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Introduction to the Section Workspace of Site Manager

s you learned in Chapter 3: “Site Structure, Navigation and User
Registration,” each channel of the main site or subsite is broken down

into sections. The bulk of your site content pages will reside within
these sections. Site Directors, Subsite Directors and Section Editors all have
access to the Section Workspace.

Accessing the Section Workspace
Site/Subsite Directors

If you are a Site Director or Subsite Director, you will access the Section
Workspace from the Site Workspace in the same manner that you accessed
the Channel Workspace.

To access the Section Workspace:
1. Access the Site or Subsite Workspace.

2. Expand the channel containing the section you wish to access in the
Content Browser by clicking on its name in either the Content Browser or
the Channel Workspace.

3. Click on the section you want to access. A Section Workspace like the one
shown in Exhibit 7-4 will display.

Section Editors

If you are a Section Editor, you will not see the Site Manager button on
the MysStart bar until you sign in and navigate to your section (i.e., the one
for which you have editorial privileges) on your website.

To navigate to your section and access Site Manager:

1. If your section is on a subsite, you will first need to select your subsite
AN SELECTA SCHOOL

from the drop-down list under
main site as shown in Exhibit 7-1.

w0 SELECT A SCHOOL

Penn State Elementary

on the homepage of the

Lakepark Elementary School

Lakepark High School

Lakepark Middle School

(LOSE | X

Exhibit 7-1: Select A School Drop-down List
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2. Once you are on the homepage of the correct site or subsite, find the
channel under which your section is located.

3. Select your section from the drop-down list or directory page that
displays for that channel. (See Exhibit 7-2.)

A DISTRICT ‘" SELECTA SCHOOL

B CF S T ¥ W

Athletics Directory
B

b Basehal, v

P Basebal, Warsity

b Baskethal, Bays v

b Baskethal, Bays Warsity
b Baskethal, Girls 1

b Baskethal, Girls Warsity
b Eowling, Boys

b Bowling, Girls

©

b Crass-Country, Bays

b Cross-Country, Girls

Home = School = Lakepark High School

F

b Foaothal, 9th Grade
b Footbal, v

b Foaothal, Warsity

S

P Soccer - Boys Warsity
b Soccer, Boys T

b Soccer, Boys Warsity
b Soccer, Girls T

b Saccer, Girls Warsity
P Softhall, Yarsity

T

b Tennis, Boys

b Tennis, Girls

P Track, Boys

b Track, Girls

V

b walleybal, v

b walleyball, varsity
W

b wrestling, v

b wrestling, Warsity

Tutarial Seckion

Exhibit 7-2: Directory Page (back) & Drop-down List (front)

4. You will now be on the homepage of your section. It may be named
Overview. In Exhibit 7-3, you can see the section homepage is named
Welcome. It contains information even though it is the first time the
Section Editor has accessed the section. The names of the pages that
display on the left and whether or not there is content in them will depend
on the section configuration that was selected when the section was added.

Notice:

a. The breadcrumbs at the top of the section show the section and the
name of the channel in which your section is located. These
breadcrumbs are not active, however.
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b. There are pages listed on the left. These pages were automatically
created when the section was added. They are dependent on the section
configuration chosen when the section was added. For more
information on section configurations, see Chapter 15: “Section
Management.”

c. You will now see the Site Manager button in the upper right-hand
corner of the MyStart bar.

o~ N
& DISTRICT ‘" SELECT A ScHOOL SIGN OUT | ACCESS MY I O ESJ’.TE.-H:UJ.-'JEW

Lakepark High School

Home  Athletics  Departrments  Initiatives “ Art Gallery  Calendar

. Teachers

<Eome = Teachers = Mr, Thomas InaCt'Ve Bl’eadCI’umbS
Mr, Thomas

welcome! Hello Shawn! Welcome to Mr. Quick Links

o Link 1
Link !
Pages inks Thomas o Link 2
Classraom Info o Link 3
Harmeswvark Name: o Link 4
Calendar Email Address: o Link 5

Phone number:

Enter yvour welcome message here.

Exhibit 7-3: Homepage of the Section after Sign In

5. Click on the Site Manager button. A Section Workspace like the one
shown in Exhibit 7-4 will display. You are now in the Section Workspace
in Site Manager.
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Home Pages Users Tools Help

(O) schoolwires

Section Workspace (Smith, Claire)

Manage Pages

| New Page | Sort Pages Q. Hierarchy List |

Tutorials

Filter out:

D Inackive Pages |:| Active Pages

Current Pages
Existing pages in this section are listed below, Use the buttons to the right of each page to edit the page, obtain its URL, rename it, set
page options or permanently delete it from the section. Click in the checkbox to the left of each page to change its status,

Status @ Page Name e @

“| Mrs. Smith’s Class = 'KI m
active | | Students' Recent Wark Flex Page  URL...| ilRename| |I.Dp|ions_§ i_Delete_i
tctive @ Studsnt Reference Links Link Library ' ._Renamt:a_- ;:DPlions; Ej)elebe;
Active |‘_‘-| Classroorm Handouts File Library :URL..."; i-Rename| i.l:lpiions.é i‘DeIelJElé
Active @ | Directions for Class Tip Diections  URLw |Rename| Options |Delete|
Active Homeswork Assighrmerts Article Library iURL...! gkenamei i.Dplion_:g E-De._leh;;
active  [5] Mrs. Smith's Class Calendar Calendar 'KI m

Exhibit 7-4: Section Workspace Home

Note: As you can see, the Section Workspace shown in Exhibit 7-4
includes the Hierarchy List button at the top. This button will display only
if a Site Director or a Subsite Director has enabled hierarchy navigation
for the section either through the Channel Workspace or in the section
configuration. See Chapter 6: “Site Manager—Channel Workspace” or
Chapter 15: “Section Management” for more information.
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Working in Site Manager
Introduction to Site Manager

As a Section Editor, you will see the Site Manager button on the MyStart
bar after you sign in and navigate to your section on the website. By
clicking on the Site Manager button, you will access a Section Workspace
of Site Manager like the one shown in Exhibit 7-5 to manage your section
and edit the content of your section.

Please note the Viewing Tabs at the top left of the Site Manager window
shown in Exhibit 7-5. These two tabs will appear at the top of each Site
Manager when you access it.

Site Manager Tab—when you first access Site Manager, it will
default to the Site Manager tab. The information on this tab will be in
front and the tab itself will be a darker color.

View Website Tab—when you click on the View Website tab, the
information on that tab will move to the front and the tab itself will be
a darker color. Here you will see the refreshed website where you can
view any changes you have made. Note: You will have two browser
windows open:

e Site Manager browser window
e Original browser window

Links at the top of Site Manager—there are two links at the top of
Site Manager:

e Link to Community & Support: This is a link to the
Schoolwires Help Site.

e Link to Suggestions & Feedback: This provides you with an
easy way to enter suggestions for product improvements.
However, you should contact your Site Director if you have
support questions. That person will determine when to request
support from Schoolwires.

Beginning with the introduction of Academic Portal Version 4.0
(AP4), the workspaces are all color-coded. The Section Workspace is
green. This provides you with a positive indication that you are in your
Section Workspace. The section title shows that you are working in a
Section Workspace with the section name in parenthesis. In Exhibit 7-
5, the section name is “Smith, Claire.”
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Tabs

’ Site Monager View Website | @ Community & Support | @ Suggestions & Feedback Curvent User: Lindsey Srith

he.”™ Pages Users Tor~'= qelp

@ schoolwires

Section Workspace (Smith, Claire)

Manage Pages

New Page Sort Pages Hierarchy List @
Tutorials

Filter out:

D Inactive Pages D Ackive Pages

Current Pages
Existing pages in this section are listed below. Use the buttons to the right of each page to edit the page, obtain its URL, rename it, set page options or permnanently
delete it frorn the section. Click in the checkbox to the left of each page to change its status,

Status ) Page Name Type @
Mrs. Smith's Class - URL... | Rename
Active Students' Recent Wiork Flex Page URL... Rename  Options  Delete
Active 0' | Student Reference Links Link: Library URL...| Rename  Options | Delete
Active | Classroom Handouts File Library URL... Rename  Options  Delete
Active @ Directions for Class Trip Maps & Directions | URL... | Rename Options | Delete
Active Homework Assighrments Article Library URL... Rename  Options  Delete
Active ) Mrs. smith's Class Calendar Calendar URL... | Rename Delete

Exhibit 7-5: Section Workspace

Navigating in Site Manager
There are four main navigation elements in Site Manager. They are:
e Links: There are three main active links in the Section Workspace:

0 The Workspace title: You can click on the title from anywhere within
the Section Workspace to return to the Section Workspace Home,
which is what you see in Exhibit 7-5.

0 Home on the Main Menu bar: You can click on Home on the Main
Menu bar from anywhere within the Section Workspace to return to
the Section Workspace Home.

0 The Tutorials icon link to a library of Interactive Tutorials designed to
help you use the Schoolwires Academic Portal.
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e Breadcrumb navigation enables you to:

0 See the tab or page on which you are working. The tab or page
appears in bold. In Exhibit 7-6, Homework Assignments (Article
Library) is the current page.

o0 Navigate backwards. In Exhibit 7-6, you can navigate back to Home
(Section Workspace) by clicking on the Home link in the breadcrumb.

_
Site Monager % View Website | @ Community & Support | @ Suggestions & Feedback Current User: Lindsey Smith
Home Pages Users Tools Help —M ai n Menu Bar

@ schoolwires:

Section Workspace (Smith, Claire)

ome = Homework Assignments {Article Library)

Exhibit 7-6: Breadcrumb Navigation in Section Workspace

e Main Menu Bar: The Section Workspace contains a Main Menu bar,
which consists of a series of drop-down menus. This Main Menu Bar is
labeled in Exhibit 7-6. As you will see, these menus are one way to access
the tasks that are included in the Section Workspace. Generally, they
correlate with the tabs, the fourth navigation element. The drop-down
menus are:

0 Home on the Main Menu bar is a link that provides you with a way to
get back to the Section Workspace if you have navigated away from it.
The Manage Pages tab is Home for the Section Workspace. The Home
link n the Main Menu bar does not correlate with any tasks on the tab.

0 Pages drop-down menu, which gives you access to three tasks:
= New Page, which allows you to add a new page.
= Sort Pages, which allows you to sort the pages.

= Hierarchy List, which will only display if a Site Director or Subsite
Director has enabled hierarchy navigation for the section. This will
allow you to nest pages on the left navigation on the website.

0 Users drop-down menu, which provides you with access to the Section
Editors tab, where you can add Section Editors.

o Tools drop-down menu, which gives you access to tools that are
available to you. These tools include:

= Files & Folders, which enables you to organize the files and
folders used in your section.

=  Forms & Surveys, which allows you to create forms and surveys
for use in your section. Your organization must have purchased
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this additional software option and a Site Director or Subsite
Director must have enabled it for your section.

0 Help drop-down menu, which, as you can see from Exhibit 7-7,
provides you with links to Schoolwires resources. Like Home, it does
not correlate with any tab in the Section Workspace.

These drop-down menus and the tasks available from each of them are
discussed later in this chapter.

Request Support...

What's Mew

Schoolwires Tutorials

@ Schoolwires Community & Support
b{T Schookwires Suppart Forums
!::f Schoolwires Self-Service

Schoolwires Resources

II About Schoalwires Academic Portal

Exhibit 7-7: Help Drop-down Menu

e Tabs: As you can see from Exhibit 7-8, the tasks in the Section
Workspace are also organized in a series of tabs. These tabs are:

0 Manage Pages tab (i.e., Section Workspace Home)
o0 Section Editors tab
o Tools tab

These tabs and the tasks on each of them are discussed later in this
chapter.

User Guide Page 7-8



Schoolwires Academic Portal 4.0 Site Manager—Section Workspace

Home Pages Users Tools Help —Main Menu Bar
Section Workspace (Smith, Claire) € Clickable Title

Manage Pages

Main
Tasks

| New Page | | Sort Pages | | Hierarchy List <>|

Filter out:

D Inactive Pages |:| Active Pages

Current Pages
ishing nagesia=Ts section are listed below, Use the buttons to the right of each page to edit the page, obtain its URL, rename it, set

page options or permanently delete it from the section. Click in the checkbox to the left of each page to change its status,

. Status @ PageName CType @
= ["] Mrs. Smith's Class = |URL... | !@
Active | | Students’ Recant Work Flex Pags  URL.. Rename Options Delete
Active 6:| Student Reference Links Lirk Library |URL...E. |Renamel |ﬂ)tionsi |De|ete'i Adiditional
Active [0 Classroom Handouts File Libtary | URL... !Renamel |Options | | Delete | >-
- Tasks
AEIe N Wl stz SR ey Oioctions R |Rename | Options | Delete
Active | Homewark Assignments Article Library | uRL...| |Rename| |Dptions | | Delete
sctive 5] Mrs. Smith's Class Calendar Calendar E| @ !Ee_'ffﬁ | J

Exhibit 7-8: Manage Pages tab (Section Workspace Home)
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Manage Pages Tab

The Manage Pages tab is the first tab in the Section Workspace and functions
as the Section Workspace Home. When you access a section, a Manage Pages
tab like the one in Exhibit 7-9 will display.

Home Pages Users Tools Help

@ schoolwires

Rartion Workspace (Smith, Claire)

Manage Pages

. |
Mew Page | | Sort Pages | Hierarchy List — Maln
Tasks
Filter out:
[ ] Inactive Pages D Ackive Pagzs

Current Pages
e 15 section are listed below, Use the buttons to the right of each page to edit the page, obtain its URL, rename it, set

page options or permanently delete it from the section. Click in the checkbox to the left of each page to change its status,

status @  Page Name e @
“ Mrs. Smith's Class = :._I.I.BI._....l.! Renarne N

Litive | Students’ Recent Work Flex Page |URL... | iRename_ :_upﬁons_g iDelehe_é

Active @ Studsnt Refersnce Links Link Library | URL.. Rename ;:D[.d:ions_ | Delete

Artive |:| Classroom Handouts File Library ;URL....; El_Rename iDptionsé il_[)eleteé >. Adglitional
Ceiie W e s U Drctons URL-: Rename | [Options | Delete| Josks
Active Hornesork Assignrments Article Library jURL.._.: g_-_Rename_ :l:lgtion%é Delebe

Active  [F] Mrs. Smith's Class Calendar Calendar  URL... Rename Delete |

Exhibit 7-9: Manage Pages tab (Section Workspace Home)

As previously discussed, if you navigate away from the Manage Pages tab
while working in a section, there are three ways to return to the Section
Workspace Home:

e Click on the Manage Pages tab.
e Click on “Home” in the breadcrumb navigation.
e Click on “Home” on the Main Menu bar.
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Fields on Manage Pages Tab
As you can see, the Fields on the Manage Pages tab are:

e Status and Checkbox: Indicates whether the page is active or inactive.
Only active pages will display on your website. Clicking the checkbox
changes the status of the page.

Note: Since the Overview page functions as the section homepage, it
must be active to ensure that visitors have a place to go when they
click on the section. You cannot make it inactive.

e Page Name: Displays the name of the page as a link that, when
clicked, allows you to edit the page.

e Type: Displays the page type used to create the page (e.g., Link
Library, Flex Page).

Note: The Overview page (i.e., section homepage), renamed “Mrs.
Smith’s Class” in Exhibit 7-9, will not display a type.

Main Tasks on Manage Pages Tab

You will perform three of the tasks of a Section Editor from the Manage
Pages tab. They are:

e New Page for adding a new page to your section. The page types are
all shown in Exhibit 7-9 and will be covered in more detail later in this
chapter.

e Sort Pages for changing the order in which your pages appear on the
website. Note: You cannot use this for changing the order of your
pages if you are using hierarchy navigation.

e Hierarchy List for adding and removing pages from your hierarchy list
and for changing the order or relationship of these nested pages. This
task will only appear in the Section Workspace if a Site Director or
Subsite Director has enabled hierarchy navigation for the section. See
Chapter 9: “Edit Site and Section Hierarchy Navigation” for more
information.

You can also access these three tasks from the Pages drop-down menu shown
in Exhibit 7-10.

Users Tools Help

& | MNeww Page Article Libraty

Sort Pages Flex Page
Hierarchy List [y | File Likrary

Q Link Likrary

% | Maps & Directions

Exhibit 7-10: Pages Drop-down Menu

User Guide Page 7-11



Schoolwires Academic Portal 4.0 Site Manager—Section Workspace

Additional Tasks on Manage Pages Tab

In addition to the main tasks, on the Manage Pages tab you have access to the
following tasks:

e URL: Allows you to obtain the full URL or relative URL (web
address) for a page. The difference between these two URLSs will be
discussed later in this chapter.

e Rename: Allows you to change the name of a page.
e Options: Allows you to set viewing permissions (roles) for a page.

Note: Since you cannot set viewing permissions (roles) for the
Overview or Calendar, the Options button will not appear for those
pages. You can, however, set viewing permissions for specific events
on the Calendar. See Chapter 13: “Using the Schoolwires Calendar”
for more information.

e Delete: Allows you to delete a page from your website. Deleting a
page permanently removes it from the database.

Note: Since you cannot delete the Overview (section homepage), the
Delete button will not appear for that page.

e Status: Allows you to activate or deactivate a page by clicking in the
checkbox to the left of the current status.

e Edit an existing page by clicking on the title of the page. The title is a
link to that page.

Filtering Function

Notice in Exhibit 7-9 that there is a filter at the top of the Section Workspace
that allows you to view pages by status. The Manage Pages tab displays the
list of current pages in the section regardless of their status. You can use the
filtering function to display pages by status.

Note: Filtering out pages does not change the status of the pages or what is
seen by visitors to your section. Filtering out pages by status only changes
what is displayed in the Section Workspace.

e To filter out inactive pages, click in the Inactive Pages checkbox. The
Manage Pages tab will refresh. Only active pages will display in the
list of current pages in the Section Workspace.

e To filter out active pages, click in the Active Pages checkbox. The
Manage Pages tab will refresh. Only inactive pages will display in the
list of current pages in the Section Workspace.

Note: Since the Overview functions as your section homepage, it does not
display a status and therefore, can never be filtered out of the list of current
pages. It will display in both views.
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Adding a New Page

As mentioned earlier, your section may already contain pages that a Site
Director or a Subsite Director added when the section was created. What types
of pages, how many pages, the names of those pages and whether those pages
are pre-populated with content depends on the section configuration that
person chose when adding your section. Regardless of what you find when
you first enter the Section Workspace, you can rename the pages, edit the
content of the pages or delete the pages.

Overview of Page Types

Regardless of what you do with the existing pages, you will no doubt want

to add additional pages at some point.

The page types that are available and a description of each of them are
shown in Exhibit 7-11. A Calendar will not appear as an available page
type if the section already contains a Calendar.

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.

Article Library
tdds an #rticle Library to yvour section, Thizs page type is useful for sports highlights,
newsletters, and meeting minutes,

Flex Page
Adds a Blank Page to wour section. This page twpe iz useful for all tvpes of content.

File Library

tdds a File Library to vour section. This page tvpe iz useful for policies, forms, software
updates and art projects,

Link Library
fdds a Link Library to vour section. Thiz page twpe iz useful for helpful links, fun links and
homework links.,

Maps & Directions
fdds a Maps and Directions Page to vour section, This page tvpe iz useful for athletic

events, field trips, or occasions where vou want to give detailed driving directions.

Calendar
tdds a Calendar Page to vour section. & calendar can be used for homewoark, sport's

schedules, conferences, etc,

Exhibit 7-11: Page Types if Calendar not in Section Workspace
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About Library Pages

Other than Flex Pages and the Calendar, the pages are libraries. That
is, they are collections of like items. You will see samples of each of
these and how these display for visitors to your website later in this
chapter. The four libraries that you have available in the Section
Workspace are:

e An Article Library, which is a collection of articles, generally
with the same topic or theme. An Article Library can have one
or more articles within it. Visitors to your website can read
each of the articles within an Article Library on their own
computers. You can have many Article Libraries within your
section. You are not limited to one.

e A File Library, which is a collection of files. A File Library
can have one or more files within it. Visitors to your website
can download each of the files within a File Library to their
own computers. You can have many File Libraries within your
section. You are not limited to one.

e ALink Library, which is a collection of links. A Link Library
can display one or more links. Visitors to your website can
follow each of the links within a Link Library on their own
computers. You can have many Link Libraries within your
section. You are not limited to one.

e Maps & Directions, which is a collection of directions. A
single Maps & Directions can have one or more directions
within it. Visitors to your website can read these directions and
obtain a map from Expedia for each of the directions. You can
have many Maps & Directions within your section. You are
not limited to one.

Sample Article Library

You can use an Article Library to group articles with similar topics or
themes. In essence, when you add an Article Library, you create a sub-
section. An Article Library is useful for organizing such items as
homework assignments, sports highlights, newsletters and meeting
minutes.

Exhibit 7-12 shows a sample Article Library as it might appear on
your website. As you can see, the title and teaser text (i.e., a brief
description designed to get visitors interested) for the article appears in
the Article Library. When a visitor clicks on the title of an article, the
full article displays as you can see in Exhibit 7-13.
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<Tomewark - wedneagae—> Clickable Article Title

In addition to the regular assignment you will need to be prepared to discuss a currkent event in class in

Thursday,
Hnmeworkﬁlursday
Ewery Thurs you will continue to work on a section of our autobiography project

Homework - Friday
There wil be no homework over the weekend unless a student has make up work or 3 special project to
complete.

Exhibit 7-12: Sample Article Library

Homework Thursday

‘We begin our autohiography project!
A rose would smell as sweet by any other name....

We will begin our autobiography project with an essay on how you
were hamed.
Consider:

Who named you?

Why do you have the name you have?

What does your name mean?

What nhame would you rather have and why?

Do you have a nickname?

Exhibit 7-13: Full article displays when click on title in Article Library
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Sample Flex Page

A Flex Page is a free-form page that resembles a blank word
processing document. Since it has no preset structure, a Flex Page
allows you to be creative with content organization.

Exhibit 7-14 shows an example of a Flex Page as it might appear on
your website.

Wabout M, Murray
Wake in China

BCiass Presentations CELEBRATE ' " !
BHomework . : ﬁ

BBook Reports (Sep-Jan) b ) E‘ )
WEook Reports (Feh-May) '(‘ i :4{

Monthly Book Report Projects

Each month shudents will be assigned a book report project for a bocok they have read
that manth. The projects vary from month to month and reflect the genre of the
assignment. To encourage the concept of time management, the projects are always
assigned on the first day of the month and will always be due on the last day of the
month.

The majority of the work will be dore at home with support of the parents and from
the teacher when needed. In the past, numerous reluctant readers have accepted this
as a new form of motivation and by vears end, agreed that the projects were beneficial
and funl

September

The project assignment for September is to read a chapter
baok or novel of the reader's choice that was not read before.
This 75 + paged book is checked by the second week, and the

project will be due the last week in September,

The project is a student created book jacket, including a
pictured cover, summary of the story, "about the author", and
a pitch to "sell" the book to someore who hasn't read it

Exhibit 7-14: Sample Flex Page
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Sample File Library

Each File Library provides visitors to the website with access to a
collection of files they can download, basic details about each file and
instructions for downloading. Therefore, you can use a File Library to
share files (e.g., policies, forms, newsletters, meeting minutes,
software updates or art projects) with visitors to your section on the
website.

Note: In order to open a file downloaded from a File Library, visitors
must have the application shown for that file installed on their own
computers. For example, if you include a Microsoft® Word file in
your File Library, the visitors must have Microsoft® Word installed
on their computers in order to open it.

Exhibit 7-15 shows a sample File Library as it might appear on your
website. Notice it displays:
e An icon for the application needed to display each file
A brief description of the file (optional)
The name of the file
The size of the file
The date the file was uploaded
e Directions for downloading the file

Other than the title and description, this information is generated
automatically when you upload a file to the File Library.

Mr. Mosquera: English Literature

Yocabulary List %
This is the vocabulary list for Sth period, You need to study these words and their definitions

T vocabulary_List.pdf, 29.26 KB, 2/ 22/2005

Romeo and Juliet - eBook

This is the eBook (electronic text) Romeo and Juliet, There will be no excuses for not having your boak in oy
class, 1)

D romeo_and_juliet_ebool.txt, 165.22 KB, 2/22/ 2005

Homework Handout for Wednesday
Thiz is the study guide for Romeo and Juliet, Study and learn this for the big test next week,
ﬂ Romeo_and_Juliet_Study_ Guide.pdf, 29.26 KB, 2/ 22/ 2005

Please Click the icon to download the file. Mote: AC usars should Right-Click to cownlnsd the fite o their
compitar, Agoie usars should Option-Click o cownioad the file o their hard drive.

Exhibit 7-15: Sample File Library
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Sample Link Library

You can use a Link Library to list links to other websites or other
pages within your Schoolwires website. Each link has a title and brief
description as well as the exact URL. You might use a Link Library to
direct students or parents to additional resources.

Exhibit 7-16 shows a sample Link Library as it might appear on your
website. In Exhibit 7-16, when visitors click on a link, it will take them
to that location on the specified website.

Mlle. Simon: Frangais II

%501 French Verbs

0¥ Franct Vet fully conjugated in every tensel & great resource to help you with your hormessark!
I highly recommmend this resource and used it myself all throughout high school and college,

bty fevew . amazon. com/exec /obidos/ ASIM/08120928 1 2 fourmilabwww four f002-3800930-5802825 L ink

French Grammar (Barrons Grammar Series)
Mot essential but a nice, inexpensive resource to help you with your writhen hormework,
bttt f P, amazon. comnyexec iobidos  ASIN/O7E41 13518/ ref=pd sim books 2/002-236009230-580283325

The Oxford French Minidictionary

I find this to be a complete dictionary that's small enough to carry in you backpack (and fit in your locker!)
This iz not reguired for Francais I but I do require it for Francais I

bttt f P amazon . comnyexec fobidos  ASTN/0 198601409 fourmilabrwewew four /002-3600930-53038535

Last Modified on 1,/7/2005 5:00:31 PM

Exhibit 7-16: Sample Link Library

User Guide Page 7-18



Schoolwires Academic Portal 4.0 Site Manager—Section Workspace

Sample Maps & Directions

You can use a Maps & Directions Page to provide visitors with an
exact address, detailed driving directions and attachments to such
items as athletic events, field trips or conferences.

Exhibit 7-17 shows a sample Maps & Directions as it might appear on
your website. Notice this Maps & Directions contains two directions.

( Field Trip - Salishurg High School ) Clickable Directions Title

Horesdale, P& 18431

Field Trip - World Cultures Museum
70t Street
Mesw York, Ny 10024

Exhibit 7-17: Sample Maps & Directions

Exhibit 7-18 shows an example of what visitors to your website will
see when they click on the title of the directions. In addition to seeing
written directions and a link to files that may have been attached,
visitors may click on the Get Map button to access a map on the
Expedia.com® website. There is also an automatic mileage calculation
for the event based on the zip code in a registered user’s profile.

TIP: Be sure to add your zip code to your User Profile to enable
automatic mileage calculation.
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Ms. Rickert: Social Studies

Field Trip - Salisburg High School
Honesdale, PA

Directions Details:

Wie will be visiting Salisburg High School in Honesdale, P.&. on the 10th.

& bus will be provided for the students. All adult chaperones are asked to mest us at
the school.

Take Route 4 through town to the intersection with Main Street.

Turn Right on Main and proceed for 4.5 miles. The entrance to the school in on the
left.

A5 usual, be sure to have your parents complete the attached permission slip.

Attached File:
@ Permission Slip for Field Trips

or Get a Map with Expedia:

[Browmser will load with results page from Expedia)

Your Street
|1 381 Putnam Street

Your City, State and Zip Code
[Honesdale PA | [18431

Expedia

i

Exhibit 7-18: What visitors see after clicking on directions title on Maps & Directions
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Default Pages

Beginning with Academic Portal Release 4.0 (AP4), Site Directors are
able to create section configurations. In creating a configuration, they
choose the types of pages and even page layouts (i.e., pages that are pre-
populated to assist in adding content) for those pages. They can then
choose one of these configurations when they add sections.

For example, they may create a teacher section configuration that contains
the following pages:

e Our Homepage (Overview page)

e Homework Page (Article Library)

e What’s Happening (Flex Page)

e Helpful Links (Link Library)

e Classroom Notes (File Library)

e Directions for Classroom Events (Maps & Directions)
e Classroom Calendar (Calendar)

For that configuration, these seven pages are the default pages. That is,
they are the ones that will automatically display when a section is added
using that configuration.

You may:

e Rename any of the pages to make them more meaningful to the
visitors to your section.

e Make any of the pages inactive except the Overview page (here
named “Our Homepage™).

e Delete any of the pages except the Overview page (here named
“Our Homepage”).

e Add as many of each type of page as you require except the
Overview page or the Calendar. Note: You can add a Calendar if
your section doesn’t contain one or you deleted it.

Regardless of the section configuration used, each section will contain at
least an Overview page.
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Adding a New Page

As discussed in “Main Tasks on the Manage Pages Tab,” you can add a
page from that Manage Pages tab or the Pages drop-down menu on the
Main Menu bar.

To add a new page from the Manage Pages tab:
1. Access the Section Workspace.

2. Click on the New Page button at the top of the Manage Pages tab. A Page
Types pop-up window like the one shown in Exhibit 7-19 will display.

3. Click on the name of the Page type you wish to add. The first window for
adding that page will display.

<
Manage Pages | Section Editors Tools

Home = Add a Page

Available Page Types

lUze the links below to select for the type of page you would lke to add to your section,

Article Library
fdds an article library to wour section, This page type is useful for sports highlights,

newsletters, and meeting minutes,

Flex Page
#dds a blank page to wour section. Thiz page type iz useful for all types of content.

 File Library
#dds a file library to yvour section. This page type is uzeful for policies, forms, software
updates and art projects.

@ | Link Library
#dds 3 link library to wour section, This page tvpe iz useful for helpful inks, fun links and
homewaork links,

@ Maps & Directions
#dds a Maps and Directions page to wour section. Thizs page tvpe iz useful for athletic

events, field trps, or occasions where wou want to give detailed driving directions,

Cancel

Exhibit 7-19: Page Types Pop-up window

To add a new page to your section from the Pages drop-down menu on the
Main Menu bar:

1. Access the Section Workspace.

2. Click on the Pages drop-down menu. The menu will display as it does in
Exhibit 7-20.
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Users Tools Help

& | Dleww Page Article Library

Sort Pages Flex Page
Hierarchy List [ | File Library

Q Link Likrary

& | Maps & Directions

Exhibit 7-20: Pages Drop-down Menu

3. Choose the Page type you wish to add. The first window for adding that
page will display.

Adding One of the Library Pages
The Library Pages are:
e Article Library
e File Library
e Link Library
e Maps & Directions Page

If you are adding one of these page types, after you select the type
from either the Manage Pages tab or the Pages drop-down menu, a
Page Name window like the one shown in Exhibit 7-21 will display.

Note: The one shown in this exhibit is for an Article Library. The Page
Name window for each of the other Library Pages will look the same,
but be titled for that particular Library Page.

Add an Articles Library Page

Use the form below to add an Articles Libraty Page to your section,

Enter Page name:
Thiz name will appear on your section navigation,

My Since you are using a Section Hierarchy list and not the Autolist for yvour navigation, you must manually add the page to your
hierarchey list,

Save Cancel

Exhibit 7-21: Page Name window
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To add one of the Library Pages:
1. Enter a Name for the Library Page you are adding.

2. Click on the Save button. The Section Workspace (Manage Pages tab)
will display. The Library Page you added will show under Current
Pages. Its status will be set to “Active.”

3. If you wish to make the Library Page inactive until you are finished
working on it, click in the checkbox to the left of “Active.” The
“Inactive” status will display and you will not be able to see the
Library Page on the website.

Adding a Flex Page

If you are adding a Flex Page, after you select Flex Page from either
the Manage Pages tab or the Pages drop-down menu, a Page Name
window like the one shown in Exhibit 7-22 will display.

( Manage Pages ] Section Editars Tools

Home > Add a Page = New Flex Page

Add an Flex Page

Enter Page name:
Thiz narne will appear on your section navigation.

Mrs. Smith Hormepage)|

Choose Page Layout:

O Coaches

) Homepage for Special Services Sections
O Hs Photo Gallery_KC

(O HS Sports Schedules_KC

(O HS Teacher Homepage Layout_KC

O Roster

O schedule

O Sports Schedule

® Teacher Homepage

Use the form below to add an Flex Page to your section.

Layout Preview

Hello SUF! Welcome to $ST!

Name:
Email Address:
Phone number:

Enter vour welcome message here.

[il 1l m
O Three Column Layout [v
A\ Since you are using a Section Hierarchy list and not the Autolist for your navigation, you must manually add the page to your
hierarchy list,

Exhibit 7-22: Page name window for a new Flex Page

Notice the option to choose a page layout under the page name in the
left panel. Site Directors and Subsite Directors can create page layouts.
Page layouts are simply pages that are pre-populated to assist in

adding content. They may contain such things as tables, text and

images. Once a page layout is chosen, the content can be edited and

even deleted. They are meant simply as guidelines.
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To add a Flex Page:
1. Enter a name for the Flex Page you are adding.

2. Choose a page layout by clicking in the radio button to the left of that
layout. A preview of that layout will display in the right pane.

Note: If you want to add a blank Flex Page, do not choose a
layout.

3. Click on the Save button. The Section Workspace (Manage Pages tab)
will display. The Flex Page you added will show under Current Pages.
Its status will be set to “Active.”

4. If you wish to make the Flex Page inactive until you are finished
working on it, click in the checkbox to the left of “Active.” The
“Inactive” status will display and you will not be able to see the Flex
Page on the website.
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Working with an Article Library

You can use an Article Library to group articles with similar topics or themes.
In essence, when you use an Article Library, you create a subsection. Each
article has a title and teaser text. Visitors click on the article title to access the
full article.

You can use an Article Library to organize such things as:
e Homework assignments
e Sports highlights
e Newsletters
e Meeting minutes
Adding an Article to an Article Library

Adding an Article Library is the first step. However, until you add the first
article to that Article Library, it is still just an empty library.

To add an article to an Article Library:
1. Access the Section Workspace.

2. Click on the Page name for the Article Library to which you want to add a
new article. An Edit Article Library window like the one shown in Exhibit
7-23 will display.

“'.section Workspace (Smith, Claire)

Home = Articles
Sort Articles
Articles
Articles are listed below.
Status Article Name
Active Tuesday Homework Edit Delete
Active Wednesday Homework Edit Delete

Exhibit 7-23: Edit Article Library window

3. Click on the New Article button. A New Article Title window like the one
shown in Exhibit 7-24 will display.
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Home = Homework (Article Library) = New Article

New Article
Enter a new article below,

Article

Title:

Teaser Text:
Appears below the Title, Should be a shart, catchy description designed to pique interest, Limit to 255 characters,

Next Cancel

Exhibit 7-24: New Article Title window

4. Enter the title for the new article.

Enter teaser text for this article. This will appear with the title of your
article on your Article Library. This should be short and catchy, designed
to make visitors want to read the article. (optional)

TIP: You are limited to 255 characters for the teaser text.

6. Click on the Next button. An Edit Article window like the one shown in
Exhibit 7-25 will display. As you can see, the window consists of four
tabs. It will open on the Article Body tab. The four tabs are:

e Article tab: Enter the article title, teaser text and display
start and end dates. You can make the article active or
inactive.

e Article Body tab: Enter the content of the article into the
Schoolwires Editor. When you add a new article or edit an
existing article, the article window will open to this tab.

e Roles tab: Determine who can view this article by choosing
viewing permissions (roles).

e Author tab: Enter information about the author or contact
person if desired.
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Edit Article
Edit the article below.

Article  Article Body Roles Author

VRS H iE0EE v xg @

A Styles v FontMame~ Sizz -~ Adp 2 B 7 U ® =

(UL}
111
111
hen
L]
L]
4
Il
I
m

SUVEWHTML  EDTIN @ EDITIN

Save Cancel Create E-Alert

Ackive: D

Exhibit 7-25: Edit Article window

7. If you wish to edit any information you entered or any of the defaults on
the Article tab, click on that tab.

a. Edit the title as needed. This is the title that will appear in your Article
Library and should be similar to a headline you might see in a
newspaper.

b. Edit the teaser text as needed.

c. Enter the start date for the article in the Start Date field. The article
will not appear on your website until that date.

TIP: Clicking on the calendar icon E will bring up a calendar
that you can use to select the desired date. The default start
date/time is the date and time you created the article. The
format for the date and time must be: mm/dd/yyyy hh:mm AM
or PM.

d. Enter an end date for the article in the End Date field. The article will
no longer be displayed on your Article Library after the end date. It
will remain in the Section Workspace after the expiration date unless
you delete it.

TIP: The default end date/time is three years from the start
date/time.
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e. Click in the Active checkbox if you want the article to be visible to
visitors to your Article Library. As long as the article is Inactive it will
not appear on the website.

TIP: The default status for an article is Inactive. Therefore,
while the article is under construction, leave the Active
checkbox unchecked. Remember to make it Active when you are
finished or it will not appear on the date you selected.

8. Click on the Article Body tab. The Schoolwires Editor like the one in
Exhibit 7-26 will display.

Edit Article
Edit the article below,

Article  Article Body Roles Author

VRGh » 20EE v 2@ @

A Styles ~ FortMame = Size -~ Aap B ¢/ U ®

m
i
il
i
1]
i
i
m

S0 VIEWHTML  EDITIN @ EDITIN

Save Cancel Create E-Alert

Ackive: D

Exhibit 7-26: Article Body tab

a. Enter the content of the article in the Schoolwires Editor. See Chapter
8: “Working with the Schoolwires Editor” for more information.

TIP: While the article is under construction, leave the Active
checkbox unchecked. Remember to make it Active or it will not
appear on the start date you selected.

b. Click on the Save button as you work to save your article content.

User Guide Page 7-29



Schoolwires Academic Portal 4.0 Site Manager—Section Workspace

9. Click on the Roles tab. A Roles window like the one in Exhibit 7-27 will
display. Entering information on this tab is optional.

Home = Homework (article Library) = Edit “Article’

Edit Article
Edit the article below.

Article Article Body  Roles Authar

Who can view this item?

Click in the check boxes ko the left of the viewing permissions (roles) for which you wish this headline to display.

] adrinistrator (120) [drarents (116)
[CJeETA QA (110) [Jrrincipal Test (121
[eETA Role Tester (107) Registerad Guest (2]
[ eETA Teacher (109) [Oschool Board (114)
[ eETA Tester (102) [ students (112)
DCommunity [115) DTeachers [119)

[ pistrick Wweb Manager (106) []Wweb Dude (113)
General Public (ALL) (1)

|:| High School Teachers (117)

Intranet User (5]

Save Cancel Create E-Alert

active: []

Exhibit 7-27: Article Roles tab

a. Designate who can view this article by selecting or deselecting
viewing permissions (roles).

b. If you make no changes on this tab, the default viewing permissions
(roles) will apply (Intranet Acct, General Public (ALL) and Registered
Guest), and any visitor to the website will be able to view this article.
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10. Click on the Author tab (optional). A blank Author window like the one in

Exhibit 7-28 will display. Entering information on this tab is optional.
Enter the name, phone number and email address of the author or contact
person. You can enter the name with no other contact information if you
desire.

Edit Article
Edit the article below,

Article Article Body Roles  Author

Mame:

Phone No:

Email Address:

Save Cancel Create E-Alert

Ackive: |:|

Exhibit 7-28: Article Author tab

11. Click the Save button. A window will display confirming that the save was

successful. The window will close automatically or you can click the
Close button.

12. Use the breadcrumbs to navigate back to the Article Library. The article

will display in the Article Library. If the Article Library and the article are
both active, they will display on the website.

Remember that you can add multiple articles to an Article Library and you
can have more than one Article Library in your section.

TIPS:

If your organization has enabled content routing, you will need to
send the page for approval when you create or change content on
any page. If your organization purchased the E-Alerts option, you
can send a Content E-Alert. See Chapter 8: “Working with the
Schoolwires Editor” for more information on how to use these two
options within the Editor.

If you do not see an article on your website when you expect to see
it, check to be certain you selected the correct start date,
remembered to make it active and that it has not expired. If your
site is using content routing, it may not be through the routing
process.
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Editing an Article on an Article Library
To edit an article on an Article Library:

1. Access the Section Workspace.

2. Click on the Article Library that contains the article you wish to edit. An

Edit Article Library window like the one shown in Exhibit 7-28 will
display.

e

Articles
articles are listed below,

Status Atrticle Title

Active Tuesday Hormewiork Delete
Artive wednesday Homework Edit

Exhibit 7-29: Edit Article Library window

3. Click on the Edit button to the right of the article you wish to edit.

4. Follow the steps for adding an article, making the appropriate changes to
the information on each of the four tabs.
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Sorting Articles on an Article Library
You can only sort active articles on an Article Library.
To sort articles on an Article Library:
1. Access the Section Workspace.

2. Click on the Article Library that contains the articles you want to sort. An
Edit Article Library window like the one shown in Exhibit 7-29 will
display.

3. Click on the Sort Articles button at the top of the Edit Article Library
window. A Sort Articles window like the one shown in Exhibit 7-30 will
display.

Sort Articles

Highlight the first article you wish to move then use the up and down arrows to move the article into the position in which you want it
to display, Repeat these steps until the active articles are in the desired order, Click Save

Tuesday Homewaork (=
Wednesday Homewark,

Save Cancel

Exhibit 7-30: Sort Articles window

Click on the name of the article you wish to move.
Use the up and down arrows to move the article in the list.
Repeat Steps 4 and 5 as required.

© N o o

Click on the Save button. The Edit Article Library window will return
as the active window. The sorted articles will appear in the new order
on the Edit Article Library window and on the website.
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Deleting an Article from an Article Library
To delete an article from an Article Library:
1. Access the Section Workspace.

2. Click on the Article Library that contains the article you wish to delete. An
Edit Article Library window like the one shown in Exhibit 7-29 will
display.

3. Click on the Delete button to the right of the article you wish to delete. A
confirmation dialog box like the one shown in Exhibit 7-31 will display.

P ) Click OK to delete this item!
‘-:/ Remember, this is permanent, and DATA WILL BE LOST!

[ K ] [ Cancel

Exhibit 7-31: Confirmation of article delete

4. Click on the OK button. The Edit Article Library window will refresh. The
article you deleted will no longer be listed. If it was an active article, it
will no longer appear on the website.
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Working with Flex Pages

You can use a Flex Page to add different types of content into a free-form
page that resembles a blank word processing document. Flex Pages work the
same whether adding content to a new Flex Page or editing an existing Flex
Page. The Overview (section homepage) page is actually a Flex Page.

To work with a Flex Page:

1. Once you have added a Flex Page using the New Page task, access the Section
Workspace.

2. Click on the Flex Page name. A Schoolwires Editor like the one in Exhibit 7-
31 will display. Note: If you chose a page layout when you added the Flex
Page, the Editor may not be blank as the one shown in Exhibit 7-32 is. You
can edit or delete the content that was entered in the page layout.

VRGh «:HRE@E e > xg @
li-

A Styles B i I H# = = = E £ E = =
BBl - 4883 O & a = F jfblods -
<BO0Y> <P

Save Cancel Create E-Alert
Ackive:

Exhibit 7-32: Schoolwires Editor for a Flex Page

3. Enter or edit the text in the Editor. See Chapter 8: “Working with the
Schoolwires Editor” for more information.
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4. 1f you do not want the Flex Page to appear in your section immediately, click
in the Active checkbox to remove the checkmark and make the page inactive.
If you make it inactive, remember to make it active later or it will not appear
on your website.

5. Click on the Save button. A window will display confirming that the save was
successful. The window will close automatically or you can click the Close
button. The Flex Page will display in the Section Workspace. If you made it
active, it will also display on the website.

TIPS:

e If your organization has enabled content routing, you will need to send
the page for approval when you create or change content on any page.
If your organization purchased the E-Alerts option, you can send a
Content E-Alert. See Chapter 8: “Working with the Schoolwires Editor”
for more information on how to use these two options within the
Editor.

e If you do not see the Flex Page on your website when you expect to see

it, make sure that its status is active. If your site is using content
routing, it may not be through the routing process.
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Working with a File Library

You can use a File Library to list files available for download from your
section. You can organize a collection of files such as:

Policies and forms

Newsletters and meeting minutes
Software updates

Aurt projects

Adding a File to a File Library

Adding a File Library is the first step. However, until you add the first file
to that File Library, it is still just an empty library.

To add a file to a File Library:

1. Access the Section Workspace.

2. Click on the File Library to which you want to add a file. An Edit File
Library window like the one shown in Exhibit 7-33 will display.

Status
Inactive
Inactive

Inactive

Classroom Handouts (File Library)
Filz library files for Classroom Handouts are listed below.

File Name

First marking period schedule Edit | Delete
First Marking Period Projects Edit  Delete
Classroom Rules Edit| Delete

Exhibit 7-33: Edit File Library window

3. Click on the New File button at the top of the page. A New File Title
window like the one in Exhibit 7-34 will display.
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Add New File
Enter the title of the file below and click the Next buttan.

MNext Cancel
Exhibit 7-34: New File Title window
4. Enter the title as you want it to appear on the File Library.
5. Click on the Next button. An Edit File window like the one shown in

Exhibit 7-35 will display.

Edit Classroom Handouts (File Library) file
Edt the file below.

Title:
Classroom

Description:

V iBEEmE Y ¢ e

RLles

]
I=

% Fort Mame =~ Sizz = B §

<BO0Y:

When wil

Enter the dates the item will be displayed.

Start Date:  |12/20,/2005 9:27:25 A1 [0

End Date:

Attached File

Mo file is att

Select File

Save

| this item be displayed?

12/19/2008 9:27:25 Al [5)

ached.

Cancel Create E-Alert

Active: D

Exhibit 7-35: Edit File window
Edit the title if required.

Enter a description into the limited-function Schoolwires Editor. See
Chapter 8: “Working with the Schoolwires Editor” for more information.

Enter the start date in the Start Date field. The File Library will not appear
on your website until that date. The page must be set as active in order to
appear on your website on the designated Start Date.
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TIP: Clicking on the calendar icon E will bring up a calendar on which you
can select the desired date. The default date/time is the date/time you
added the file. The format for the date and time must be: mm/dd/yyyy
hh:mm AM or PM.

9. Enter an end date in the End Date field. The file will no longer display
after the end date. It will remain in the File Library after the expiration
date unless you delete it.

TIP: The default end date/time is three years from the default start
date/time.

10. Click on the Select File button. An Upload File Wizard like the one shown
in Exhibit 7-36 will display.

Step 1 of 2

Select and upload the Fils. ..

Exhibit 7-36: Upload File Wizard

11. Click on the Browse button to browse your computer or network for the
desired file. A window like the one shown in Exhibit 7-37 will display.
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Choose file |E| |z|

Look in: IE}Appendix G_Uszer_|mport j L] EF '

appia . pdf
@ @SW UserGuide App G ¥2_041205,doc
MyRecent 5w UserGuide App & ¥2_053105.dac
Documents (W sy, |serGuide App G ¥2_102805.doc
@ SW UserGuide App G W2_111405,.doc
- SW UserGuide App G ¥2_111505,doc
Deskiop W5y Usercuide App @ ¥2_111505_PHD. doc
. SW UserGuide App G ¥2_111605,doc
.:} SW UserGuide App G ¥2_111605_.doc
- 9] 5w/ UserGuide App G ¥2_111705.dac
WarningUserImport.doc

by Computer
My Metwark. File name: IAppG.pdf j Open I
Flaces
Filess of type: | & Files =7 ~| Cancel |

Exhibit 7-37: Upload File wizard

12. Select the file you want to upload and click on the Open button. The
wizard will return as the active window. The file path to the file you chose
will be displayed.

13. Click on the Next button. When the upload is complete, the message “File
Upload Complete” will display.

14. Click on the Finish button. A confirmation message like the one shown in
Exhibit 7-38 will display.

Microsoft Internet Explorer

L ] E The file has successfully been attached, Please click Save to update the item.
.

Exhibit 7-38: Confirmation of file upload

15. Click on the OK button. The Edit File window will return as the active
window.

16. Click in the Active checkbox if you want this file to display in your File
Library on the website immediately. If you do not make it active now,
remember to make it active later or it will not appear on your website.

17. Click on the Save button. If you do not save at this point, your file will not
be included in the File Library. A window will display confirming that the
save was successful. The window will close automatically or you can click
the Close button. The file name will display under “Attached File.”
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18. Use the breadcrumbs to navigate back the File Library. The new file name
will appear as part of the File Library. If the File Library and the file are
both active, they will display on the website.

Remember that you can add multiple files to a File Library and you can
have more than one File Library in your section.

TIPS:

e If your organization has enabled content routing, you will need to
send the page for approval when you create or change content on
any page. If your organization purchased the E-Alerts option, you
can send a Content E-Alert. See Chapter 8: “Working with the
Schoolwires Editor” for more information on how to use these two
options within the Editor.

e If you do not see a file on your website when you expect to see it,
check to be certain you selected the correct start date,
remembered to make it active and that it has not expired. If your
site is using content routing, it may not be through the routing
process.
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Editing a File on a File Library
To edit a file in a File Library:
1. Access the Section Workspace.

2. Click on the File Library that contains the file you want to edit. An Edit
File Library window like the one shown in Exhibit 7-33 will display.

Click on the Edit button to the right of the file you want to edit.
4. Follow the steps for adding a new file, making the appropriate changes.

Note: If you upload a new file, it will replace the one that you
previously uploaded.

Sorting Files on a File Library
You can only sort active files on a File Library.
To sort files on a File Library:
1. Access the Section Workspace.

2. Click on the File Library containing the files you want to sort. An Edit
File Library window like the one shown in Exhibit 7-39 will display.

Mew File @

Classroom Handouts (File Library)
File litbrary files for Clazsroom Handouts are listed below,

Status File Name
Active Second marking period projects Edit  Delete
Artive First rnarking period schedule Edit Delete
Active First Marking Period Projects Edit | Delate
Active Classroom Rules Edit  Delete

Exhibit 7-39: Edit File Library window

3. Click on the Sort Files button. A window like the one shown in Exhibit 7-
40 will display.
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Sort File Library Files

Select the file and reorder using the arrows.

Active Files

Second marking period projects (=
First marking period schedule &
First Marking Period Projects -
Classroom Rules

Save Cancel

Exhibit 7-40: Sort Files window

Highlight the file you wish to move.
Use the up and down arrows to move the file.
Repeat Steps 4 and 5 as required.

Noo o ok

Click on the Save button. The Edit File Library window will return as the
active window. The sorted files will appear in the new order on the Edit
File Library window and on the website.

Deleting a File from a File Library
To delete a file from a File Library:
1. Access the Section Workspace.

2. Click on the File Library that contains the file you want to delete. An Edit
File Library window like the one shown in Exhibit 7-38 will display.

3. Click on the Delete button to the right of the file you want to delete. A
confirmation message like the one shown in Exhibit 7-31 will display.

Microsoft Internet Explorer

LS

Click O to delete this itermn!
\:‘) Remember, this is permanent, and DATA WILL BE LOST!

[ (8] 4 ] [ Cancel

Exhibit 7-41: Confirmation of file deletion
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4. Click on the OK button. The Edit File Library window will refresh. The
file you deleted will no longer appear on the list. If it was an active file, it
will no longer display on your website.

TIP: The file will remain on the server unless you remove it using
the Manage Files & Folders task.
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Working with a Link Library

You can use a Link Library to list links to other websites or other pages within
your Schoolwires website.

TIPS:

e The easiest way to insert a link into a page is to use the Insert Link icon
in the Schoolwires Editor. See Chapter 8: “Working with the
Schoolwires Editor.”

e To obtain the URL for a page to which you want to link, you can use the
URL button or you can navigate to that page on your website and copy
the URL from the address bar. See Obtaining the URL for a Page later in
this chapter for more information.

Adding a Link to a Link Library

Adding a Link Library is the first step. However, until you add the first
article to that Link Library, it is still just an empty library.

To add a link to a Link Library:
1. Access the Section Workspace.

2. Click on the Link Library to which you want to add a link. An Edit Link
Library window like the one shown in Exhibit 7-42 will display.

o v
New Link {

Student Reference Links (Link Library)
Lirk library files for Student Reference Links are listed below,

Active Search Edit

Status Link Name
Active Dictionary Dgh:
Delete
Exhibit 7-42: Edit Link Library window

3. Click on the New Link button. A New Link Title window like the one
shown in Exhibit 7-43 will display.
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Add New Link
Enter the title of the link below and click the Mext button,

Mext Cancel

Exhibit 7-43: New Link Title window

4. Enter the title of the link as you want it to appear on the Link Library.

5. Click on the Next button. An Edit Link window like the one shown in
Exhibit 7-44 will display.

Edit Link
Edit the link below,

Title:
Search

Description:

=t
I=

V $DHAE6E 9 ¢ o

2y FortMame~ Sizz - B {

Address:
iy, Joogle.com

When will this item be displayed?
Enter the dates the item will be displaved.

Start Date: |12/20/2005 10:37:314M | [
End Date: |12/13/2008 10:37:314M | [

Save Cancel Create E-Alert

Active:

Exhibit 7-44: Edit Link window

6. Edit the title if required.

7. Enter a description into the limited-function Schoolwires Editor. See
Chapter 8: “Working with the Schoolwires Editor” for more information.

8. Enter (or paste) the web address (URL) of the link in the Address field.
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9. Enter the start date in the Start Date field. The Link Library will not
appear on your website until that date. The link must be set as active in
order to appear on your website on the designated Start Date.

TIP: Clicking on the calendar icon E will bring up a calendar on which you
can select the desired date. The default date/time is the date/time you
added the file. The format for the date and time must be: mm/dd/yyyy
hh:mm AM or PM.

10. Enter an end date in the End Date field. The link will no longer display
after the end date. It will remain in the Link Library after the expiration
date unless you delete it.

TIP: The default end date/time is three years after the default start
date/time.

11. Click in the Active checkbox if you want the link to be active on your Link
Library immediately. If you do not make it active now, remember to make
it active later or it will not appear on your website.

12. Click on the Save button. A window will display confirming that the save
was successful. The window will close automatically or you can click the
Close button.

13. Use the breadcrumbs to navigate back to the Link Library. The link will
display in the Link Library. If the Link Library and the link are both
active, they will display on the website.

Remember that you can add multiple links to a Link Library and you can
have more than one Link Library in your section.

TIPS:

e If your organization has enabled content routing, you will need to
send the page for approval when you create or change content on
any page. If your organization purchased the E-Alerts option, you
can send a Content E-Alert. See Chapter 8: “Working with the
Schoolwires Editor” for more information on how to use these two
options within the Editor.

e [If you do not see a link on your website when you expect to see it,
check to be certain you selected the correct start date,
remembered to make it active and that it has not expired. If your
site is using content routing, it may not be through the routing
process.
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Editing a Link on a Link Library
To edit a link on a Link Library:
1. Access the Section Workspace.

2. Click on the Link Library containing the link you want to edit. An Edit
Link Library window like the one shown in Exhibit 7-41 will display.

3. Click on the Edit button to the right of the link you wish to edit.

4. Follow the steps for adding a new link, making the appropriate changes.
Sorting Links on a Link Library

You can only sort active links on a Link Library.
To sort links on a Link Library:
1. Access the Section Workspace.

2. Click on the Link Library that contains the links you want to sort. An Edit
Link Library like the one shown in Exhibit 7-45 will display.

Student Reference Links (Link Library)
Lirnk library files for Student Reference Links are listed below,

Status Link Name
Active Dictionary Edit |Delete
Active Search

Edit  Delete

Exhibit 7-45: Edit Link Library window

3. Click on the Sort Links button at the top of the Edit Link Library window.
A Sort Links window like the one shown in Exhibit 7-46 will display.
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Sort Link Library Links

Select the link and reorder using the arrowes,

Active Links

Dictionary fa
Search (=

Save Cancel

Exhibit 7-46: Sort Links window

Highlight the link you wish to move.
Use the up and down arrows to move the link.
Repeat Steps 4 and 5 as required.

Click on the Save button. The Edit Link Library window will return as the
active window. The sorted links will appear in the new order on the Edit
Link Library window and on the website.

N o o &
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Deleting a Link from a Link Library
To delete a link from a Link Library:
1. Access the Section Workspace.

2. Click on the Link Library from which you want to delete a link. An Edit
Link Library window like the one shown in Exhibit 7-45 will display.

3. Click on the Delete button to the right of the link you wish to remove. A
confirmation message like the one shown in Exhibit 7-47 will display.

Microsoft Internet Explorer

45:’) Click &k ko delete this ikem!

Remember, this is permanent, and DATA WILL BE LOST!

[ Ok ] [ Cancel

Exhibit 7-47: Confirmation of link deletion

4. Click on the OK button. The Edit Link Library will refresh. The link you
removed will no longer be listed. If it was an active link, it will no longer
display on the website.

User Guide Page 7-50



Schoolwires Academic Portal 4.0 Site Manager—Section Workspace

Working with a Maps & Directions Page

You can use a Maps & Directions Page to provide the exact address, detailed
driving directions and attachments for such items as:

e Athletic events
e Field trips
e Conferences
Adding Directions to a Maps & Directions Page

Adding a Maps & Directions Page is the first step. However, until you
add the first directions to that Maps & Directions Page, it is still just an
empty library.

To add directions to a Maps & Directions Page:
1. Access the Section Workspace.

2. Click on the Maps & Directions Page to which you want to add directions.
An Edit Maps & Directions window like the one shown in Exhibit 7-48
will display.

@ Sort Directions

Directions for Class Trip (Maps & Directions)
Directions for Directions for Class Trip are listed below,

Status Direction Name
Active Wiy Fruit Farm Edit Delete
Arctive Palrner Art Museurn Edit Delete

Exhibit 7-48: Edit Maps & Directions window

3. Click on the New Direction button. A New Directions Title window like
the one in Exhibit 7-49 will display.
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Add New Directions

Enter the fitle of the directions below and click the Next buttan,

Directions
Title:
Mext Cancel

Exhibit 7-49: New Directions Title window

4. Enter the title of the directions as you want it to appear on the Maps &
Directions Page.

5. Click on the Next button. An Edit Directions window like the one shown
in Exhibit 7-50 will display.

Edit Directions for Class Trip (Maps & Directions) Direction
Edit the map below,

Directions Attachments

Title:
Field Trip to VWay Fruit Farm|

Directions:

vV IRREERE 9 ¢ o

% Fort Mame » Size ~ B {

1=
I=

Enter the address below.

Street:

City, State & Zipcode:

When will this item be displayed?
Enter the dates the item will be displaved.

Start Date:  |12/20,/2005 11:25:14 4 [
End Date:  |12/19/2008 11:25:14 4 [

Save Cancel Create E-Alert

Active: I:l

Exhibit 7-50: Edit Directions window
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6. On the Directions tab:

a.
b.

Edit the title as needed.

Enter the directions in the limited-function Schoolwires Editor. See
Chapter 8: “Working with the Schoolwires Editor” for more
information. These can be extensive, step-by-step directions.

Enter the address of the destination.

TIP: If you enter a zip code here, visitors who have entered zip
codes in their User Profiles will see estimated miles to the
destination.

Enter the start date for the new directions in the Start Date field. The
directions will not appear on your website until that date. The
directions must be set as active in order to appear on your website on
the designated Start Date.

TIP: Clicking on the calendar icon E will bring up a calendar
that you can use to select the desired date. The default time is
midnight of any date you enter. The format for the date and
time must be: mm/dd/yyyy hh:mm AM or PM.

Enter an end date for the directions in the End Date field. The
directions will no longer be displayed on your Maps & Directions
Page after the end date. It will remain in the Section Workspace after
the expiration date unless you delete it.

TIP: The default end date/time is three years from the default
start date/time.

7. Click in the Active checkbox to make the directions available immediately
on the Maps & Directions Page. If you do not make it active now,
remember to make it active later or it will not appear on your website.

8. Click on the Attachments tab. An Attachments window like the one shown
in Exhibit 7-51 will display. Attaching a file is optional. However, it is an
excellent way to provide:

e Printable copies of the directions
e Agenda(s)
e Permission slip(s)
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Edit Directions

Edit the directions below.

Directions ~ Attachments

Would you like to add an attachment?

Enter the attachment description/filename then seleck the file,

!! I MName:

File Name Description Check to Delete
Refresh List
Save Cancel Create E-Alert

Ackive:

Exhibit 7-51: Attachments Tab

9. On the Attachments tab:
a. Enter the attachment name.

b. Click on the Select File button. An Upload File Wizard like the one
shown in Exhibit 7-52 will display.

Step 1 of 2

Select and upload the file. .

H Browse.. |

Exhibit 7-52: Upload File Wizard

c. Click on the Browse button to browse your computer or network for
the desired file. A window like the one shown in Exhibit 7-53 will
display.
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Choose file |E| |z|

Look in: IE}Appendix G_Uszer_|mport j L] EF '

o e
@SW UserGuide App G ¥2_041205,doc
MyRecent 5w UserGuide App & ¥2_053105.dac
Documents (W sy, |serGuide App G ¥2_102805.doc
@ SW UserGuide App G W2_111405,.doc
SW UserGuide App G ¥2_111505,doc

Deskiop W5y Usercuide App @ ¥2_111505_PHD. doc
. SW UserGuide App G ¥2_111605,doc
\:—) SW UserGuide App G ¥2_111605_.doc
- SW UserGuide App G ¥2_111705,doc

WarningUserImport.doc

by Computer
My Metwark. File name: IAppG.pdf j Open I
Flaces
Filess of type: | & Files =7 ~| Cancel |

Exhibit 7-53: Upload File wizard

d. Select the file you want to upload and click on the Open button. The
wizard will return as the active window. The file path to the file you
chose will be displayed.

e. Click on the Next button. When the upload is complete, the message
“File Upload Complete” will display.

f. Click on the Finish button. A confirmation message like the one
shown in Exhibit 7-54 will display.

Microsoft Internet Explorer E

L ] :,‘ The file has successfully been attached, Please click Save to update the item.
)

Exhibit 7-54: Confirmation of File Upload

g. Click on the OK button. The Attachments tab will refresh and the
newly attached file will display. In Exhibit 7-55, the file Way_Fruit-
Farm_Directions.doc file was attached.
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Edit Directions

Edit the directions below.

Directions ~ Attachments

Would you like to add an attachment?

Enter the attachment descriptiongfilename then select the File.,

Attachment Name:

Select File

File Mame Description Check to Deleth
Way_Fruit_Farm_Directions.doc Detailed Directions F

Save Cancel Create E-Alert

Ackive:

Exhibit 7-55: Attachment Example

h. To delete an attached file, on the Attachments tab:

i. Click in the checkbox to the right of the file you wish to delete. It
is below, “Check to Delete.”

ii. Click the Refresh List button. The Attachments tab will refresh and
the deleted file will not appear.

10. Click on the Save button. A window will display confirming that the save
was successful. The window will close automatically or you can click the
Close button.

11. Use the breadcrumbs to navigate back to the Maps & Directions Page.
The new directions will appear. If the Maps & Directions Page and the
directions you added are both active, they will display on the website.

Remember that you can add multiple directions to a Maps & Directions
Page and you can have more than one Maps & Directions Page in your
section.

TIPS:

e If your organization has enabled content routing, you will need to
send the page for approval when you create or change content on
any page. If your organization purchased the E-Alerts option, you
can send a Content E-Alert. See Chapter 8: “Working with the
Schoolwires Editor” for more information on how to use these two
options within the Editor.
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o If you do not see directions on your website when you expect to see
it, check to be certain you selected the correct start date,
remembered to make it active and that it has not expired. If your

site is using content routing, it may not be through the routing
process.

Editing Directions on a Maps & Directions Page
To edit directions on a Maps & Directions Page:
1. Access the Section Workspace.

2. Click on the Maps & Directions Page that contains the directions you
wish to edit.

3. Click on the Edit button to the right of the directions you wish to edit.
4. Follow the steps for adding directions, making the appropriate changes.
Sorting Directions on a Maps & Directions Page
You can only sort active directions on a Maps & Directions Page
To sort directions on a Maps & Directions Page:
1. Access the Section Workspace.

2. Click on the Maps & Directions Page that contains the directions you
want to sort. An Edit Maps & Directions window like the one shown in
Exhibit 7-56 will display.

m——————
MNew Direction < Sort Directions >

Directions for Class Trip (Maps & Directions)
Directions for Directions for Class Trip are listed below,

Status Direction Name
Active Wiy Fruit Farm Edit Delete
Arctive Palrner Art Museurn

Edit  Delete

Exhibit 7-56: Edit Maps & Directions window

3. Click on the Sort Directions button on the top of the Edit Maps &
Directions window. A Sort Directions window like the one shown in
Exhibit 7-57 will display.
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Sort Directions
To sort active directions, highlight the first direction you wish to rove then use the up and down arroees to move the direction into the
position in which you want it to display. Repeat these steps until the directions are in the desired arder. Click Save.

Active Directions

W'an Fruit Farm =
Falmer A buseum &

Save Cancel
Exhibit 7-57: Sort Directions window
4. Highlight the directions you wish to move.
5. Use the up and down arrows to move the directions.
6. Repeat Steps 4 and 5 as required.
7. Click on the Save button. The Edit Maps & Directions window will return

as the active window. The sorted directions will appear in the new order
on the Edit Maps & Directions window and on the website.
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Deleting Directions from a Maps & Directions Page
To delete directions from a Maps & Directions Page:
1. Access the Section Workspace.

2. Click on the Maps & Directions Page from which you want to delete a

direction. An Edit Maps & Directions window like the one shown in
Exhibit 7-58 will display.

New Direction Sort Directions

Directions for Class Trip (Maps & Directions)
Directions for Directions for Class Trip are listed below,

Status Direction Name
Active Witay Fruit Farm E:G Delete >
Arctive Palmer Art Museum

Edit  Delete

Exhibit 7-58: Edit Maps & Directions window

3. Click on the Delete button to the right of the directions you wish to delete.
A confirmation message like the one shown in Exhibit 7-59 will display.

Microsoft Internet Explorer

45_7/' Click &k ko delete this ikem!

Remember, this is permanent, and DATA WILL BE LOST!

[ Ok ] [ Cancel

Exhibit 7-59: Confirmation of Directions Deletion

4. Click on the OK button. The Edit Maps &Directions window will refresh.
The directions you removed will no longer be listed. If they were active
directions, they will no longer display on the website.
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Working with the Section Calendar

Each site, subsite and section has its own Calendar Page. Site Directors and
Subsite Directors access the Calendar from the Site or Subsite Workspace.
Section Editors, however, access the Calendar from the Section Workspaces
for their sections.

On the calendar for a section, you can:

e Add events that require minimal information by using the Quick Event
feature.

e Add detailed events.
e Import events.
e Create recurring events.

o Create registered events and view, print and export the rosters of the
registered events.

e Add attachments to events.

e Request that events on the section calendar be posted to the calendar on the
site or subsite in which the section appears.

See Chapter 13 “Using the Schoolwires Calendar” for more information.

TIP: The Calendar Page will only display on your website if its status is Active.
Use the status checkbox to make the Calendar Page either Active or Inactive,
depending on whether you would like it to be included in your section. The
event content within the Calendar Page is not affected by a change in the
status of the Calendar Page.
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Obtaining the URL for a Page

You may want to link to a page from another page on your website. To do
this, you will need to know the URL for the page to which you wish to link.

TIP: The easiest way to insert a link into a page is to use the Insert Link wizard
in the Schoolwires Editor. See Chapter 8: “Working with the Schoolwires
Editor” for more information.

There are two ways to obtain the URL for a page to which you want to link:
e Use the URL button as discussed here.

e Navigate to that page on your website and copy the URL from the
address bar of your internet browser.

To obtain a URL for a page within the Section Workspace:
1. Access the Section Workspace.

2. Click on the URL button to the right of the page to which you want to link
(i.e., the one to which you want to link). A Page URL window like the one
shown in Exhibit 7-60 will display.

Click a URL to copy it to your clipboard

Full URL:
http:ffschoolwiresapd. schoolwires, cormyf602109231 3570/ default. asp”

Relative URL:
f60810923153570/default. asp?

Exhibit 7-60: Page URL window

6. Click on the either the full or the relative URL link. A confirmation message
like the one shown in Exhibit 7-61 will display.

TIP: A link is an absolute URL link if the location can be found from
anywhere on the Web, not just from a single Web site. You can browse
to an absolute URL link regardless of your starting point. A relative URL
link specifies the page to which to link only as it is related to the
current location. In this case, the starting point would have to be
within your website.
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" E Link added ta clipboard!
*

Exhibit 7-61: URL Confirmation message

7. Click on the OK button. The Section Workspace will return as the active
window. The URL for the page is now on your clipboard. You can now insert
this link on another page on your website.
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Renaming a Page
To rename a page:
1. Access the Section Workspace.

2. Click on the Rename button to the right of the page you want to rename. A
Rename window like the one shown in Exhibit 7-62 will display.

Section Workspace (Smith, Claire)

Manage Pages

Home = Rename ™rs. Smith's Class®

Rename Section Homepage
Uze the field below to create a new name for the page.

Page Mame:
Mrs, Smith's Class

Save Cancel

Exhibit 7-62: Rename window

3. Edit the page name as required.

4. Click on the Save button. The Section Workspace will return as the active
window. The new page name will display. If the page is active on the website,
the new name will display there as well.

TIP: If your section has an active Hierarchy List for page navigation,
there will be a reminder on the Rename window. You must update the
Hierarchy List in order to complete the page name change. If your
section is using an Auto List for page navigation, this change will appear
automatically.
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Setting Page Options

Site Directors can assign specific viewing permissions (roles) to users. You
can use those viewing permissions (roles) to limit who can view individual
pages within your section.

To set page viewing permissions (roles):
1. Access the Section Workspace.

2. Click on the Options button to the right of the page for which you want to set
viewing permissions (roles). An Options window like the one shown in
Exhibit 7-63 will display. Notice that the viewing permissions (roles) of
General Public, Registered Users and INTRANET ACCT are selected. They
are the default viewing permissions (roles) that allow any visitor to your
website to view material.

TIP: If you want all of the content on your page to be visible to all
visitors, then leave the three default roles selected.

Page Options

Click in the checkbox to the left of each role you wish to be ahle to view this page.

Ta lirnit who can view thiz page, wou must also de-select the default roles of INTRAMET ACCT, Registered Guest and General Public by clicking in the checkboxes to
the left of each of thern.

FINTRAMET ACCT* (5) [#] Teacher (106)

[¥] administrators (110)  [¥] Technical Staff (112)
[¥] @eneral Public (ALL) (1)

[¥]Parent (107)

Guality Assurance (114)

[¥]Registered Guast (2)

[¥] staff (109)

[¥] student (108)

Save Cancel

Exhibit 7-63: Options window

5. To limit viewing of the content on this page to a selected group:

a. Deselect the three default roles (General Public, Registered Users and
INTRANET ACCT) by clicking in the checkboxes to the left of those
roles.

b. Select role(s) you wish to view the page by clicking in the checkbox to the
left of the desired role(s).

6. Click on the Save button. The Section Workspace will return as the active
window. Only those users with the roles you selected will be able to see the
page on your website.
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Deleting a Page
To permanently remove a page from the section:
1. Access the Section Workspace.

2. Click on the Delete button to the right of the page you want to delete. A
dialog box like the one shown in Exhibit 7-64 will display.

Microsoft Internet Explorer E

5\ ? ) Are vou sure you wank ko delete this page? This action cannot be undone,

Ok ] [ Cancel

Exhibit 7-64: Confirmation of Page Deletion

3. Click the OK button. The Section Workspace will return as the active window.

The page you removed will no longer appear in the Section Workspace or on
your website if it was an active page.
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Sorting Pages

You can use the Sort Pages button to change the order in which the pages in
your section appear on the website as well as within the Section Workspace.
To sort pages:

1. Access the Section Workspace.

2. Click on the Sort Pages button on the top of the Manage Pages tab. A Sort
Pages window like the one shown in Exhibit 7-65 will display. This window

contains a list of all pages in your section. It includes both active and inactive
pages.

Sort Pages

Control the arder in which your pages appear it your section,

O Sort alphabetically:
& Sort Manually:

Students' Becent WorkiFlex Page) (=
Student Reference Links(Link Lilbrar
Classroom Handoutsi(File Libran

Directions for Class Trip(Maps and Directions)
Hornewaork Assignments(Adicles)

Save Cancel

Exhibit 7-65: Sort Pages window

3. To sort the pages:

a. Alphabetically: click on the radio button to the left of “Sort
Alphabetically.”

b. Manually: click on the radio button to the left of “Sort Manually.”
i. Highlight the page you wish to move.
ii. Use the up and down arrows to move the page.
iii. Repeat Steps (i) and (ii) as required.

4. Click on the Save button. The Section Workspace will return as the active
window. The pages will be listed in the new order within the Section
Workspace and the active pages will be listed in the new order on the website.
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Building Section Hierarchy Navigation
There are two options for left navigation at the section level:
e Auto List: allows page links for the section to display individually.

e Hierarchy Navigation: allows you to build your own navigation by
“nesting” pages under another page with expandable navigation links.

Exhibit 7-66 shows an example of Auto List Navigation.

Tramning Center

Horme = Training Center = Hierarchy List

W, i

Hierarchy List

b Overview

b Article Library Page Cne

P Flex Page One

b Flex Page Two

I File Library Page Ore

P Lirl Library Page COne

P Maps & Directions Page One
b Calendar

Exhibit 7-66: Auto List Navigation example (no nesting of pages)
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-

Traming Center

Home = Training Center = Hierarchy List

Hierarchy List

b Crverview
b &rticle Library Page One
“ Flex Page One
P Flex Page Two
B Fil= Library Page One

b Calendar

Exhibit 7-67: Hierarchy Navigation example (nesting of pages)

Section Editors may build Hierarchy Navigation on their sections, provided
the Site Director or Subsite Director has enabled Hierarchy Navigation for the
sections.

See Chapter 9: “Edit Site and Section Hierarchy Navigation” for more
information.
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Section Editors Tab

The Section Editors tab of the Section Workspace allows you to update the list
of users who can edit a particular section. Site Directors and Subsite Directors
will use this task to assign at least the first Section Editor for each section. The
Section Editor may then choose to assign additional users the editing
privileges of a Section Editor, or remove someone as a Section Editor.

TIP: We recommend that you have more than one Section Editor, normally two
or three. However, we also suggest that you assign no more than five.

Before you begin assigning individuals as Section Editors, be certain they are
registered. If they are not registered users, the Site Director must register them
or they must self-register before proceeding. See User Profiles in Chapter 5:
“Site Manager—Site Workspace” for more information.

Assigning a Section Editor
To assign a Section Editor:
1. Access the Section Workspace.

2. Click on the Section Editors tab or chose Section Editor from the Users drop-
down menu. A Section Editors window like the one shown in Exhibit 7-68
will display.

-
Manage Pages | Section Editors | Tools

Home = Section Editors

Assign Editor

Current Editors
Current Section Editors are listed below, To assign a new editor, dick on the Assign Editor button at the top of this page. To remove an
editor, click on the Remove button to the right of the editor vou wish to rermove,

Users
& Deep, Cathy Remove

& Smith, Claire Remowve

Exhibit 7-68: Section Editors window

Note: Since a Site Director or Subsite Director assigned you as the
Editor for your section, you will see your name on the list of Current
Editors. Only Section Editors will be listed, but all Site Directors and
Subsite Directors can also edit the section.

3. Click on the Assign Editor button. A Select User window like the one shown
in Exhibit 7-69 will display.
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Filter

Last Name Filter
Enter last name and click. Fiterfor a filkerad lis

Filter Reset

Last Name First Mame

Anthory Marc select

Douglas Haig Select

Editor Section select

Leart Ed select

Learn Don Select 3

'Sullivan Tomn Select

Rickert Carol select

smith kathleen select -

. > Arrows
Lisit Prges Gith Lincsery sele
<7 S 4T
Page: 1 GO of 2 <) =] = =|

Exhibit 7-69: Select User window

4. Locate the user you wish to assign as Section Editor. If you do not see the user
whose profile you wish to edit, you can:

e Use the Last Name Filter to search by name. To restore to the full
user list after filtering, click the Reset button.

e Use the Page field and Go button to move to another page of users.

o Use the first page, last page or increment arrows at the bottom to
move to the first, last, next or previous pages of the user list.

5. Click on the Select button to the right of the user you wish to assign. The
Section Editors window will return as the active window. The assigned user
will appear in the Current Editors list.

TIP: If you cannot find a user in the Select User window:
e That user may not be registered.

e That user may already be assigned as a Site Director or Subsite
Director.
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Removing a Section Editor
To remove a Section Editor:
1. Access the Section Workspace.

2. Click on the Section Editors tab or chose Section Editor from the Users
drop-down menu. A Section Editors window like the one shown in Exhibit
7-68 will display.

3. Click on the Remove button to the right of the user who should no longer
have access to edit the section. The Section Editors window will refresh.
That user will no longer appear on the Current Editors list.

TIP: Use caution when removing Editors. If you remove yourself as an Editor
of your section, you will not be able to access the Section Workspace or
make changes to your section.
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Tools Tab

The Tools tab currently contains links to two tasks:
e Files & Folders
e Forms & Surveys (additional software option)

You can access these two tasks by clicking on the Tools tab or the respective
task under the Tools drop-down menu.

Files & Folders

You will use the Files & Folders task to add or remove files for your section.
This provides you with a way to organize and manage your section content. It
is an excellent tool for pre-planning the content of your section. Files, such as
images or documents, for each section, subsite and site are uploaded to a
different location on the server. Files and folders are unique to each section,
subsite and site and cannot be shared unless they are located within the Shared
Library on the main site.

See Chapter 16: “Managing Files & Folders” for more information.
Forms & Surveys

Forms & Surveys is an additional software option that enables quick and easy
creation of online forms and surveys. Using this powerful tool, you can:

e Design forms and surveys for your organization.

e Apply styles to enhance the look and feel of the forms and surveys.
e Utilize libraries of items (questions) for use on forms and surveys.

e Display forms and surveys on your website for completion by users.

e Review responses to your forms and surveys via reports, email and
exports.

If your organization has purchased this additional software option and it has
been activated by the Site Director or Subsite Director for your section, then
this task will appear in the Tools tab of the Section Workspace.

See Chapter 12: “Managing Forms and Surveys” for more information.
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