ¢ | Channel Director | : | channel Director | :
E |_Section Editor | = : [ Section Editor ] e Section Editor ] E
. [ Homepage Editor ] A [ Homepage Editor ] . . [ Homepage Editor ] .:

What are Viewing Rights?

Viewing Rights enable individual users or groups of users to view content that has been restricted. Site Directors,
Subsite Directors, Channel Directors and Section Editors are able to assign viewing rights. Assigning viewing
rights to content published in your

section is covered in Chapter 2. Get Connected

Editing privileges can be assigned to Users by any editor.

‘(‘EfU/ A registered User does not need to be signed-in to view your
g website but viewing rights determine the content they will
see.

) schoolwires
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E-Alerts
What are E-Alerts?

E-Alerts are an efficient and effective means of communication. There are two types of £-Alerts: Content
E-Alerts and Broadcast E-Alerts.

Site and Subsite Directors can send Broadcast E-Alerts to users’ email addresses, mobile phones or both.

Content E-Alerts allow editors to notify subscribers when they make changes to content. All editors are able
generate Content E-alerts.

e Registered users must subscribe to sections or homepages within their Account Settings in order to receive

4 nformation Subscriptions
Your current subscriptions are listed. You can subscribe to receive Content E-Aler|
"t E-Alert Settings J e

S Add Area
|[@ Subscriptions

We noticed that you don’t have any subscriptions. Click Add to start filling up this

Content E-Alerts.

e Editor can create Content E-Alerts when they change content on a page, app or record within their area.

Active:

Save Cancel Create E-Alert

This includes changes to calendar events, which are records in the Calendar App.

Get Connected...

The email message that subscribed users receive contains a link
to the actual content, providing them immediate and direct
access to it.

(©) schoolwires .
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Chapter 1

Exercise 1: Organizing Your Section

As you start to think about developing your section, it is helpful to consider some of the following items first.

e Who are your viewers (e.g., students, faculty, parents, community members)?

e What type of information do you want to provide for your viewers?

[e)

e What is the best way to convey the information? Do you want your viewers to be able to...

o

o

Contact information
Directions

Course Information
Homework

Policies and Procedures
Schedules

Photographs

Music

View the information on the website without having to open a document
Download and save or print a document

Access other websites

Quickly link to another page on your own site

Post a comment

View a series of photos

Listen to music or an audio recording

Watch a video

schoolwires

come together
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Exercise 2: Section Planning Guide
Name of Your School
Channel Channel Channel Channel Channel Channel

Section Name

Page Title

Page Title

Page Title

Page Title

Page Title

Page Title

Page Title

Page Content Displays Here

Keep in mind the following:

e Your section is located under one of the channels listed along the Channel Bar. The name of your section will

display in the drop-down menu or on a directory page.

e The landing page of your section is its homepage. It should welcome visitors to your section. You determine on

which page visitors will land.

e You can add and rename as many pages as you like.

)) schoolwires

come together
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Chapter 2:
The Section Workspace

By the end of this chapter you will be able to...

e Access your Section Workspace.

e Add and edit content in your section.

¢ Modify editing privileges and viewing rights
e Add a Calendar event.

e Access the Tools tab.

e Manage your Files & Folders.

t@g AeROtUI\;Dg(ETESS'

(©) schoolwires .
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Section Editor Workbook Chapter 2

Overview of Site Manager and the Section Workspace

Accessing Your Section

In order to access your Section Workspace, you must first be assigned Section Editor privileges. This is done by
either your Site, Subsite, or Channel Director. To access your Section Workspace simply follow these steps...

Step 1. Click on the Sign in button that displays on the MyStart Bar at the top of your website. The Sign-in
window displays.

a District Home

2
Happy Valley School District 7

Step 2. Enter your Sign-in Name and Password and click Sign in. (Note: If you cannot remember your
password, simply click on Forgot My Password to have it emailed to you.)

. h | .
[ rmiller Q‘ T-Ips
: N
Password: ~ e = Ared triangle in the upper-
sssssene 1 W\ right corner of a field indicates
that the field is required.
Sign In Forgot My Password

Step 3. Now click on Site Manager at the top of the page. A new browser window or tab will open. When
you are done editing, click Sign Out under My Account.

# District Home

Site Manager

My Account ™

Happy Valley School District / |:+Mg J

)) schoolwires
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Section Editor Workbook Chapter 2

Overview of Site Manager and the Section Workspace

What is Site Manager?

Site Manager is a portal that provides users with editing privileges the access to add, edit or delete content on a
site, channel or section. As a Section Editor, you would normally only have editing privileges to your section or
sections. Navigating in Site Manager is simple and provides you access to...

e Content Browser

Provides access to all of the sections to which you have editorial privileges.
e View Website Link

Permits you to view the refreshed website after you have made changes to your section.
* Community and Support Link
Links to Schoolwires Share site where you can access other resources.
* My Account Link
Allows you to view and modify your account information, alerts and subscriptions.
* Sign Out
Allows you to sign out of Site Manager.
* Section Workspace
Provides access to your pages, tools and other section resources.

Centricity site Feedback [Sign 0

SITE & CHANNELS

£ Liberty Elementary School

Training Section Editors & Viewers Statistics How do 1.7 Workspace Tabs
{ Schooiwires School District / Training
Sources )

Fe

Current Pages Common Tools All Tools
&
New Page Organize Pages Recycle Bin |
- —  Photo Gallery
St
STATUS  PAGE 0 Forms & Surveys
Cantent Browser cem) All about the Editor Actions v 4 Files & Folders
shows the areas for o
which you had
editorial privileges. e} Homework - week 2 Actions ¥
Pending Comments All Comments
Jsome Tips & Tricks Actions v
There are no comments awatting approval
acwel Tables Actions ¥
- isi All Statisti
[ AcTive ] Another option T Total Visits tatistics
scmel = Calendar Actions ¥ 15
142
132
ocme) Homework Actions v 122
11=
102
 rcve J P

B Test Photos

Actions ¥

(©) schoolwires
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Chapter 2

Overview of Site Manager and the Section Workspace

What is the Section Workspace?

The Section Workspace is the area in Site Manager where you complete your Section Editor tasks. The Section

Workspace provide you with access to...

Summary Tab
Current Pages Block
* Add, edit and remove pages.
® Change the status of a page.
¢ Design a page.
* Rename and organize pages.
® Set page options.
* Set viewers for a page.
* Get a link for a page.
* Copy or move a page.
* Work with the Recycle Bin.
Common Tools Block

Provides quick links to common tools and easy

access to the Tools tab.
Pending Comments Block

If your district has either Social Media Framework or

Blog Apps, you will have access to this block where
you can review, approve and decline comments.

Centricity' bite

Community &

W SITE & CHANHELS Training Section
¢y Liberty Elementary School
Training Section Editors & Viewers
{ Schoohwires School District / Training
Resoures )
Current Pages
Organize Pages Recycle Bin
STATUS ~ PAGE
L All about the Editor
o) Homework - week 2
josme] Tips & Tricks
= Tables
o] Another option
Lome} Calendar
|
Lome} Homework
Loz} E Test Photos

Statistics

Current Pages Block

How dol. 2

Total Visits Block
Provides a snapshot of total visits to your section on

the end-user website.
Tools Tab
* Access Files & Folders.
* Access Section Tools.
® Access Section Reports.

Editors & Viewers Tab

* Assign other users (groups or individuals) editing
privileges to your section pages.

* Control viewing rights (groups or individuals) to
your section pages.

Statistics Tab
View additional statistics about visits to your section.

How do I1...? Tab

Access Help Articles, Interactive Video Tutorials and
Additional Resources.

Feedback Sign Out (test)

Common Tools All Tools

Caommon Tools Blocks
Photo Gallery

4]

One-click access to
frequentiy used functions

Forms & Surveys

it

Actions v Files & Folders

Actions ¥

Pending Comments All Comments

RELTEN Pending Comments Black
There are no comments awaiting approval

Actions w Approve, Review & Decline

Total Visits All Statistics

Actions w
Total Visits Black

Actions w

Snapshot of Total Visits

Actions w

Actions w

(©) schoolwires
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Controlling Section Editors & Viewers

Assigning Editing Privileges for your Section

You can grant users or groups of users editing privileges to your section by assigning them as Section Editors. To

do so simply...

Step 1. Click on the Editors & Viewers tab in r_‘

. Editors & Viewers Statistics How do .7
your Section Workspace.

Step 2. Click on the Section Editors tab. T BT A e

Step 3. Choose Assign Group if you want to Section Editors  igwers
assign editing privileges to groups of users [ ————————————

OR Assion Grouo Assion User Choose Either
Choose Assign User if you want to assign
editing privileges to individual users. 8 er e

User

Step 4. Type the name or part of a nhame of a user or group to whom you wish to grant editing privileges. For
groups, you may refine your search further by choosing from the category drop-down list. Click
Search.

Step 5. Click Select next to the users or groups to whom you wish to give editing privileges. The selected
users or groups will display in the Selected Users or Groups column on the right. You may search for
and select as many users or groups as you wish. The Selected Users or Groups column is a holding
area.

Step 6. Click Add.

Add User e

Enter all or part of a user's first, last or user name and click Search

|

‘% '“:I;::"r‘r:‘:os:n, o \‘5 ‘Lﬂ} I?yenll.le:::iuuusc::femnveauserurusers that you've selected

‘% Mulrhee}d, Scott (o)
Cancel
i

®
)) schoolwires )1
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Controlling Section Editors & Viewers

Assigning Viewing Rights to your Section

By default, all visitors to the website will be able to view your section. To restrict who can view your section, you
are able to grant specific users or groups of users viewing rights. To do so simply...

Step 1. Click on the Editors & Viewers tab in

your Section Workspace 5 Tools I Editors & Viewers ‘ Statistics How do 1.7

Step 2. Click on the Viewers tab.

Section Editors & Viewers
Step 3. Choose Assign Group if you want to
assign viewing rights to groups of users
OR
Choose Assign User if you want to assign
viewing rights to individual users.

Section Editors ~~ Viewers
By default, all website visitors can view this section. To limit who can view this section, add speci

Assion Groun Assion User Choose Either

All visitors to the website can view this section.

Step 4. Type the name or part of a name of a user or group to whom you wish to grant viewing rights. For
groups you may refine your search further by choosing from the category drop-down list. Click
Search.

Step 5. Click Select next to the users or groups to whom you wish to give viewing rights. The selected users
or groups will display to the Selected Users or Groups column at right. You may search for and select
as many users or groups as you wish. The Selected Users or Groups column is a holding area.

Step 6. Click Add.

You can also set viewing rights for individual pages in your section, calendar events and even records in a
MiniBase. You do it the same way everyplace.

Add Group

nter & group name or part of a name and click fearch. If you want, you can narrow the search by choosing a group category.

{Teach

Please choose a category... - ]
i

92 Al Teachers Please choose a category elected Groups
Show All Groups you want, you can remove a group or groups that youve selected.

nassigned

B All Registered Users

» Elementary Teachers

.

I
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.ontent to Your Section

What are the Core Elements of a Centricity2 Page?

Any page you add to your section will contain three core components—Page Layout, Columns and Apps. A page
consists of apps within columns. You can arrange both the apps and the columns in various ways.

Page Layout
The way in which the columns are arranged on a page is called the Page Layout. You can have one, two or three

column layouts as well as layouts with left or right side-bars.

Columns
You place your apps into the columns of a page layout. You can place one or more apps in a column.

Apps
Apps are the content building blocks of any Schoolwires® page. You can have one or more apps on a page. You

can edit your apps as well as share them with other editors. Available apps include Flex Editor App, Calendar App,
Photo Gallery App, Article Library App, Link Library App, File Library App as well as Apps for Announcements and
Site Shortcuts.

Column 2

App 2

schoolwires
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Chapter 2

Adding Content to Your Section

Adding a Page to Your Section

Step 1.

Step 2.

Step 3.

In the Current Pages block of the Summary
tab, click New Page. The Available Page
Types window displays. Many page types
consist of a single app in a single column on
the page.

Click on a Page Type from the list.

In Page Name field, enter a name for your
page. Click Save to return to page list.

schoolwires

come together

Summary ‘ Tools Editors & Viewers Statistics How dol..?

Pages
Create, edit and organize your pages.

Oroanize Paces Recvcle Bin

Available Page Types

To select the type of page you would like to add to your section, click on the title of the page type.

» Alumni Directory

This page type is useful for cataloging and displaying alumni information

= Article Library

This page type is useful for sports highlights, newsletters, and meeting minutes.

m

| Assignments

15 This page type is useful for adding and displaying hemework assignments.
Blog
=
This page type is useful for such things as faciltating cooperative learning experiences
and promoting communication with parents
= Book List
This page type is useful for displaying recommended or required books.
= Calendar
A calendar can be used for such things as homework, sport schedules, field trips and
conferences
| Discussion
— This page type is useful for faciitating discussions.
| File Libary Click on page type
This paoe tvoe is useful for oolicies. forms. software ucdates and art oroiects ks
L |

Back e

Add 'File Library’ Page
Enter the name of your ‘File Library' page below.

Page Name:

This is the page name users will see in your navigation.

Student Resources

Type desired page name,

24
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Adding Content to Your Section

Adding and Editing Content on a Page

Editing Apps—Single App on a Page

In Centricity2, you edit your apps and design your page in the same location within your Section Workspace—the
Page Details window. But if your page contains only a single app, you do not even need to open that window.

To add or edit the content on your single app pages...

Step 1. Click on the title of the page in the Page List. Your app opens.

] ‘Sudent Resources' Page File Library App

File Library App | App options |
[ SE—
[ Sort Files. |
- J

STATUS FILE ACTIONS

Active =
Math Homework Guidelines | Edit | | Delete

Step 2 Add content to your app. How you do that will vary depending on the App Type. As long as your
record—in this case, your file—is active and your page are active, it will display on the end-user
website according to the Display Durations.

Step 3 Click the Page breadcrumb to go to the Page Details window or click the Home icon to return to the
Page List.

Editing Apps—Multiple Apps on a Page
When your page contains more than one app, you'll edit the app in a slightly different way.
To add or edit the content on a page with more than one app...

Step 1. Click on the title of the page in the Page List. The Page Details window opens.

F 3 'Class Resources' Page

'Class Resources' Page ‘ :
Last edited by Chloe Craig on Thursday at 1:58 PM View Page

| Design Page |
L= )

Useful Documents Links to Useful Websites
File Library Ao Link Library App

Step 2 Click on the title of your app. Your app opens.

Step 3 Add content to your app. How you do that will vary depending on the App Type. As long as your
record—in this case, your file—is active and your page is active, it will display on the end-user
website according to the Display Durations.

Step 4 Close the app to return to the Page Details window.
Step 5 Click the Home icon to return to the Page List.

)) schoolwires
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Chapter 2

Adding Content to Your Section

Changing the Layout of a Page

As mentioned, in CentricityZ2, you edit your apps and design your page in the same location within your Section
Workspace—the Page Details window.

#  "Mlabout the Editor’ Page A Tips & Tricks' Page
"Ml aboutthe Ediior’ Page Actions “Tips & Tricks® Page: Actions
Last edffedby Sechon Edfor Westerday 2t 1257 PUL Lsstedied by test acoount sbout 3 minut 800,
; Manape Apps & Lapout »  Manage Apps & Layout
Flex Ediior Page Opticas Flex Edior Tips & Tricks Page Options
o Set Viewers 2 Set Viewers

View Page Wiew Page
Page Details window of a page with multiple apps

Accessing the Page Details window

You can easily access the Page Details window for any page by choosing Edit Page from the Actions drop-down
list to the right of the page. e

Delete
Set Viewers

As mentioned, on a page that contains more than one app clicking on the title of your page opens the Page Details
window for that page. If you're editing an app that is the only app on your page, you can access the Page Details
window by clicking on the breadcrumb for that page.

Changing the Page Layout

In the Page Details window...

Step 1 Click Manage Apps & Layout under Actions Block on the right hand side of the window to enter
Design mode.

"Tips & Tricks' Page

Last edited by test account about a minute ago.

Add App | Change Layout \| I'm Done

Organize your apps by dragging and drepping. Double-click the App to change the name.

| Flex Editor [ ] | Ties & Tricks

Flex Editor App Flex Editor App

Step 2 Click Change Layout. Layout choices display.

schoolwires
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Changing the Page Layout (continued)

Step 3

Step 4

Step 5

Step 6

Step 7

Click on the desired layout. A green
check displays on your choice.

Click Apply. The Design mode displays
with your new layout.

If desired, you can drag and drop an
app or apps to a new location.

If desired, you can add an app or apps
to your page. We cover this later in
this workbook.

Click I'm Done to return to the Page
Details window.

F 3 ‘Tips & Tricks' Page

'Tips & Tricks' Page

Last edited by test account about a minute ago.

Add App Change Layout I'm Done

Choose a layout for your page. We will redistribute your apps if you change your layout. Then you can organize them by
dragging and dropping.

Left Sidebar

Apply Cancel

Organize your apps by dragging and dropping. Double-click the App to change the name.

A Tips & Tricks' Page | Flex Editor [x]

Flex Editor App

| Ties & Tricks Q
Flex Editor App
"Tips & Tricks' Page

Last edited by test account about a minute ago. N
o < Layout Choices

Add App Change Layout I'm Done

Step 8 Click the Home icon & to return to the Page List.

Organize your apps by dragging and dropping. Double-click the App to change the name.

” Flex Editor [X]

Flex Editor App

” Tips & Tricks [X]

Flex Editor App
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Chapter 2

Adding Content to Your Section

Adding Apps to a Page

In Design mode, you can add apps in addition to changing the layout of a page.
Step 1 Click Manage Apps & Layout under Actions Block on the right of the Page Details window. The

Design mode displays.

Step 2 Click Add App. The Available Apps window displays. As you can see, You can either add an new App—
one without any content or add an existing &  ‘Tips & Tricks' Page

App.

Available Apps
Select the type of App you would like to add to your page.

Alumni Directory App (beta)
Announcements App - copy
Article Library App - copy
Blog App

Calendar App

Facebook-like App

Flex Editor App

[
Select an existing App
§

Back

Add Existing Apps

You can ook for apps on a page or by app type. 7

By Page By Type

| ?
E Class Pictures
= Happy Valley Elementary School / Fifth Grade / Hannan, Joe

= Class Resources
=L Happy Valley Elementary School / Fifth Grade / Hannan, Joe

Let's Hear from You
Happy Valley Elementary School / Fifth Grade / Hannan, Joe

Look at Us
Happy Valley High School / Programs of Study / Agricultural Studies

Mr. Hannan's Calendar
| Happy Valley Elementary School / Fifth Grade / Hannan, Joe
Talk to Us
S Happy Valley High School / Programs of Study / Agricultural Studies
{—Jcmcsl

Article Library App

Assignment App

Book List App (beta)

File Library App

| "Tips & Tricks' Page

Last edited by test account about a minute ago.

Announcements App Add App Change Layout I'm Done D ; 4
| rag an App to

desired location ihe

|

” Flex Editor (<] ” Tips&Tricks} (%]
e

Crganize your apps by dragging and dropping. Doul

Discussion App (beta)

Step 3 To add a new App...

Headlines & Features App a. Click on the name of the App.

¥ Enter a meaningful name for your App. This
name will not display on the end-user website
unless you activate it in Options for the app.

b. Click Save.

c. If desired, click and drag the App to a new
location.

Step 4 To add an existing App (one you created or one someone
shared with you)...

a. Click Select an Existing App. The Add Existing Apps window
displays.

b. Search by Page if you know where the App was used.

¢. Search by Type if you are not certain where the App was used.

d. Click Save.

e. If desired, click and drag the App to a new location.

* Step 6 Click I'm Done to return to the Page Details window.

I'Clans Resources' P

step 7 Click the | I\‘JIIIC (SR L:l?é vreadcrumb to return to Current
Pages.

Note: Double-click on
an app to rename it_ Organize your apps by dragging and dropping. Double-click the App to change the name.

[Useful Document: | Links to Useful Websites (]
Link Library App
Save  Cancel

File Librarv App
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App and Page Options

Editing Options for an App
Options for Apps include...

®* The name and description of your app as well as whether to show the app name on your page and how
many records to display

* Sharing settings Tips & Tricks — M|
m Cancel Create E-Alert

* Social settings
To edit the options for an app...
Step 1 Edit your app.
Step 2 Click Options in the upper right corner. The Options window displays. It opens on the General tab.

Step 3 Edit the name, description, and the settings for showing the app name on the page and number of
records on the General tab.

Step 4 Enable or change Sharing Rights for your app on the Sharing tab.

Step 5 Enable or change social media options on the Social Settings tab. Which social media elements are
available depends on whether your district has Social Media Framework and which app you are editing.
For more information on which elements are available for each app, see Availability of Social Media

Elements.
L
App Name:
Useful Documents N
General Sharing Social Settings
Choose the social media elements you'd like to allow for your app. Additional controls will display for some checked elements.
F Community Editing
Allow visitors to edit or contribute to your app.
[[] Commenting
Allow visitors to comment on your app.
[] Rating
Allow visitors to rate the content in your app.
] RSS Feeds
Allow visitors to subscribe to RSS feeds for your app.
Cancel
Step 6 Click Save.
2 Get Connected ...
@ Boost collaboration with your audience... “Social Settings” is an App
@ Option for some Apps, that enables you to allow such things as
commenting and allowing RSS feeds.
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App and Page Options

Sharing Apps

At times you may wish to share an app you created with other users or groups of users. For example, in a team-
teaching environment teachers may wish to share a common calendar.

Tips & Tricks

m Cancel Create E-Alert

To share an app...

Step 1

Step 2
Step 3
Step 4

Step 5

Step 6

Step 7
Step 8

Edit your app.

App Name:

Useful Documents

General ‘Sharing Social Settings

By default, only you can use an app you created. To share this app with others, add specific users or groups.

Assign Group j I Assign User

You are not sharing this app with anyone.

cancel

Click Options in the upper right corner. The Options window displays. It opens on the General tab.
Click the Sharing tab.

Choose Assign Group if you want to share your app with groups of users OR
Choose Assign User if you want to share your app with individual users.

Type the name or part of a name of a user or group with whom you wish to share your app. For
groups you may refine your search further by choosing from the category drop-down list. Click
Search.

Click Select next to the users or groups with whom you wish to share your app. The selected users or
groups will move to the Selected Users or Groups column at right. You may search for and select as
many users or groups as you wish.

Click Add. The Sharing tab displays.

Click Save. The app displays. Anyone with whom you have shared the app will be able to use that app
on a page. However, they will not be able to edit or delete the app.

)schoolwires
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Chapter 2

App and Page Options

Editing Page Options

As a Section Editor you are able to set or change options for any page in your section.

To edit Page Options.

Step 1

Step 2

Step 3

Step 4

Step 5

Click Actions to the right of the page name. The Actions drop-down list
displays.

Click Set Options. The Page Options window opens on the General tab.

Page Name:

‘

Welcome to Mr. Hannan's Web Pages

General Display Duration Advanced

[T] Hide this page from website navigation.

[T] Always show pages nested under this page.
Show a bullet image next to this page.

Map Page to Web Address:

When a visitor navigates to your page, they will be directed to this web address. Enter a full web address
(e.q., http:fiwowrw schoolwires. com).

Cancel |

As desired, you can...

Actions w I

Edit Page
Set Options
Get Link
Copy Page
Move Page
Delete

Set Viewers

* Hide the page from website navigation (i.e., on the end-user website). The default for this is off. If
selected, the page name will not display in the navigation of your section on the end-user website.

You may use the contents of this page in another way.

® Show any pages that you nest under that page. The default for this is off.

® Show a bullet to the left of the page name on the end-user website. The default for this is on.

* Map the page to another web address. When visitors navigate to your page, they will be directed to
the web address you put in this field. Enter a full web address (e.g., http://www.schoolwires.com).
Click the Display Duration tab to change how long this page displays on the end-user website.

No dates—page displays immediately and displays indefinitely.
Both dates—page displays within that date range.

Only start date—page displays indefinitely beginning on that date.
Only end date—page displays immediately until that date.

Click the Advanced tab to enable caching for your page. Caching allows visitors to view your page

faster by accessing a saved version of the page.
Click Save. The page list in Current Pages displays.
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App and Page Options

Setting Viewing Rights for a Page

By default, all visitors can view the pages of your section. As a Section Editor, you are able to
limit who can view individual pages by granting viewing rights.

To grant viewing rights...

Step 1

Step 2
Step 3

Step 4

Step 5

Step 6

Step 7
Step 8

Click Actions to the right of the page name. The Actions drop-down list displays.

Click Set Viewers from the drop-down list. The Viewers window displays.

Choose Add Group if you want to Groups of Users to view page OR
Choose Add User if you want certain individuals to view page.

Type the name or part of a name of a user or group to whom you wish to give page viewing rights.

Actions w

Edit Page
Set Options
Get Link
Copy Page
Move Page
Delete

Set Viewers

For groups, you may refine your search further by choosing from the category drop-down list.

Click Search.

Click the Select button to the right of the users or groups to whom you wish to give page viewing
rights. The selected users or groups will move to the Selected Users or Groups column at right.

You may search for and select as many users or groups as you wish.

Click Add. The Viewers window displays.

After you have added your desired groups and users, close the Viewers window.
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Additional Page Tasks
Additional Page Tasks Available from Drop-down

In addition to the tasks we already covered, the Actions drop-down list contains

. Actions
links to... I Q‘

Edit Page Takes you to the Page Details window for that page. In this

_ _ ) Edit Page
window, you can edit apps and enter Design mode. Set Options
Set Options As mentioned, allows you to edit the page options. Get Link
Get Link Provides you with the full and relative web addresses for the e
page. Move Page
Copy Page  Allows you to copy the page in the section. T
Set Viewers

Move Page Allows you to move a page to another section for which you are a
Section Editor. Note: If you use Move Page within one section, the
results are the same as Copy Page.

Delete Page Removes the page from the section and places it in the Recycle Bin. Your page is not deleted
until your delete it in the Recycle Bin. From within the Recycle Bin, you may restore or
permanently delete pages.

(©) schoolwires
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Additional Page Tasks
Organizing Pages in Your Section

As a Section Editor, you can sort your pages alphabetically or manually. You can also create a hierarchy by
nesting pages.

To organize your pages...

Step 1. Click Organize Pages at the top of the Current Pages block of your Section Workspace. Organize
Pages displays.

Organize Pages

Organize your pages by dragging and dropping them. 7
Sort A-Z
Welcome to Mr. Hannan's Web Pages
Let's Hear from You
Class Pictures (inactive
Class Resources

Mr Hannan's Calendar

Step 2 To sort pages alphabetically, click Sort A-Z. Your pages will be sorted in ascending order.

Step 3 To sort pages manually, click on a page and drag and drop it into the desired position.

* To move a page, drag the page between two pages until a horizontal green bar displays. Release
the mouse. The page will be in the new position.

* To nest a page, drag the page on top of the target page. A green + displays to the left of the

target page. Release the mouse. A gray arrow displays to the left of the target page. Nested
pages display below it.

v Welcome to Mr. Hannan's Web Pages

Clazs Resources

Step 4 Click Save. The Current Pages display in the new order.
Notes:

* You can have up to five levels of nested pages. However, keep the width of your template in
mind. Too many levels may affect the look of your template on the end-user website.

®* You cannot move pages below the bottom page. Move pages up until the desired page is in the
bottom position.
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Working with Schoolwires Calendar

Adding Events to your Calendar

Because the Schoolwires Calendar is an app, you are able to have more than one calendar in your section.

To add an event to your calendar...

Step 1 Click New Event. The Event window displays.

Event Hame:

Fifth Grade History Project Meeting

Event Recurrence Registration Location Contact Post to Calendars Viewers

Enter a start date and description for your event. If you want, you can enter a start time, end time, end date, description and category.

Start Date: Description:
09/15/2011 N v 4hMBER2e M MA@
g Stles - FontName - Fontsees A L. BT US === ZZ E=

Start Time:

“sB— -7 380 0@

[[] No End Time

End Time:

[ An pay
BNormal EHTML QPreview Words:0 Characters:0

End Date:

Category:
09/15/2011 l Choose a category to color-code your event.

-
MHone |

~
Academic - Quiz

B Academic - Test

Cancel
Assembly

Step 2 Enter an Event name, Start Date and End Date. All other information is optional.

11

Step 3 Click Save. The Calendar displays.

Editing and Deleting Calendar Events

* To edit and event, you may click on the event or roll your cursor over the event. The Edit button displays.
Click on it to continue.

* To delete an event, roll your cursor over the event. The Delete button displays. Click on the it to continue.

15 16

8:00am
Fifth Grade Histony Pro...

Fifth Grade History Project
Meeting
9/115/2011 08:00 am - 09:00 am

Edit Delete b
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Tools & Apps Tab

Accessing and Managing your Files & Folders

Each section has access to its own Files & Folders where documents and images used in that section are stored.

You can access your Files & Folders using the link in the Common Tools block on the Summary tab or from the
Tools tab. The Files & Folders for your section display.

Common Tools All Tools

= Photo Gallery
= Tools

Manage your section tools and apps.
El Forms & Surveys ey pes

Forms & Surveys
B Y

: . Files & Folders
[ Files & Folders = Create and manage forms and surveys for your section

{=H. urganize me mies ana roieers used in your workspace

Approve Visitor Comments Approve Community Editing

= ES)
=" Approve or reject visitor comments on your apps. = Approve or reject community edits to your apps.
&* App Manager 1] Reports

Manage and edit the apps in your workspace. View your section’s reports.
r Photo Galle Minibase
8 y B

Create and manage photo galleries for your section. Create and manage minibases for your gection.

Files & Folders

Site Files

- TopLevel
ISR | Refresh | | Delete Selected | | Fouer Actions v |
FILE NAME size MODIFIED AcTions
& ActionsDropDewnList_080811.png B84KE  BM143158PM | Move | Mors w
E] AddEditEvent 082211.png 985K  8oPM143158PM | Move | more w

& AddExistApp_081711.png 5623KB  BR22011431:58PU | Move

& AddExistApp_081711_Spot.png 5632KB  BR22011431:59PU | Move

=] AppOpens 081711.png

1962KB  BR2201143159PM | Move | More w
& AppOptionst_0&(711.png 2611K8 802011 431:50P | Move | ors w
= AT L 2797KB  8222M1143200PM | MWove | More w
e P 10636 KB BR2201143157PM | Move | More v

* Documents and images are automatically saved in Files & Folders when inserted from your computer or
network using one of the Insert wizards. They will not, however be saved in a particular folder.

® You can create folders and sub-folders to help you organize your files and images.
® You are able to upload files using the Upload button.

* The URL for any file or image can be located by clicking on the More button that displays to the right of the
file, then choosing Get Link.

* Folders and files can be renamed by clicking on the More button that displays to the right of the file, then
choosing Rename.

* When working in a folder or subfolder, you can move up a level by clicking on the folder icon at the right of
the list of files and folders.

N
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Practice Exercises

Exercise 1: Add and edit a Flex Page.

1) From the Summary tab, click New Page.

2) Click on a Flex Page from the list presented.

3) In Page Name field, assign a name for this page. Click Save to return to page list.
4) Click on the name of the page in the page list. The app will open.

5) Edit as desired.

6) The default status of an app is to activate it on your page.

* If this is acceptable, leave Activate on my page checked. The app will display on the page according to
the display dates and for viewers specified. (If you have not specified viewers, the app will display for all
visitors to your website.)

* If you wish to hide the app while you edit it, click in the Activate on my page checkbox to deactivate. Be
certain to reactivate it when you are ready.

7) Click Save.

Exercise 2: Change the page layout and add a calendar app to an existing page.
1) Click Actions to the right of the page you created in Exercise 1.
2) Click Edit Page to access the Page Details window.

3) Click Manage Apps & Layout under Action Block on the right of the Page Details window. The Page Details
window will be in The Design View.

4) Click Change Layout.

5) Choose the Two Column layout for your page.

6) Click Apply.

7) Click Add App.

8) Click on the Calendar App from list of Available Apps.

9) Type a name for your app. Create a detailed hame so that you can easily identify the app later.
10) Click Save.

11) Click and drag Calendar App to second column.

12) Click I'm Done to return to the Edit View of the Page Details window..

13) Click the Home breadcrumb or Summary tab to return to the page list in the Current Pages block.
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Practice Exercises

Exercise 3: Add a Calendar Event.

1) Click the New Event button.

2) When the Event window opens, enter the Start Date, End Date, & Event Name. All other fields are optional.
3) Click Save.

4) To edit an event, roll your cursor over the event.

5) Click Edit button that appears. Edit the event as desired.

6) Click Save.

Exercise 4: Upload Images or Documents to Files & Folders.
1) On the Summary tab, click Files & Folders in the Common Tools block.

2) Create folders for your images and documents. Do this by clicking on the Folder Actions at the top of the
page, then click New Subfolder.

3) Type a Name for your Folder then click Save.

4) You can continue adding folders and folders within folders if you like.

5) In the Content Browser, click on the folder to which you will upload files.
6) Click Upload.

7) Browse to find the file or files you want to upload. To upload multiple files from a folder...
* Hold down the SHIFT key and click on the files for a group of adjacent files.

* Hold down the CTRL-key and click on the files lick for scattered files.
8) Click Upload to upload file or files and return to Files & Folders.
9) If desired, move a file to another folder using Move button.

10) If desired, use the More button to Rename a file, Get Link, or Delete file. If the file is an image, you can also
access Preview Image from the More drop-down list.

Note: If you move a file or image to another folder or from the root directory to another folder, its web address
changes. Therefore, you'll need to update any links to that file or image.
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Chapter 3:
The Schoolwires Editor

By the end of this chapter you will be able to...

e Insert and format text.

¢ Insert and format images.
e Insert and format tables.
e Insert links.

o Use ActiveBlocks™ to enhance your pages.
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The Schoolwires Editor

Introduction to the School/wires Editor

Tips & Tricks

m Cancel Create E-Alert

vyae O BB 2€ @ e E

4 MNormal = Font Name - FontSize- A - :

W s B ] @ & RV g B

& B I U &

]

= = Editor Icons J

EH @ ) @
I \ /
Content Area
)
Canarmal EIHTML CiPreview

Words:0 Characters: 1
Activate on my page

You will use the Schoolwires Editor when you add most of the content within your Section Workspace. Many of the

Apps contain the Editor. Within the Edlitor, you can add and edit text, insert images and hyperlinks, embed files and
create customized content for your users and community.

The Editoricons will help you add, edit, and maintain your content. You can see a full list of the Edlitor Icons later in
this workbook. We discuss many of these icons in more detail later on in this chapter.

The Content Area is where you add and edit your content. You can edit in two different modes...

Normal—This is the default and allows you to work with text using the full range of Edlitor functions using
the icons on the toolbar

HTML—This allows you to see and edit the content as HTML.

In addition, the Schoolwires Editor enables you to work with alternate HTML editing software that you have installed
on your computer. This is known as round-trip editing. You can use these applications...

*  Adobe® Dreamweaver®
Microsoft® FrontPage® (o
Microsoft Expression®
* Aptana®

Click the application icon to pull the content currently in the Ediitorinto the application. Selecting Save in that

application will return the edited content to the Edlitor. You will also need to select Save in the Schoolwires Editor to
ensure that your changes are properly stored.
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SchoolwiresEditor Icons

v e M &0 2C @ WHhl v E
g Styles ~ FontMame - FontSize » A - [ - é(\ BJI Us === = = E =
HeovIlIg v BB ([ @ -
"%  Spell Check El Print El Find and Replace
Y e Q Copy = Paste
@I Paste From Word E Paste Text = Undo
= —] Round Trip
|| Redo 3 Full Screen MIEERE Editing
| Template Style Style |F|:-nt Marme —| Font
. - [ | Background
. A
|ant size_~| Font Size —_ Font Color Color
& Formatting B Bold I Italic
U Underline 5 Strikethrough = Justify Left
=|  Justify Center = Justify Right — Justify Full
Numbered List = Bulleted List = Indent
Outdent 7] Insert Image & Insert File
Insert Rich Media Horizontal Rule ,_/'E Bookmark
I Link Edit Link P i R Link
nsert Lin & dit Link Properties = emove Lin
Insert Form Link & Insert Photo Gallery Er Insert MiniBase
Insert Table = Table Options Row Properties

Cell Properties

Insert Editor Layout

Remove Format
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The Schoolwires Editor

Inserting Text Using the Schoolwires Editor

Inserting text is as simple as placing your cursor in the Editor Content Area and typing! Once you have entered your
text, you are then able to format this using one of the many formatting options offered. Click and drag over the text
to highlight it, then apply formatting by clicking on appropriate icon on the Editortoolbar.

Copying & Pasting in the Editor

You can copy text from another source and paste into an app containing the Edlitor. Once you have copied the content,
there are three paste options available to you.

Paste: Using this option retains source formatting but may not allow future formatting. This works well when
copying and pasting text from one Centricity page to another.

'S
@I Paste from Word: Using this option permits you to paste text from Microsoft® Word or other source docu-
ments. It removes most formatting that is not web-friendly. You can easily reformat the text with the Editor.

—.] Paste Text: Using this removes all formatting and pastes the plain text, which you can then format using the
[ Editoricons. This ensures that your text will be editable in the future.

Formatting Text in the Schoolwires Editor

There are several ways you can format text in the Editor...

* Before you begin typing text, select your formatting options by clicking the appropriate icons. Once you've made you
selections, you can start typing.

* Highlight existing text by clicking-and-dragging your cursor over it. Once it’s highlighted, just select the formatting
icons that you want to apply.

* Format a block of text by using Formatting to apply borders, background colors and text formatting to all text in

a <div> block. |:|
* To remove the formatting, highlight the text and select the Remove Format icon.

* Format a block of text by clicking on its element tag (e.g., <div>) below the Content Area. From the context menu,
select Properties. The appropriate wizard displays. Select the Style Builder tab to format text.

Formatting a List in the Editor

Create your list as you normally would using the appropriate list button. |:=| |[:=
Click on the <ul> or <ol> element tag associated with the list you wish to format.
Select Properties.
In the UL or OL pop-up window, select List and make such changes as...
a. Choose your bullets.
b. Set your starting number.
C. Select a custom bullet (JPEG images).
5. When finished, click OK.

ou ==
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Inserting an Image

As with all the editing in the Editor, inserting an image is simple...
Step 1 Place your cursor where you would like the image to display.
Step 2 Click on the Insert Image icon. E

Step 3 USIng the Insert Image leard’ Is::::‘:nr‘:;?;amnmenchunseyuuumaqe If wou want, you can change the image size q
select the location of the image. YOU 5 yiat mage
can upload an |mage from your O Lpload an image from your compter of network e

computer or network; insert an e e N mage size

image you've already uploaded to g stetmase © Thmanaisize (1250wt

your Files & Folders; insert an image . e

that your Site Directory uploaded to = s e s © esarn i (risra

the Shared Library or insert an © o Resizing (Ol se)

image from the Clipart Library.

dium Size (300p:x wickh)

¢ If you are uploading an image
from your computer or network,
browse out and select the image
you would like to insert.

Cancel

* When you're uploading an
image, you can choose the size The Insert Image wizard allows you to choose your image source.
of the image to be inserted.

You can change this later.

Step 5. Click Next
Step 6. Enter a description of the image in the Alt. text field. (This is a required field.)
Step 7. Adjust the height and width of the image as necessary.

Step 8. Set alignment, a border if desired or spacing. (You can add or change these later.)

Step 9. Click Insert Image.

Get Connected...

SVVV TIpS The Alt. Text field allows screen-reader software to

- . 5 Get in the habit of clicking Save describe an image to web surfers with limited or no
V4A\NN button often as you are working vision. Providing Alt. text will allow all Internet users to

in the Ediitor. This will ensure that your work is safely 8 enjoy your web pages, in addition to helping your site

stored. maintain ADA compliance.
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Positioning an Image

There are several ways to position your image once you have inserted it on your page.

* Click and Drag: Once an image has been inserted, you can move it by simply clicking on |
the image and dragging it to a new location. Using click-and-drag, you can move an image

to any position in the Content Area at which you can place the cursor.

e Justify: If you want to position the image in a particular area within a line, you can justify the
image by clicking on the image then choosing the Left, Right, or Center justification icon.

Note: You cannot apply full justification to an image.

* Tables: You can use Tables to help with positioning your images. Once you insert
your table, you can insert your images into the table’s cells and justify or position

them as you like.

l

© ©

* Position by Pixel: Position by Pixel allows you to move an image to an exact location on the screen. The

image will float over the content behind it, so you should make sure that the floating image isn't covering EI
any text or other content that you want to display. Click on the image, then click the Position by Pixel icon to

activate it. You can turn it off by clicking the icon again; this will return your image to its original position.

Inserting a Table

Step 1 Place your cursor at the point in the Content Area where you will insert the table.

Step2  Click the Insert Tableicon. |

Step 3 Select the number of columns and rows from the dropdown.

The table will display with a gray border. This is for your reference and
does not display on the end-user website. If you'd like to hide the borders
in the Editor, click on the Visible Borders icon. [[]

If you'd like to create a more customized table, click Table Wizard in the
Insert Table dropdown. The Table wizard gives you the ability to edit
the properties of your table as you create it.

® Choose a Table Layout (e.g., Header, Footer, and 3 Columns)
from the drop-down list.

vea GITEEE] FIEEEE

2o B Jevtg B 0 @EE ) @@ e

xxxxxxxxxxxxx
aaaaaaaaaaa

el BT Qeeiew [@3] s 0

Inserting a table with the Schoolwires Editor

® Add or remove columns and rows by using the plus (+) and minus (-) buttons on the top and right hand

side of the preview table.

* Merge cells by selecting a cell and using the plus (+) and minus (-) buttons on the top and right hand side

of the preview table.

* Edit other table properties by clicking on the Table Options tab, where you can edit spacing, padding,

borders, background color and more!

Once you've completed the table in Table Wizard, click OK.

2) schoolwires
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Editing a Table

Once you've inserted your table, you may want to add or

delete rows or columns. To do this...
Step 1 Click into one of the cells.
Step 2 Select the Table Options icon.

B

Step 3 From the drop-down list, select an option.

* Add and delete rows, columns or cells

* Merge cells and split merged cells

® Access cell and row properties

Resizing a Cell in a Table

To resize one of the cells within a table...

Step 1 Right-click in a cell and select Cell Properties from the drop-

down menu.

Step 2 Enter the desired width and click Ok.

You can also adjust the cell size by editing the cell properties from the oo
Table Option drop-down list or clicking the <TD> element tag and se-

lecting Properties.

Changing the Size of a Table
To change the size of the table...

Step 1
Table Properties.

Step 2. Click on the Table Options tab.

Step 3. Enter the desired table width and click Ok.

Double click on the outside border of the table to open the

|_=| Insert Row Above
}n Insert Row Below
== Delete Rows
uﬁd Insert Column Left
2 Insert Column
Right
T Delete Columns
E Row Properties
B Ccell Properties
i3 Merge cells right
i Merge cells down
me Split cells right

= Split cells down

-]
e = Tips

o
/N

You can access the properties for
your cell or row, or from the drop
-down menu. These will allow you
to add background colors set text
alignment, add cell padding or
spacing, and much more.

Make sure you're clicked into the
cell before you choose to edit
properties.

You can also adjust the table size by right-clicking after you've selected
the table and choosing Properties from the context menu. You can

also access the context menu by clicking on the <table> element tag.

When resizing your cell or table, all other cells within the
table will adjust accordingly.
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- 2 Undo CTRL+Z
Changing the Background Color of a Table 2 Redo CTRL+Y
dy cut CTRL+X
To change the background of a table... L copy SR
| Paste CTRL+V
Step 1. Click on the outside border of the table. Handles display X Delete DELETE
on the edges of the table. | i oL
Formatting 3
Step 2. Right-click. The context menu displays. Tags v
#H pronerties
Step 3. Click Properties. Click on the Table Options tab. Context Menu

Step 4. Under Table Options, click in Background

vomellhmE 9C 1 WA Y&
iame - Fontsizer A - - g7 B I US = =

Color field and choose a color. o

BeoeB— HevRg DO EEEE QO W@ e

So il

Step 5. Click OK. !
Step 6. Click Save.

A background color allows you highlight a

Changing the Background Color of a Page

Step 1. Add a Flex Page to your section.
Step 2. Edit the Flex Editor App and insert a one cell table.
Step 3. Using the process above, apply a background color.

Step 4. Under General on the Table Options tab, enter 100% in
the Width field.

Step 5. Enter 100% in the Height field.
Step 6. Click OK.

The table will fill the content area and you may add any content into

This page contains a table with a yellow background

the table. The background of the table will now provide the A one-cell table lets you change the
background for your Flex Editor App on the page. background color on your page.

< Whenever you are ready to add content to a Schoolwires Editor, always make sure you click your
3 s cursor in the Content Area before selecting any of the Editor Icons. The cursor tells your content
VAAN (text, images, tables, etc.) where to appear on the page. Once you see the flashing cursor, you
can start adding your content!
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Inserting a Link

Step 1 Highlight the text (or click on the image) that
you would like to make into a hyperlink.

Step 2 Click on the Insert Link icon.

Step 3 Select one of the following E

options from the Insert Link wizard and follow
the instructions.

*  Your Site

°  Select a site from the drop-down list.

Select a channel, section and page from
the drop-down lists

°  Click Insert Link.

Hint: To link to a site homepage, select

a site and a page. To link to a channel
homepage, select a site, channel and

page.

* Email Address

Enter the desired email address and click
Insert Link.

* Web Address

°  Enter the web address into the URL
field. Note that “http://” has already
been added. Do not duplicate.

The Target field defaults to ‘Open in
New Window,” which is a good choice
for links to external websites.

°  (Click Insert Link.

* Bookmark

°  Type in the name of the bookmark.

°  (Click Insert Link.

For more information about bookmarks,
see “Inserting a Bookmark” later in this
workbook.

schoolwires
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Get Connected...

= Links (or ‘hyperlinks’) will take your
visitors to a destination you choose, like
another page in your section or another

website. You can use hyperlinks to direct
your visitors to useful web resources, or to generate
an email to a specific address.

Your Site
Link to an area of your site

5]

Email Address
Link to an email address.

K

Webh Address

Link to & web address

E

Bookmark
Link to & hookmark on this page.

1

Choose a Site

| Happy “alley School District

Choose a Channel

~N

| Teachers

Choose a Section

Martinez, Maria

Choose a Page

Pleaze Select a Page

~N

Your Site
Link to an area of your site.

@

Email Address
Link to an mail addres=s

K

Web Address
Link to a web address

2]

Bookmark
Link to & bookmark on this page|

4

Email Address:

Your Site
Link to an ares of your site.

E

Email Address
Link to an email address

®

Web Address
Link to & weh address

El

& Bookmark

Link to & hookmark on this page.

Web Address:

Target: 7

Qpen in Mew YWindow (_blank)

0 @

E

& Bookmark
N

Link to & baakmark o this page.

Bookmark name: 7
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- = Hyperlink Information
The SChOOIWIres Edltor Url: http:ffwww.schoolwires.com
. . Type: http:ff - Target:  Mew window -
Editing a Link : Nofollow: ]
Css Class:
To edit a link that you have created, highlight the link and... Aocess s Teb Index: Color: =
Title: i

® Click on the Edit link properties icon.
OR

b4

® Click on the <a> element tag under the Content Area, then select
Properties.

The Hyperlink Information pop-up will allow you to edit the URL and
Target of the link.

[ select a named anchor in the current page

| oK | | Cancel

* The URL, or Uniform Resource Locator, is the web address of the site or file that you wish to display.

* The Target field allows you to specify where the link will open. If you're linking to another website, selecting ‘New
Window’ will display the link in a new browser window. That will allow your visitors to explore the other website,

then simply close out that browser to return to your site.

Inserting a Bookmark

To insert a Bookmark (sometimes referred to as an anchor)...

Step 1 Place the cursor where you would like to place the

bookmark.

Step 2 Click on the Bookmark icon. E-:i

Step 3 On the Insert Bookmark pop-up, enter the name of the
Bookmark in the Name field. The Name identifies the
Bookmark so you can link to it later.

Step 4 Click Insert.

Now that you've inserted the bookmark, insert a link to it as
discussed earlier in this chapter. Bookmarks can be used to return
your visitors to the top of a webpage, or jump them down the page
to quickly find the information they’re looking for.

Bookmark

o]

Bookmarlk

Marne:

| Ingert | | Cancel |

« Homework will be assigned on a nightly basis. Even if you aren't able to reach a solution to each question, /
expect that you will have at least attempted each problem. 1f you choose to skip over problems just because
they look to hard in the homework, you will be accustomed to doing that when you see a similarly hard
problem on a test or quiz.

e My goal is to maintain a glassroom in which each student's underst:
interpretation of his or b

learn to respect one ano ThlS Ilnk WI” take the
deas. Openness will b | viewer to an anchor at

e A variety of items will gd
computer labs, homewor
we will hopefully be able the top Of the page
you should recognize the

ding will be enhanced by the thinking and
our class as a whole to function, we must
al way of learning and interpreting new

class. A combination of tests, quizzes,
ur progress. If you are having difficulty,
Il not be your only grades for this term;

OU WILL NEED:

Pencils...TI-83...N k... Textbook...Folder For Handouts

Go To Top

N

741\ Use bookmarks to take viewers to
specific locations on a page and minimize
scrolling. The example to the left shows a
link that will take the viewer to a book-
mark that has been placed at the top of
the page.

For example, bookmarks will allow you to
set up a linked Table of Contents that will
jump a visitor from the title of the topic
they are interested in at the top of the
page to content below describing it.

schoolwires
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What Are ActiveBlocks™?

ActiveBlocks are tags (Schoolwires code) that allow you to personalize your content and keep it fresh.

View in Site Manager View from End-User Website
Hello, $UF! Hello, Bill!
Today is $D1 Today is Monday, May 3, 2010
The current time is $D3 The current time is 5:08:06 P.M.

Accessing ActiveBlocks

Current User's First Name

Adding an ActiveBlock to the Ediitoris a simple process.

Current User's Last Hame

® Place your cursor in the Content Area where you want to display the
ActiveBlock.

¢ Click on the Open Toolbox icon. E

® Select the ActiveBlock you wish to display.
After you select the ActiveBlock, a snippet of code similar to “[$ActiveBlockName$]”
will display in the Editor. It will display on the-end-user website as desired (e.g., date,
time or first name).

Current User's Full Name

Current User's Zip Code

Current User's Email Address

Long Date (Monday, July 25, 2005)

Short Date (07/25/2005)

Long Time (12:00:00 AM}

Short Time (12:00)

Section Name

Embedding a Webpage using ActiveBlocks
You can also use ActiveBlocks to embed content from
another website in your Content Area.

Embed Simple Content

B DD 000D D DB B B8

1. Click the Open Toolbox icon. List of ActiveBlocks
2. Scroll down and select Embed Simple Content*
3. Enter the URL of the website you wish to display

(e.g. http://www.schoolwires.com). LA/ .
4. Click Insert. = Tip
5. Click Save. TiaN If you want to embed a web page that requires
This will display the content of the website you user interaction (e.g., search engines like Google.com)
embedded as if it was the content of the page you are choose Embed Complex Content. This will display the
viewing. You can use simple embed to display content target URL in an I-frame that will contain the content
from one area of your website in another area. Updates and act like a browser window within your browser. Use
made to the source area will automatically appear in the this option to display PDF’s that you've loaded into Files
embedded content. Many schools use this to ensure and Folders, as well.
content is visible in all appropriate areas while only

maintaining it in one.
e
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Practice Exercises

For the following exercises, access Site Manager and open a new Flex Editor App. (Remember the
Flex Editor Page Type contains a Flex Editor App.)

Exercise 1: Working with text

® Practice creating the text below :

Bold Tahoma, size 5 (18 pt)
Italic Trebuchet, size 4 (14pt)

Choose a unique font color in Arial, size 2 (10pt)

* Highlight some of the text and change your formatting options. You can use this feature to quickly format text
that you paste into the Editor.

Exercise 2: Inserting an Image

® Place your cursor where you would like the image.

® Click on the Insert Image icon.

* Choose an image from your computer, your site/section, a shared library or the clip art library.
* Browse for the image you would like to insert.

* If you're bringing in an image from your computer, you can resize the image by selecting Thumbnail, Medium,
Large, or Custom. Remember, 100 pixels is roughly equal to 1 inch.

* Enter Alt. Text.
* Adjust the height or width of the image if desired; the system will auto-adjust the other value.

* (lick Insert.

Exercise 3: Position an Image

® Click on the image you want to re-position.
® Click on any of the Justify buttons to center, left, or right justify.
® Put the cursor to the left of the image and click on the Indent and Outdent icons.

® Click on the image and choose the Position Absolutely icon. Click and drag the image to a new position
*Note: Using the Position Absolutely feature can hide content behind an image.

I

2) schoolwires

come together 52



Section Editor Workbook Chapter 3
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Exercise 4: Add a Border to an Image e
& cut
. . . . Copy
* Click on the image, then click the <img> tag underneath the Content Area. & veteTag
¥ Delete Al
A Font Color »
* From the pop-up menu, select Properties. Lo >
Verbs »
=) Table »
* Enter a border size. gm ;

H . 1[stzble>] [str>] [<td>] [<img>] yyorgs: 52 characters:as1
* Pick a color for the border (default is black). ords:52 Characters

* Click Apply to preview the new border. If you like it, click OK. The <img> Tag Pop-up

Exercise 5: Insert an image from another website

* Find an image on another website that you would like to have on your own webpage.
* Right-click on the image and select Save Picture As.
* Save the image to your computer or network. The picture should be saved as a .jpg or .gif file.

* Repeat Exercise 2, choosing ‘Select a new image from your computer or desktop’ and browsing to the
saved image.

Exercise 6: Create a Table

* Insert cursor where you would like the table to go.
®* Choose the Insert Table icon (select the dimensions of the table you would like to insert)

* If you can't see the gridlines for your table, you may have your gridlines hidden. Select the Visible Borders
icon. Note: If you are using Mozilla® Firefox™ as your browser, you will not be able to see your gridlines.

* To modify a table, click on the Edit Table/Cell icon. Here you can add/remove rows and columns, add a
border, change the background color, or image, and adjust the dimensions of the table.

A
) schoolwires 3
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Glossary of Terms
App Apps are the content building blocks of any Schoolwires page. A Schoolwires page

Channel

Column

Content Browser

E-Alert

Editing Privileges

Groups

Homepage Editor

Page

Page Layout

Section

may include one or more apps. You can create and edit apps as well as share them with
other users. Apps include (but are not limited to) Flex App, Calendar App, Photo Gallery
App, Article Library App, Link Library App and a File Library App. Apps are placed in
columns within a page layout.

The main navigation element on your site. Channels are like file cabinets drawers in
which sections are located. Remember that a channel will not be visible for users until
there is at least one section in that channel or if the channel has an active homepage.
When there are 16 or more sections assigned to a channel, the sections are organized
in a directory page, rather than a drop-down menu.

Columns are the areas where apps are placed. You can have one or more apps in a
column. Columns are areas on a page layout.

A Content Browser is an area within Site Manager that lists the sections for which a
Section Editor has editing privileges as well as the sites and channels in which they
reside.

There are two types of E-Alerts: Content E-Alerts and Broadcast E-Alerts. Users can
elect to receive mobile Broadcast E-Alerts. Content E-Alerts allow editors to notify
subscribers when they make changes to a homepage, to apps within pages in a
section or to calendar events.

Site Manager has five levels of editing privileges: Site Director, Subsite Director, Channel
Director, Section Editor and Homepage Editor. As a Section Editor, you will be able to
edit all of the content in your section.

Groups are a way of classifying users based on similar needs. Groups can be used to
assign Editing Privileges, Viewing Rights and Sharing Rights.

This individual has editorial privileges for the homepage and calendar on either the site
or subsite depending on which type of Homepage Editor he or she is. These privileges
include editing the Welcome Text, Announcements, Headlines and Features, and Site
Shortcuts—any apps on the homepage. The Homepage Editor also has access to the
main calendar and can edit events, approve adding events to the calendar from other
sites, channels and sections. They can also import events.

A Page is where you add the content for your section. You can use page types to create
your pages. You can change the layout of your pages and add other apps to your pages
as required.

Page layouts contain one, two, or three columns. You can also choose a layout with a left
or right side-bar.

A section is a collection of pages within a channel .

0) schoolwires

come together



Section Editor Workbook Glossary

Glossary of Terms

Section Editor A Section Editor has editing privileges for a section which includes the ability to add,
edit and delete pages in his or her section. Section Editors can control what content
can be viewed by individual users or groups of users through the management of
Viewing Rights.

Section Workspace The Section Workspace is the area in Site Manager where you complete your
Section Editor tasks. The tasks in the Section Workspace are located on a Summary
tab, a Tools tab, and Editors & Viewers tab, a Statistics tab, and the How Do
I...? tab.

Site Director Site Director is the individual who has the highest level of editing privileges on your

site. This person can perform such functions as registering users, granting editing
privileges, configuring sections, as well as editing the Homepage and main calendar.

Site Manager This is the tool you use to edit your section. What you see within Site Manager
depends on your editing privileges.

URL Uniform Resource Locator—This is the web address that you can use to create hyper-
links. An example is “http://www.schoolwires.com.”

Viewing Rights Viewing rights enable individual users or groups of users to view content which has
otherwise been restricted. Site Directors, Subsite Directors, Channel Directors, and Sec-
tion Editors are able to assign viewing rights to users.
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