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The Basics about Your Schoolwires Website

based templates. If you are using an image-based template or a custom template, your website

N OTE: The images shown in this job aid reflect a website using one of Schoolwires standard text-
might look different from the one shown here.
Website Navigation Elements

The following navigation elements will appear on every page of your website if you are using a
standard template:

e Name of your district or organization in the title bar
e MysStart bar

e Channel bar

& DISTRICT 'm" SELECT A SCHOOL SIGN IN | REGISTER ’

Schoolwires AP 4 BETA Site

m Academics  Administration  Espanol  Initiatives  Services  Staff  Technology  Training Center  Calendar Channel bar

Exhibit SD-1: Top Navigation on a Standard Template Prior to Sign In

General navigation elements appear on the MyStart navigation bar of the Schoolwires Academic
Portal. However, what you see before you sign-in and what you see after you sign in will be
slightly different.

Prior to Signing In

The following navigation elements may be available to you on the MyStart bar prior to
signing in:

e District, which takes you to the homepage of the main site.

e Select a School, which allows you to move to different subsites within the site,
provided subsites are activated on your site.

e Sign In, which allows registered users to sign in to the site and access their profiles.
e Register, which is an optional link used to create an account.

e Grades, which is an optional integration feature that will appear if the integration has
been activated.

e Email, which is an optional integration feature that will appear if the integration has
been activated.
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After Signing In

The Sign in and Register buttons are two navigation elements that you will not see once you
sign in to the website. The top navigation on the site after sign-in is shown in Exhibit SD-6
later in this job aid.

After you sign in, however, the following navigation elements may be available to you:
e District
e Select a School
e Sign Out: This element allows you to sign out of the site when you are finished working.

TIP: To ensure security, we recommend that you always sign out when you are finished
working.

e Access My Info: This element allows you to access your User Profile and change it if you
desire. You’ll learn how to access and change your User Profile later in this chapter.

e Site Manager: This element will display when you reach the level of editing privilege to
which you are assigned.

Channel bar

As you can see from Exhibit SD-1, the Channel bar appears just below the title bar in a
standard template. These channels are visible on every page of your site or subsite. They
provide visitors to your website with consistent navigation throughout the site or subsite. The
channels on each subsite may be different from those on the main site or other subsites.
Channels contain sections.
Sections contain pages.
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Site Structure and Navigation

A DISTRICT ‘W SELECTA SCHOOL SIGNIN | REGISTER

Schoolwires AP 4 BETA Site

“ Academics  Administration DB Mew Safati  Espanol  Initiatives | Services,

Training Center  Calendar

DE2
Announcements T Site Shortcuts

This is a test y . i

4:"‘50';:1 nfgndagguuncemen on Food Services SETA b fcademic Portal 4 Internal BETA
Testing Overview & Agresment

(For Clients running BETA on

Schookwires in-house test site)

I‘ @ scmo",ﬂ.f'res£ | 4 b fcademic Portal 4 Internal BETA

Welcome ko the
Schoolwires AP4 BETA Site!

& DISTRICT ' SELECTA SCHOOL SIGN IN | REGISTER

Schoolwires AP 4 BETA Site

Home Academics  Administration DB New Safari  Espanal  Initiatives m Staff Technology  Traning Center  Calendar

. Services

Home = Services = Food Services

Food Services

b Overven School Meal Program Overview

P High Schoal Menu 9/9/2004 11:56:53 AlM

» School Meal Program Foods and beverages available in schools are only those which meet the nutritional

b Elementary Menu needs of students and contribute to the development of desirable health habits unless
provided otherwise in School Board rules.

¥ Middle School Menu

B A La Carte Menu Ttems Students may elect to choose at least three of the five food iterms offered at lunch and
three of the four food iterns offered at breakfast, which are sold at the unit price.

All schools participate in the National School Lunch Program and serve student lunches

according to meal patterns established by the United States Departrnent of

Agriculiure, all schools participate in the National School Breakfast Program and serve

student breakfasts according to meal patterns established by the USDA.

Free or reduced price meals are served o all students who qualify based on eligibility
criteria. The Income Eligibility Guidelines for free or reduced price meals are in
accordance with the scales provided by the Pennsylvania Departrnent of Education as
adopted by the State Board of Education based upon incorme guidelines prescribed by
the United States Secretary of Agriculture.

Exhibit SD-2: Consistent Channel Navigation

As you can see from Exhibit SD-2, the Schoolwires Academic Portal provides visitors to your
website with consistent channel navigation. Notice the three sections under the Services channel
at the top of the exhibit:

e DB2

e Financial Services

e Food Services

When you select the Food Services section, you are taken to the Overview subpage. From there
you can navigate to the other subpages in that section. In Exhibit SD-2, we have navigated to the
School Menu Program subpage. Notice that the title of the page is in bold in the left navigation.
From here, you can also use the Channel bar to choose a different channel on that site or use
Select a School to move to one of the subsites.
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Getting Started

Signing In
Any registered user of your website can sign in. The user just needs:

e Sign-in Name

e Password
If you have forgotten your Sign-in name or password, just click on the link at the bottom of the
sign-in window. (See Exhibit SD-4.)Your Sign-in name and password will be sent to the email
address that is in your User Profile.

To sign in:

1. Open your web browser (Internet Explorer 6.0 or Firefox® 1.5 on a PC and Safari 1.3 or
Firefox® 1.5 on a Macintosh). Enter the URL for your Schoolwires website. While you are
developing your website, this URL will be in this format: http://YOURSITE.schoolwires.com.
Once your website is live, the URL will be the domain name that you provided to Schoolwires.

& DISTRICT 'w" SELECT A SCHOOL SIGN IN | REGISTER '

Schoolwires AP 4 BETA Site

m Academics  Administration  Espanol  Initiatives  Services  Staff  Technology  Training Center  Calendar Channel bar

Exhibit SD-3: Top Navigation on a Standard Template Prior to Sign In

2. Click on the Sign In button on the MyStart bar. A Sign-In window like the one shown in Exhibit
SD-4 will display.

You may visit this site as a guest without
cormpleting registration or sign in. Registration,
however, will give you access to certain features
as well as the ability to personalize certain
features.

Sign In Name:

Password:

If you hawe fargotten your Sign In andfor
Password, please click here to retrieve it.

Exhibit SD-4: Sign-In Window

Enter your Sign-In name and your password.
4. Click the Sign-In button.

The first time a user signs in to the Schoolwires website, a window like the one shown in Exhibit
SD-5 will display.
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Welcome to the Happy Valley Area School District (ALPHA) web site!

wWhen you sign-in, additional services are available to you,

Site wisitors are encouraged to use the latest browsers to take advantage of the substantial website visual and operational
erhancerments which help make working with us even easisr,

Continue on to the Main Area

Exhibit SD-5: First-time user will see this.

6. Click on Continue on to the Main Area. As mentioned in “Website Navigation Elements”
earlier in this job aid, you should now see Sign Out and Access My Info on the MyStart bar. (See
Exhibit SD-6.)

‘ A DSTRICT ‘WY SELECT A SCHOOL

Schoolwires AP 4 BETA Site

Academics  Administration DB Mew Safari  Espanol  Initiatives  Services  Staff  Technology — Training Center  Calendar

- — . Channel bar
Exhibit SD-6: Top Navigation on a Standard Template after Sign In
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Access My Info

After you sign in, clicking on the Access My Info button will allow you to view and edit the
information in your User Profile. See Appendix E: Schoolwires Privacy Policy for additional
information about registering accounts.

To view or edit your User Profile:

1. Click on the Access My Info button. A window like the one shown in Exhibit SD-7 will

display.

2. You may:

a. Enter additional information. We recommend, for instance, that you enter the zip code for the
location from which you are most likely to travel. This will be used to calculate distances to
events.

b. Change information that is already in your User Profile;
Note: The required fields are marked with a red asterisk (*). They are:

My Profile

Please update your information in the form below.

* = Reqguired Fisld

First Name: [kelina | *
Last Name: |A||en | i
Title:
Address 1:
Address Z:
City:
State: pa
Zip Code:
Phone:
Fax:
Email Address: |Mal|en@schuolwires.com
Sign-In Mame: |mal|en | &
Password: &
Confirm Password: &
My E-Alerts & Subscriptions

Your E-Alerts are @ on O off |

Edit Subscriptions

LSave] [ Delete Profile ] [Eanl:el ]

Exhibit SD-7: User Profile through Access My Info

e First Name
e [ast Name

Page 6
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e Email Address
e Sign-In Name
e Password and Confirm Password

c. Delete your User Profile. However, if you delete your Profile, you will no longer be able to
sign in to the website.

3. If you wish to subscribe to receive updates to the homepages and sections on your site and
subsites, click on the Edit Subscriptions button. Note: This button will display only if your
organization has purchased E-Alerts and they are set to On.

4. Once you’ve completed making any changes, click the Save button. A message like the
one shown in Exhibit SD-8 will display.

Your profile changes have been saved.

You may Change your Profie again...
...0F select a site from the navigation bar,

Exhibit SD-8: Confirmation of changes to your User Profile

If you click on the District button in the top left of the MyStart bar, you will be at the homepage
of the main site. If you have subsites, you can choose one of those from the Select a School drop-
down list. That will take you to the homepage of that subsite.

The Homepage

The main site and each subsite have their own homepage. It is the first page visitors to that
website will see. On the homepage, you can provide visitors with up-to-date information
about such things as school closings and activities.

A DISTRICT ‘" SELECT A SCHoOL SIGN OUT | ACCESS MY INFD

Schoolwires AP 4 BETA Site

ime | Academics  Administration DB Mew Safari  Espanol — Initiatives  Services  Staff  Technology  Training Center  Calendar

Site Shortcuts

BETA b Academic Portal 4 Internal BETA
Testing Cverview & Agreement
(For Clients running BETA on

Announcements

Here it goes!

This is a test announcement on 4:40 pm
monday

> SCHOOL CLOSED

‘Welcome to the Schoolwires 4P4 BETA
Site! Delivering the easiest, mast pawerful, b Academic Partal 4 Live BETA
& most affordable way for schocls Testing Overview & Agreement
to create & manage their websites. Period {Far Clients running BETA on their
owh Schoolwires-powered site)

Schoolwires in-house test site)

. ®
" @ SCMOIWIr es P fcademic Portal 4 Internal BETA
' QA General Instructions (OMLY for
e

clients running BETA on
Schoolwires in-house test site)

Academic Portal

Headlines and Features
Big Storm Coming

Exhibit SD-9: Homepage of the main site
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Working in Site Manager—Editing within the Site Workspace

Introduction to Site Manager

A DISTRICT ';"‘- SELECT A SCHOOL SIGN OUT | ACCESS M7 INFD SITE MANAGER

Schoolwires AP 4 BETA Site

n Academics  Administration DB Mew Safari  Espanol  Initiatives  Services  Staff  Technology  Training Center  Calendar

Exhibit SD-10: Top Navigation after Sign In
As a Site Director, you will see the Site Manager button on the MyStart bar after you sign in and
on every page of your website. As a Site Director, you will have access to four workspaces:
Site Workspace for the main site
Subsite Workspaces for each subsite
Channel Workspaces (at the main site and all subsites)
Section Workspaces (at the main site and all subsites)

As a Site Director, you will access the Site Workspace of Site Manager from the main site to
manage the main site (i.e. district), and perform the tasks related to editing your website.
However, if you are at a subsite when you click on the Site Manager button, you will be entering
Site Manager in a Subsite Workspace.

A Subsite Director will only be able to access the:
e Subsite Workspace for the assigned subsite
e Channel Workspaces for the assigned subsite
e Section Workspaces for the assigned subsite

Please note the Viewing Tabs at the top left of the Site Manager window shown in Exhibit SD-
11. 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 use the link to
Community & Support or go to http://www.schoolwires.com/requestsupport to enter
support cases. You can also access Schoolwires support from the Help drop-down
menu.
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Tabs

Site Mﬂnﬂger W | @ cﬂl'lll'lll.ll'lln‘ & Sl.lﬂmﬂ | @ Suggmns& Feedback Current User: Patrick Smith
I I —
- =

) @ schooll
ey Site Workspace (Happy Valley Area School District (ALPHA))

j\:\g Acadermics

’\:,-, Athletics i )

Good Morning, Patrick!

‘\:\9 Ellssrmane Today is Wednesday, January 25, 2006! Tutorials

¢ Departmants el @ . & ,25’ )

g Started Edit Homepage and Calendar User Management Taols Configure

Content by _ ® f

e Information E = 5
Browser B :

D our sehoal Welcome to Schoolwires

A0) ® This infarmation wil help you get started with your Schodlwires web site.
w rograms

’\:9 @l RooviomEs © Setup your site
¢

P Though vou may decide to perform these tasks in a different order, the order here is generally most effective.
w Services

»\:\9 _ © Learn about Schoolwires Academic Portal

SE Select a sSite

Use these tutorials to learn about key areas of the Schoolwires Academic Portal,

[0 Do not show this tab again.
Mote: Once this kab is closed, you will be able to turn it back on by accessing the Configure tab,

Site
Tip of the Day! MNews & Announcements
By deselecting all the roles, or unchecking the Active box, wou Updated: Training Job Aids {Quick Starts)

hid hile it's und truction,
ENITIELS =20 WIS 15 el e Updated Section Editar and SitefSubsite Directar Quick Starts.

Exhibit SD-11: Site Workspace

The Content Browser on the far left displays the active channels and provide you with access to
sections and pages. It uses a tree view that expands and collapses in response to clicking on the
available channels or sections. Note: Once you leave the Site Workspace, you can return by:

e Clicking the site name at the top of the Content Browser;

e Clicking on the Workspace title;

e Clicking on Home on the Drop-down menu bar or in a breadcrumb.

Beginning with the introduction of Academic Portal Version 4.0 (AP4), the Content Browser is

collapsible to enable you to enlarge the workspace. You collaspse and expand it by clicking on
between Content Browser and the Site Workspace. Exhibit SD-12 shows how Site Manager
appears when the Content Browser has been collapsed.

In addition, beginning with AP4, the workspaces are color-coded with the workspace name in
parenthesis. This provides you with a positive indication of your location.

e Site/Subsite Workspaces are blue. In addition, since a Homepage Editor is using a subset
of the Site/Subsite Workspaces, that workspace is also blue and labeled as either a Site or
Subsite Workspace.

e Channel Workspaces are red.

e Section Workspaces are green.

As you can see from Exhibit SD-12, there are some items that always display when you are in the
Site Workspace. These items are:
e Choose a Quick Task, which provides you with easy access to frequent tasks. These
include:
0 New Announcement
0 New Headline
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New Event

New User

New Section
0 New Alert

e Tip of the Day, which provides you with helpful hints for creating and maintaining your
Schoolwires website.

e News & Announcements, which provides you with links to hot topics from Schoolwires.

e Link to Online Tutorials, which provide you with links to interactive tutorials about the
Academic Portal.

O OO

“Site Monager . View Website N &) Community & Suppont | ) Suggestions & Feedback Current User: Patrick Smith

Home Edit Users Tools Configure Help |

@ schoolwires

Site Workspace (Happy Valley Area School District (ALPHA))
Tabs

Good Morning, Patrick! ‘
Today is Wednesday, Januar 200AL
@ Getting Started @ Edit Homepage and Calendar % User Management & Taols /ﬁ! Corfigure
y Choose a quick task... ¥
Welcome to Schoolwires

This information will help vou get started with your Schaalwires web site.

© setup your site

Though you may decide ko perform these tasks in a different order, the order here is generally most effective.

© Learn about Schoolwires Academic Portal

Use these tutorials ko learn about: key areas of the Schoolwires Academic Portal.

[0 Do not show this tab again.

Mate: Once this tab is closed, you will be able o burn it back an by accessing the Configurs tab.

Tip of the Day! News & Announcements

ouncement or Headline appear

Sbhiaiant o 5 ) g ning 2o u5 (Quick Starts
immediately, sef this date ta ane day previous ko the current

date Updated Section Editor and Site/Subsite Director GQuick Starts,
o

Exhibit SD-12: Site Workspace with Content Browser Collapsed
Navigating in Site Manager
There are four main navigation elements in Site Manager. They are:
e Links: There are four main active links in the Site Workspace:
0 The site name at the top of the Content Browser is a link.

0 The Workspace title: You can click on the title from anywhere within the Site
Workspace to return to the Site Workspace Home.

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

0 The Tutorials icon links to a library of Interactive Tutorials designed to help you use the
Schoolwires Academic Portal.

e Breadcrumb navigation enables you to:

0 See the tab or page on which you are working. It appears in bold. In Exhibit SD-13,
Edit Welcome Text is the current page.
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o0 Navigate backwards. In Exhibit SD-13, you can navigate back to Edit Homepage or to
Home (Site Workspace) by clicking on the appropriate link.

Home FEdit Users Tools Configure Help<_Main Menu Bar

Site Workspace (Happy Valley Area School District (ALPHA))

orme = Edit Homepage = Edit Welcome Text Breadcrumbs
;

Exhibit SD-13: Breadcrumb Navigation in Site Workspace

e Main Menu Bar: As you can see from Exhibit SD-13, the Site Workspace contains a Main
Menu bar, which consists of a series of drop-down menus. As you will see, these menus
are one way to access the tasks that are included in the Site Workspace. Generally, they
correlate with the tabs in Site Workspace, which are the fourth navigation element. Home,
however, does not correlate with any tab. It is a way to get back to the Site Workspace if
you have navigated away from it. Help also does not correlate with any tab in the Site
Workspace. As you can see from Exhibit SD-14, it provides you with links to
Schoolwires resources.

Reguest Support ...

| What's Mew

Schoolwires Tutorials

@ Schoolwires Community & Support
l

{3 Schoolwires Support Forums
w Schoolwires Self-Service

Schoolwires Resources

I! About Schoolvwires Academic Portal

Exhibit SD-14: Help Drop-down Menu

e Tabs: As you can see from Exhibit SD-12, the tasks in the Site Workspace are organized
in a series of tabs. The major tasks on each of these tabs will be covered in detail later in
this job aid. These tabs are:

0 Getting Started tab: As you can see from Exhibit SD-15, this tab provides you with

links to tasks and resources that will assist you in setting up your site. Unlike the other
tabs, this tab can be hidden. You can unhide this tab later using a check box on the

Configure tab.

Page 1



JSchoolwires Centricity 4.0

Site Director Quick Start

Welcome to Schoolwires

This information will help you get started with your Schoolwires web site,

@ setup your site

Though you may decide to perform these tasks in a different order, the order here is generally most effective.

Add your initial users,

Assign other Site Directords).

Assign Subsite Director (5) if you have subsites,
Configure the channels for the main site,

Add gections to your channels,

Please see the Schoolwires Site Director Cuick Start Job &id, Chapker 15 Section
Ianagement or Chapter & Channel Wiorkspace for more information on how to add
sections to your channels.

Add your content.
Import the rest of your users,
Aggign your Section Editors & Homepage Editars,

Please see the Schoolwires Site Director Guiick Start Job Aid or Chapter S: Site Manager:
Site Wiorkspace for more information an how to assign other aditors,

@ Learn about Schoolwires Academic Portal

Use these tutorials to learn about key areas of the Schoolwires Academic Portal,

Site Workspace Tutorials
. Learn about the Site Workspace.

Channel Workspace Tutorials
. Learn about the Channel Workspace,

= Calendar Tutorials
. Learn about the Calendar.

Choose a quick task... %

Exhibit SD-15: Getting Started tab

o Edit Homepage and Calendar tab: As you can see from Exhibit SD-16, this tab

provides you with links to:
= Edit Homepage task
= Calendar task

Lse these tasks to maintain your site’s homepage and calendar.

Homepage

Edit the content of yvour site’s homepage,

Calendar
Manage vour site’s calendar by adding or importing events, and maintaining calendar
categores and filtering options.

@ Getting Started @ Edit Homepage and Calendar @ User Management & Taols E‘i’ Configure

Choose a quick task... s

Exhibit SD-16: Edit Homepage and Calendar tab

You can also access these tasks through the Edit drop-down menu shown in Exhibit

SD-17.

Homepage

Calendar

Exhibit SD-17: Edit Drop-down Menu
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o User Management tab: As you can see from Exhibit SD-18, this tab provides you with
links to:

= User Profiles, which you will use to add or edit registered users.
= Role Management, which you will use to add or edit roles.
= Site Directors, which you will use to assign or remove Site Directors.

= Homepage Editors, which you will use to assign or remove Homepage Editors for
the main site.

@ Getting Started Edit Homepage and Calendar @ User Management & Toals m’ Configure
Use these tasks to maintain user information, including viewing permissions (roles) and Choose a quick task...

editing privieges.

User Profiles
tdd or edit registered users for vour site.

@ Role Management

Add or edit user roles for vour site,

Site Directors
Update the list of people who manage information on vour site,

@ Homepage Editors

Update the list of people who manage information for your homepage and calendar,

Exhibit SD-18: User Management tab

You can also access these tasks through the Users drop-down menu shown in Exhibit SD-
19.

o [

=er Profiles

Faole Management

Site Directors

Hamepage Editars

Exhibit SD-19: User Management Drop-down Menu

o Tools tab: As you can see from Exhibit SD-20, this tab provides you with links to
advanced and premium features:

= Files & Folders, which you will use to organize the files and folders used in your
site and the Shared Library.

= Web Address Mappings, which you will use to create and maintain friendly URLs
for your site. This task is only available in the Site Workspace. It is not available at
the subsite level.
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= Site Templates (Styler™), which you will use to maintain the active template and
the template library for your site. Your organization must have purchased Styler™
for this to be active in the Site Workspace. A Site Director must activate this task
for a subsite in order for that subsite to have a version of this task in its workspace.

= Broadcast Alerts (E-Alerts), which you will use to add or edit Broadcast Alerts
that are used on your site. Your organization must have purchased E-Alerts for this
to be active in the Site Workspace.

= Forms & Surveys, which you will use to create and manage forms and surveys for
your site. Your organization must have purchased Forms & Surveys for this to be
active in the Site Workspace.

= Page Layouts, which you will use to create and manage page layouts that are used
on your site.

= Section Robot, which you will use to add or import sections to your site and
subsites. This task is only available in the Site Workspace. It is not available at the
subsite level.

= Content Routing, which you will use to maintain content routing for your site.
= Site Reports, which you will use to view your site’s reports.

@ Getking Starked @ Edit Homepage and Calendar @ User Management & Tools ﬁ Configure

Lse these advanced and premium features to enhance the form and functionality of your Choose a quick task... %
site,

Files & Folders
Organize the files and folders used in wour site and Shared Library.

{ Web Address Mappings
) Create and maintain fHendly URLs for wour site.

E’% Site Templates (Styler™

fhaintain the active template and the template library for vour site,

Broadcast Alerts (E-Alerts)
4dd or edit Broadcast E-&lerts that are used on wour site.

@ Forms & Surveys

Create and manage forms and surveys for your site,

@ Page Layouts

Create and manage page layouts that are used on your site.

#£5Y  Section Robot
=
4 Add or import sections, using specific page layouts and unique section configurations,

@ Content Routing

fhaintain content routing for vour site. This includes maintaining routing profiles and
routing options, and wiewing the routing queue,

[hl Site Reports

Wiew wour site’s reports,

Exhibit SD-20: Tools tab
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You can also access these tasks through the Tools drop-down menu shown in Exhibit SD-

' e I

Files & Folders...

Webh Address Mappings
Site Templates (Styler)
Broadoast Alerts (E-Alerts)
Forms & Surveys

Page Layouts

Zection Rokbot

Cortert Fouting

Site Reports

Exhibit SD-21: Tools Drop-down Menu
o Configure tab: As you can see from Exhibit SD-22, this tab provides you with links to
the tasks you need to set up and maintain your site’s configurations. These include:
= Site Configurations:

e Site Settings, which you will use to control site information, including the
name of your site. From here you also control your navigation and MyStart
settings as well as template settings if you have Styler™.

e Sort Subsites, which you will use to control the order in which subsites appear
in the Select a School drop-down list.

= Channel Configurations:

e Edit Channel Names, which you will use to add and edit channel names for use
on your site and subsites.

e Assign Channels, which you will use to assign channels to be used on your
site.

e Sort Channels, which you will use to control the order in which the channels
on the Channel bar of your site.

= Section Configurations, which you will use to design section configurations that
include section options and page layouts. You will use these configurations when
you add sections manually or with the Section Robot.
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@ Getting Started @ Edit Homepage and Calendar & User Management & Tools E"!{ Configure
Use these tasks to set up and maintain options for your site, induding options for channels Choose a quick task... v

and sections.

© site

Control site information, the order of your subsites, navigation and MyStart settings,

ﬂ Site Settings

Control site information, including the name of your site, Control yvour navigation and
fivyStart settings as well as template settings,

Sort Subsites
Control the arder in which subsites appear in the Select a School drop-down list,

© channels

Edit: channel names For your site and subsites; assign channels and sort channels For your site,

Edit Channel Mames
#dd and edit channel names for use on your site and subsites,

ﬂ Assign Channels

#zzign channels to be used on vour site,

Sort Channels
Control the order of the channels on the channel bar of vour site,

© Sections

Design section configurations to use when you add sections manually or wikth the Section Robot,

ﬁ Section Configurations

Design section configurations that include zection options and page lavouts.

Exhibit SD-22: Configure tab

You can also access these tasks through the Configure drop-down menu shown in Exhibit
SD-23.

Configure
Site 3

Channels » |

Sections »

Exhibit SD-23: Configure Drop-down menu
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Setting up your Site
Adding Your Initial Users

If you will have others helping you set up your site initially, you should first add them as
users.

Users of your website can be registered in one the following ways:

e |If your organization has enabled registration, users can register themselves. See Chapter 3:
“Site Structure, Navigation and User Registration” for more information on self-registration.

e You can import a data file of your users. See Appendix G: “User Import Guide” and Chapter
5: “Site Manager—Site Workspace.”

e A Site Director can register users one at a time. This method is covered here as well as in
Chapter 5: “Site Manager—Site Workspace.”

Registering Users One at a Time within Site Manager

To register users one at a time within Site Manager:

1. Click on the User Profiles task from either the Users drop-down menu or the User
Management tab.

2. Click on the New User button in the upper left. The New User form will display.

3. Enter the pertinent information. Items with an asterisk (*) are required. If your
organization has purchased the E-alerts software option, the E-alerts checkbox will
display. It defaults to active (i.e., checked).

4. Click on the Save button. The user will be registered. He/she will receive a confirming
email with his/her sign-in name and password.

TIP: Before registering a user, check to see if he/she is already registered.

Note: You cannot assign roles (viewing permissions) to a user until you have saved
that user. If you wish to assign roles after registering a user, you must click on the
Edit button to the right of the user’s name. A user can have more than one role.
You can develop custom roles using the Role Management from either the User
Management tab or the Users drop-down menu.

Users

Home = Users

New User Export Users...

Last Name and Role Filter:
Enter |ast name or role and click. Fifer for a fltered list of registered users,

All w | Filter | | Reset

Currently 45 registered users

Exhibit SD-24: Adding a New User Manually
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Home > Site Directors

Assign Director

Current Directors
Directors
5 Checker, Spell Remowve

g Craig, Chloe Remove

Exhibit SD-25: Site Director Task

Home > Subsite Directors

Assign Director

Current Directors

Directors %

g Director, Subsite Remove

Exhibit SD-26: Subsite Director Task

Assigning Site and Subsite Directors

Once you have added your initial users, you can assign them as Site Directors and Subsite
Directors as desired. For the main site, you will do that with the Site Directors task (Exhibit
SD-25). For the subsites, you will do that with the Subsite Directors task on the appropriate
subsite (Exhibit SD-26). Use Select a Site to navigate to the appropriate subsite before
assigning a Subsite Director.

You can access these tasks from either the Users drop-down menu or the User Management
tab.

A Important: You cannot assign Site Directors as Subsite Directors, Homepage Editors or
Section Editors for the main site or any subsite. As Site Directors they can already have these
editing privileges. You cannot assign Subsite Directors as Homepage Editors or Section Editors
on their assigned subsite. They can, however be assigned these privileges at other subsites or on the
main site. The names of Site Directors and Subsite Directors will be missing when the list of users for
assigning editing privileges displays if they are not eligible for that editing privilege.

To assign a Site Director or Subsite Director:

1. Inthe appropriate Site or Subsite Workspace, click on Site or Subsite Directors on the User
Management tab. The Site or Subsite Directors window will display. You can also access the
Site or Subsite Directors window from the Users drop-down menu on the Main Menu bar

2. Click on the Assign Director task. The list of registered users will display.
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Note: A user must be registered before he/she can be assigned as a Site Director or
Subsite Director.

Use the search features, including the Filter to locate the person you wish to assign.

4. Click on the Select button to the right of the name. The name you selected will appear in the
list of Current Directors.

To remove a Site Director or Subsite Director, click on the Remove button to the right of the
name you wish to remove. The name you removed will no longer be listed as a Director.

See Chapter 5: “Site Manager—Site Workspace” for more information on assigning and
removing directors.
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Configuring Your Site

Once you have finished adding your initial users and assigning them as Site Directors and
Subsite Directors as desired, you can begin configuring your site.

Configuring the Main Site

Good Morning, Patrick!
e |
Today is Friday, February 10, 2006! Tutorials
@ Getting Started @ Edit Homepage and Calendar % User Management & Tools Eﬁf Configure
Lse these tasks to set up and maintain options for your site, including options for channels |Chggse a guick task.., *

and sections,

@ site

Control site information, the order of your subsites, navigation and MyStart settings,

ﬂ Site Settings

Control site information, including the name of wour site, Control your navization and
MeyStart zettings as well az template settings.

Sort Subsites
Control the order in which subsitez appear in the Select a School drop-down list,

© channels

Edit channel names for your site and subsites; assign channels and sort channels for your site,

© Sections

Design section configurations to use when vou add sections manually or with the Section Robot,

Exhibit SD-27: Configure tab in Site Workspace

Site Settings

As you can see from Exhibit SD-27, you can set Site Settings and Sort Subsites in the Site
Workspace. This was discussed briefly earlier in this job aid.

To set Site Settings:
1. Click on the Site task from either the Configure drop-down menu or the Configure tab.
2. Click on Site Settings.

3. Make changes on the available tabs shown in Exhibits SD-28-31. Note: The Template
Settings tab will only be available if you have purchased Styler™.

4. Click the Save button. The Site Settings window will refresh.
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Home = Site Settings

Site Settings

Cantral site information, induding the name of your site, Control your navigation and MyStart settings as wel as template settings if you
have Styler™,

General Template Settings Mavigation Setkings My Start Settings
Site Name:
Enter the Site Mame that will display on wour website?
Name:
Happy Waley Area School District (ALFHA)
Site Contact Information:
Enter the Contact Mame, Phone and Email Address vou wish to display on your error messages.

Contact Name:
Path DiSanto

Phone Number:
555

E-Mail Address:
pdisantoi@schoolyires, com

& This e-mail address will appear on the Questions & Feedback? link in the footer of each page.

Save Cancel

Exhibit SD-28: General tab of Site Settings in Site Workspace

General Template Settings Mavigation Settings My Start Settings

Template Level Control:

Allowes the Sike to retain control of all templates For the Site or allows this control to be disseminated to the Subsites, so that each Subsite can
select their current template From those available,

O site Level
® Subsite Level

Restrict Formatting:

To restrict Fom]_:atting for this site select the On option. To allow editars ko contral Farmatting select the OFF option.

O on
® off

My Sections created before the option change must be set manually.

Exhibit SD-29: Template tab of Site Settings in Site Workspace (only with Styler™ )
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General Template Settings MNarigation Settings My Start Settings

Directory Type : %

Choose the bype of Format For vour direckory pages,

Cire Colurnm

Ore Column with Alphabetical Grouping

Tweo Colurnns

Twio Columns with Alphabetical Grouping
Three Colurnns

Three Columns with Alphabetical Grouping

@O00000

Display menu when only one Section appears under a channel?

To display a drop-down when only section appears dick Display Menu or Do Mok Display Menu.

O Do Mot Display Menu
& Display Menu

M\ This option reguires publishing of yaur active template.

Exhibit SD-30: Navigation tab of Site Settings in Site Workspace

General Template Settings Mavigation Setkings MySkart Settings

s

Display Register button:

To hide or display the Register button select show or hide below,

©  Show
@ Hide

Display Site and Subsite List:
To hide or display the Site and Subsite List in the MyStart bar select show or hide below,

& Show
O Hide

Exhibit SD-31: MyStart tab of Site Settings in Site Workspace
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Sort Subsites

You can change the order in which your subsites appear on the Select a School drop-down
list by sorting the subsites. To sort subsites:

1. Click on the Site task from either the Configure drop-down menu or the Configure tab.

2. Click on Sort Subsites. A Sort Subsites window like the one shown in Exhibit SD-32 will
display.

Hame = Sort subsites %

Sort Subsites

Caontral the arder in which subsites appear in the Select a School drop-down list,

Lakepark Elementany School
Lakepark High Schoaol
Lakepark Middle Schoal

Save Cancel

Exhibit SD-32: Sort Subsites

Highlight a subsite.
4. Use the up and down arrows until the subsites are in the desired order.

Click the Save button. The subsites will appear in the desired order on the Select a
School drop-down list.
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Configuring Subsites
You can configure each subsite in the same way you configured the main site. As you can
see from Exhibit SD-33, however, there is only one subtask Site Settings appears under

the Site task in the Subsite Workspace.

Good Morning, Patrick! LT"B;]
Today is Friday, February 10, 20061 Tutorials
@ Edit Homepage and Calendar % User Management & Tools ﬁ Configure
Jse these tasks to set up and maintain options for vour site, including options for channels |Chggse a guick task... w‘|

and sections.

@ site

Control site information and navigation settings.

ﬁ Site Settings

Control site information, including the name of vour site.

© channels

F\ssignﬁhnnels and reorder channels for your site,

Exhibit SD-33: Configure tab in Subsite Workspace
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Configuring Your Channels

The main site and each subsite may have different channels from one another. The main
site and each subsite may sort the assigned channels to control the order in which they
appear on the Channel bar. However, only a Site Director may edit the channel names.
This is done in the Site Workspace. Exhibit SD-34 shows the Channel Configuration
subtasks that are available in the Site Workspace.

@ Getting Started @ Edit Homepage and Calendar % User Management & Tools B&! Configure

Use these tasks to set up and maintain options for yvour site, including options for channels |Chc||jse a quick task.., v|
and sections.

© site

Control site infarmation, the order of vour subsites, navigation and MyStart settings.

e nnels

Edfthannel names For your site and subsites; assign channels and sort channels For your site,

Edit Channel Names
Add and edit channel names for use on vour site and subsites,

ﬁ Assign Channels

fszign channels to be used on vour site.

Sort Channels
Control the arder of the channels on the channel bar of vour site,

€ Sections

Design section configurations to use when you add sections manually or with the Section Robot,

Exhibit SD-34: Channels task in Site Workspace

Edit Channel Names—to edit channel names for your site, select the Edit Channel Names
subtask. Within this subtask you can also add new channels and sort the channels alphabetically
or by channel ID. This task is only available within the Site Workspace.

Notes: 1) If you are using a text-based template, editing the channel names is all that is
required. 2) If you are using an image-based template, you will need to have the channel
images created and uploaded to your template. See Appendix A for more information. 2) 3)
Channel names you add/edit here will be available for assignment on the main site and all
subsites.

Assign Channels
To assign channels:

1. Select the Assign Channels subtask. The channel library will display.

2. Click in the checkbox to the left of the channels you wish to use. If you are on the main
site, you are assigning channels for that site. If you are on a subsite, you are assigning
channels for that subsite.

3. Click on the Save button once you have selected your channels. They will immediately
appear in the Content Browser.

Tips: 1) You must have a least one channel assigned for your website to display
properly. 2) A channel will not display on the channel bar until is contains at least
one section.
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Note: If you wish to assign channels for a particular subsite (school), use the Select
a Site link in the Content Browser to navigate to the Subsite Workspace for that
subsite. The procedure is the same once you are in the correct workspace.

Sort Channels—to control the order the channels appear on the Channel bar, use the Sort
Channels subtask. You sort channels the same way you sort subsites. However, as you can
see from Exhibit SD-35, you may sort channels alphabetically.

Haome > Sort Channels

Sort Channels
Contral the arder of the channels on the channel bar of your site,

Sort Type

® sort Alphabetical
q}, Saort Manualy

Academics o
Athletics

Classrooms )
Departments €
Informatian (=
Our School
Frograms

Quality Assurance
Services bl

Exhibit SD-35: Sort Channels

Adding Sections
Ways to Add Sections

Once you have assigned your channels, you need to add sections. As a Site Director, you
have three ways to add sections:

e Add them one at a time in the Channel Workspace. If a section is added in the
Channel Workspace, a section configuration may be chosen, but not a site, subsite
or channel. It will default to the channel and site on which you are working. You
can move it to another channel, site or subsite using the Move button within the
Channel Workspace. This is the only way a Subsite Director can add sections. A
Subsite Director can only move sections within the assigned subsite.

e Add them one at a time using the Section Robot tool. See Chapter 15: “Section
Management” for more information on adding sections using the Section Robot.

e Import multiple sections using the Section Robot tool. See Chapter 15: “Section
Management” for more information on adding sections using the Section Robot.

If fourteen or more sections are added to a channel, they will not display as a drop-down
list under the channel. They will display as a directory page. You can, of course, change
this setting at any time.
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About the Channel Workspace

Within the Channel Workspace there are two workspace tasks:

e New Section, which you will use to create a new section.

e Sort Sections, which you will use to change the order in which your sections appear in the
drop down list. Note: A directory page will always display alphabetically. You can control
the number of columns and whether to have alphabetical groupings. See Site Settings
(Navigation Settings tab) on the Configure tab.

In addition, using the buttons to the right of the sections that display in the Channel Workspace,
you can:

e Set the Options for the section. These include the options to:

°  Change the section name.

°  Change the menu name (i.e., the name that appears in the drop-down list or on the
directory page) for that section.

° Display a last modified date on every page in the section except the Overview page.

°  Turn the left navigation on or off for the section.

° Enable hierarchy navigation for the section.

°  Choose a custom routing profile for the section, provided Content Routing has been
activated for the site or subsite.

° Enable the creation of forms and surveys by the Section Editors for the section if your
organization has purchased this additional software option.

° Display or hide the section based on roles (viewing permissions).

° Restrict formatting within the section if your organization has purchased Schoolwires
Styler™,

e Move the section. Subsite Directors can only move a section to another channel on the
subsite. Site Directors can move a section to another channel on another site or subsite as
well as within the same site or subsite.

e Delete the section.

Adding Sections One at a Time in the Channel Workspace
To add a section:

1. Navigate to the Channel Workspace for the channel to which you wish to add a section.
You do this by clicking on the channel name in the Content Browser. The Channel
Workspace will display.

2. Within the Channel Workspace, click on the New Section task. A New Section window
will display.

3. Enter the Section Name and Drop-down Menu/Directory Text for the new section. The
Drop-down Menu/Directory Text is the text that will appear in the drop-down list on the
Channel bar or directory page. The Section Name appears as the main section title on the
site.
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TIP: Usually the Drop-down Menu/Directory Text and the Section Name are the
same. However, when creating teacher sections, it is important to have Drop-down
Menu/Directory Text be last name first (e.g., Smith, Jane). Once the 15" teacher
section is added, a directory page will display for the channel menu and the
sections will be listed alphabetically, by the teachers’ last names. It still makes
sense to have a friendly Section Name (e.g., Mrs. Smith) for the top of the section.

4. Choose a section configuration from the drop-down list. Section configurations enable you
to provide editors with standard page layouts that will simplify the process of content
creation. For more information on creating section configurations, see Chapter 15:
“Section Management.”

5. Click the Save button on the bottom left. The new section will be added. Whether or not
default pages are created for the section and the types of default pages created will depend
on the section configuration you chose.

TIP: When you want to add or remove a section from a channel, be certain you are
working in the correct Channel Workspace.

Adding Content

Once your site and subsites are configured the next step is to add content to your website. As a
Site Director, you might focus first on adding content to the site homepage. This is also covered
in more detail in Chapter 5: “Site Manager—Site Workspace.” Adding content to each section is
covered in the Section Editor Quick Start Guide as well as in Chapter 7: “Site Manager—Section
Workspace.” See also Chapter 8: “Working with the Schoolwires Editor.”

Editing the Homepage
To edit your homepage for the main site:
1. Access the Site Workspace.

2. Click on the Homepage task from either the Edit Homepage and Calendar tab or the Edit
drop-down menu. A template of your homepage will display. It will have the following
editable regions:

e Welcome Text
e Announcements
e Headlines and Features

Note: These are the editable regions in the Schoolwires Standard Template. If you have
purchased Styler™, you will have the option of displaying all or none of those three
editable regions plus an additional editable region—Site Shortcuts—within your homepage
template. If you have a custom template, the number and location of the editable regions
will be determined by the design of the custom template.

Editing Welcome Text

To edit Welcome Text, click on the Edit Welcome Text button in the template of your
homepage. The Schoolwires Editor will display. (See Exhibit SD-36.) You can enter and
format content text within the Schoolwires Editor or copy and paste from another source,
such as MSWord, Excel or your current website. You may need to do some reformatting
when copying and pasting.
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Schoolwires Editor

The Schoolwires Editor shown in Exhibit SD-36 will display if you are using a PC with
Internet Explorer or Firefox or a Mac with Firefox. If you are using a Mac with Safari,
you will see a Java-based Editor. See Chapter 8: “Using the Schoolwires Editor" for
more information on this Java-based Editor.

VRS H LEEGE v x =g
A Styles ~ FortMame~™ Sizz - Aap B { U 8 = =

BB0- 4083 0% Adaf =7 fowe:

ilil
i
i
]
i
m

20 VIEWHTML  EDITIN @ EDITIN

Save Cancel Create E-alert...

Exhibit SD-36: Schoolwires Editor

Each icon or button in the Schoolwires Editor has a unique function. If you are uncertain
of that function, you can roll your mouse over the icon or button and the function will
display. The icons, buttons and their functions are listed here:

. ¥ Spell Check: Checks spelling on the open page using a web-based spell
checker. It also has a thesaurus and grammar checker.

. <« Preview: Opens a pop-up window displaying your page as it will appear in
a browser. Since your visitors’ screen resolutions will vary, you can preview your
page in various screen resolutions (i.e. 640X480, 800X600 or 1024X768).

. 1E Print: Prints your content in the Editor. The page URL will print in the
footer.

. [® Search: Opens a Find & Replace dialogue box that you can use to find text
on your page and replace text if you choose.

o L*| cut: Removes a selection that you have highlighted. The selection is saved
to the clipboard. Then you can use the Paste button to move it to another location
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in your website, the Schoolwires Editor or another document that allows you to
paste. Note: If you are using Mozilla® Firefox®, you will need to use the
keyboard shortcut provided to cut.

o [ Copy: Copies a selection that you have highlighted. The selection is saved
to the clipboard. Then you can use the Paste button to copy it to another location in
your website, the Schoolwires Editor or another document that allows you to
paste. . Note: If you are using Mozilla® Firefox®, you will need to use the
keyboard shortcut provided to copy.

o 2] paste: Inserts a selection (that has been saved to the clipboard by cutting or
copying) into a chosen place within the Editor. Note: If you are using Mozilla®
Firefox®, you will need to use the keyboard shortcut provided to paste.

.o |5 Paste from Word: Inserts copied Microsoft® Word text into a chosen place
within the Editor. Some formatting is retained without unnecessary HTML.

. Paste Text: Inserts plain text into a chosen place within the Editor.
Formatting is not retained.

-

. | Undo: Reverses the last action completed.
. Redo: Repeats the last action completed.
o L® Clear All: Deletes all content from the Schoolwires Editor.

o = Full Screen: Resizes the Editor to utilize the full Workspace frame.
Clicking again will restore the Editor to its original size. The Save and Cancel
buttons are only available in the original-sized window.

. View Tutorials: Links to a library of Interactive Tutorials designed to help
you use the Schoolwires Academic Portal.
. £ Template Styles: Applies a style that has been defined in the active

Template using CSS in Styler™.,

. Styles: Applies a default heading style. These are not designed for
body copy.

. Font Name: Applies a font chosen from the drop-down list to

selected text.

. |H Font Size: Applies a font size chosen from the drop-down list to
selected text.

o Font Color: Applies a font color chosen from the palette to selected text.
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.

Background Color: Applies a background color chosen from the palette to

selected text.
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Bold: Changes the appearance of selected text to Bold.

Italic: Changes the appearance of selected text to Italic.
Underline: Underlines the selected text.

Strikethrough: Applies strikethrough formatting to selected text.
Justify Left: Aligns text at the left margin.

Justify Center: Centers text between the margins.

Justify Right: Aligns text at the right margin.

Justify Full: Aligns text evenly along the left and right margins.
Numbering: Creates a numbered list.

Bullets: Creates a bulleted list.

Indent: Moves selected text to the right, one tab at a time.

Outdent: Reverses indention by moving selected text to the left, one tab at

Insert Image: Opens a wizard you can use to insert an image into your

Edit Image Properties: Allows you to modify an inserted image. You can

edit the source, title (alternate text), alignment, borders, style, size and spacing.

Insert File Link: Opens a wizard you can use to insert a file into your page.

Horizontal Rule: Inserts a horizontal line.

This is an example of a horizontal rule. It can appear above or
below a line. Be careful, it will replace any selected text.

A

Bookmark: Opens a wizard you can use to insert a bookmark into your

page. To link to that bookmark once it is created, use the Insert Link wizard.
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& Insert Link: Opens a wizard you can use to insert a link into your page.
You can insert links to a site, an email address, a different website or a bookmark.

g Edit Link Properties: Edits a previously inserted hyperlink. You can also
insert a hyperlink into or remove a hyperlink from your page.

2 Insert Form Link: Inserts a link to an existing form or survey into your
page. Note: The form must already exist within the workspace in which you are
working to use this link.

B Insert Table: Inserts a table into your page. Tables are comprised of rows
and columns of cells that you can fill with text and images.

B Edit Table/Cell: Allows you to edit and format a table or cell in your page.

=1 Show/Hide Gridlines: Displays or hides the borders of cells in a table. This
is not supported by Mozilla® Firefox®.

= Insert Text Box: Inserts a text box into the upper left corner of your page.
You may then position it where you desire.

= Special Characters: Inserts symbols and special characters not found on

the keyboard.

S Open Toolbox: Provides access to a collection of layouts, objects and tags
to assist you in creating your pages.

—1 Position by Pixel: Moves content anywhere in the Schoolwires Editor.
This is also called Absolute Positioning or AP

| Remove Formatting: Removes formatting applied to text.

ActiveBlocks™: Inserts Schoolwires ActiveBlocks™ (i.e., tags) into
your page.

=2
<> VIEW HTHL View HTML.: Displays the Source Editor pop-up window in which
you can preview and edit HTML of your page. Current Selected Element
Highlighted is not supported by Mozilla® Firefox®

T @ Edit In Dreamweaver: Allows you to edit your page in
Dreamweaver®. This is not supported by Mozilla® Firefox®. Dreamweaver®
must be installed on your computer before you can use this icon.

EDIT IN : _ : :

Edit In FrontPage®: Allows you to edit your page in FrontPage®.
This is not supported by Mozilla® Firefox®. FrontPage® must be installed on
your computer before you can use this icon.
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. Send for Approval Send for Approval: Appears at the bottom of the

Editor if Content Routing has been activated for your site. Allows you to send the
page for approval (i.e., begin content routing). If content routing is active, you will
also see a reminder to route the item at the bottom of the Editor.

| Create E-Alert.. | croate E-Alert: Appears at the bottom of the Editor if your

organization purchased the E-Alerts additional software option. Allows you to
send a Content E-Alert to section subscribers concerning changes to a homepage
or section.

Yiew routing status

) View Routing Status: Appears at the bottom of
the Editor if Content Routing has been activated for your site. This allows you to
view the status of a page that has been routed for approval.

Schoolwires Editor with Formatting Restricted

If your organization purchased Styler™, Site Directors and Subsite Directors can restrict
formatting within the site and subsites respectively. They can also restrict formatting for a
section.

B Important: The section configuration determines the settings for restricting
formatting on all sections using that configuration. This setting cannot be overridden
by site/subsite settings. In order to assure that the settings for sections created after
site/subsite settings are changed, the restrict formatting option must be changed on that
section configuration as well.

If formatting has been restricted, some of the Editor icons will not be present. In this
instance, Site Directors must set up additional template styles accessible from the

Template Styles or use the template styles that are included as default.

As you can see by comparing Exhibit SD-36 and Exhibit SD-37, the icons that are not
present if formatting has been restricted are:

° Font Name
o Font Size
o Font Color

o [ Background Color

o [ VEWHIML | \iew (ML

. EEE @ Edit In Dreamweaver®
o B Edit In FrontPage®
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VRASGH iDAG@R v x2 @
A Styles -B i U ¥ E = = 1= E 3= =
BB - 083 O s Haf B foo-

Save Cancel Create E-Alert...

Exhibit SD-37: Schoolwires Editor when formatting has been restricted

For more information on adding content, please refer to the Chapter 8: “Working with the
Schoolwires Editor.”

Editing Announcements

Announcements generally include information that you only want to appear on your
homepage for a few days. They should be brief and to the point. For information that will
remain on your website for a longer period or requires more detail, we recommend that you
use Headlines & Features.

To add an announcement:

1. Click on the Edit Announcements button in the template of your homepage. The
Announcements page will display.

Click on the New Announcement button on the top left. A New Announcement Title
window like the one shown in SD-38 will display. Note: You can also get to a New

Announcement Title window by choosing New Announcement from the Choose a
quick task drop-down menu.
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Home = Edit Homepage = Announcements > New Announcement

New Announcement
Enter a new announcernent below.

Announcement
Name:
Mext Cancel

Exhibit SD-38: New Announcement Title window

3. Enter the Name of the announcement. This will be the title of the announcement that
appears on the Announcements page.

4. Click the Next button. An Edit Announcement window like the one shown in Exhibit
SD-39 will display. Notice the limited-function Editor.

Home = Edit Homepage = Announcements > Edit Announcement

Edit Announcement
Edit the announcement belaw,

Announcement Roles

Name:
Permission Slips for Spain Trip Due By Feb, 28, 2008

Announcement:

Vv ihREGE S ¢ 2

Fort Mame ~ Size ~ B §

=
I=

i

=BODY> <D

wWhen will this item be displayed?
Enter the dates the item will be displayed.

Start Date: | 2/14/2006 6:00:05 PM E
End Date:  2/13/2009 £:00:05 FM E

Save Cancel Create E-Alert

Ackive: D

Exhibit SD-39: Edit Announcement window

5. Enter the text for the announcement.
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6.

10.

Enter the Start Date/Time and End Date/Time for the announcement.

TIP: Clicking on this icon B will bring up a calendar that you can use to find the date
you want. The default start date/time is the date and time you created the
announcement. The default end date/time is three years from the date previous to the
start date/time. The format for the date and time must be: mm/dd/yyyy hh:mm AM or
PM.

If you wish to limit who can view the announcement, click on the Roles tab.

Click in the check boxes to the left of the viewing permissions (roles) for which you wish this
announcement to display. Be certain that all others are deselected. See Chapter 3: “Site
Structure, Navigation and User Registration” and Chapter 5: “Site Manager—Site
Workspace” for more information on viewing permissions (roles).

Click in the Active check box if you want to make the announcement visible on your
homepage on the Start Date. If you don’t make the announcement active, it will not display on
your website on the Start Date. You can enter an announcement at any time (preplanning), but
have it display in the future by setting the date in the future and making it active. It will
automatically appear on the website on the Start Date and disappear from the website on the
End Date. Although it does not display on the website after the Expiration Date, it remains in
Site Manager You can, therefore, edit it and reuse it in the future.

Click on the Save button. The announcement will appear in the Announcement window. If you
made it active, it will appear on the homepage.
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Editing Headlines & Features

Headlines enable you to link to items on your homepage that are lengthy and/or require
images or formatting. For information that will remain on your website for a shorter period
that is not lengthy, we recommend that you use Announcements.

To add a new headline:

1. Click on the Edit Headlines & Features button in the template of your homepage. A
Headlines window like the one shown in Exhibit SD-40 will display.

Hore = Edit Homepage = Headlines

Mew Headline Sort Headlines

Headlines
Headlines are listed below:

Status Headline Title
ITnactive Shart Edit  Delate
Active SMOW DAY Edit Delete
Active Big Storm Comning Edit  Delete
Active Weekend Celebrations Edit  Delate
Active This is the MEW HEADLINE Edit  Delete
Active Sunset and Evening Star Edit Delete
Active Super Bowl Tickets Fundraiser Edit Delete

Exhibit SD-40: Headlines window

2. Click on the New Headline button on the top left. A New Headline window like the one
shown in Exhibit SD-41 will display. Note: You can also get to the New Headline window by
choosing New Headline from the Choose a quick task drop-down menu.

Home = Edit Homepage > Headlines = New Headline

New Headline
Enter a newr headline below,

Headline

Title:

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

Next Cancel

Exhibit SD-41: New Headline Title window
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3. Enter the title for the new headline.

4. Enter teaser text in the Teaser Text field. This will appear with the title of your headline on
your homepage. It should be a short, catchy description of the headline designed to pique the
readers’ interest. Teaser text should be similar to the opening paragraph in a newspaper
article.

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

5. Click on the Next button. An Edit Headline window like the one shown in Exhibit SD-will
display. The window consists of four tabs:

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

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

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

e Author tab: Enter information about the author or contact person if desired.

Note: If you are using Safari on a Mac, the Headline Body tab will not display.
Instead, the Java-based Schoolwires Editor will display at the bottom of the Headline
tab.

Home = Edit Homepage = Headlines = Edit "Wolleyball Team Wins State Championship®

Edit Headline
Edit the headline below,

Headline Headline Body Roles Author

v =
A Styles ~ FortMame~ Size =~ A ap B ; U ¥ = =E =E E E IE 3= =%
B0 - 4083 DR o h BF oo

2 VIEWHTML  EDITIN @ EDITIN

Save Cancel Create E-Alert

Active: I:l

Exhibit SD-42: Edit Headline window
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6.

10.

11.

12.

Click on the Headline tab.

a. Edit the title as needed. This is the title that will appear on your homepage 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 headline in the Start Date field. The headline will not appear on
your website until that date. Note: The headline 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 start date/time is the date and time you
created the announcement. The format for the date and time must be:
mm/dd/yyyy hh:mm AM or PM.

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

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

e. Click in the Active check box if you want the headline to be visible to visitors to your
website. As long as the headline is Inactive it will not appear on the website.

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

Click on the Headline Body tab. The Schoolwires Editor will display.

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

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

Click on the Roles tab. A Roles window will display. Entering information on this tab is
optional. Designate who can view this headline by selecting the desired roles and deselecting
all others. Note: 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 headline.

Click on the Author tab (optional). A blank Author window 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.

Click on the Save button.

TIP: While the headline is under construction, leave the Active box unchecked.
Remember to make it Active or it will not appear on the date you selected.
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Continue Adding Content

Besides homepage content, once you have set up your site, you will want to have content added to
the homepages of all the subsites and to the sections. To do this, you will want to add additional
users and assign them as either Homepage Editors or Section Editors. Note: As Site Director, you
can add content to all homepages and all sections. Subsite Directors can add content to the
homepages as well as the sections on their assigned subsites. However, Schoolwires recommends
that you get additional help as soon as possible once your site is set up.

To continue adding content, you will need to:
e Add the users you will be assigning as Homepage Editors and Section Editors.
e Assign the new users the users as Homepage Editors and Section Editors.

e Ensure that the users you have assigned as Homepage Editors and Section Editors are
trained.

Adding Additional Users
As stated earlier, users of your website can be registered in one the following ways:

e If your organization has enabled registration, users can register themselves. See Chapter 3”
“Site Structure, Navigation and User Registration.”

e You can import a data file of your users. See Appendix G: “User Import Guide” for more
information on preparing the user data files. See Chapter 5: “Site Manager—Site
Workspace.”

e A Site Director can register users one at a time. See “Registering Users One At a Time within
Site Manager” earlier in this job aid.

Assigning Homepage Editors
To assign a Homepage Editor:

1. Inthe appropriate Site or Subsite Workspace, click on Homepage Editors on the User
Management tab. The Homepage Editors window will display. You can also access the
Homepage Editor window from the Users drop-down menu on the Main Menu bar.

2. Click on the Assign Editor button. The list of registered users will display.
Note: A user must be registered before he/she can be assigned as a Homepage Editor.
Use the search features, including the Filter to locate the person you wish to assign.

Click on the Select button to the right of the name. The name you selected will appear in the
list of Current Editors.

To remove a Homepage Editor, click on the Remove button to the right of the name you wish
to remove. The name you removed will no longer be listed as an Editor.
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Assigning Section Editors

To assign a Section Editor:

1. Inthe appropriate Section Workspace, click on the Section Editors tab. The Section Editors
window will display. You can also access The Section Editors window from the Users drop-
down menu on the Main Menu bar.

2. Click on the Assign Editor button. The list of registered users will display.
Note: A user must be registered before he/she can be assigned as a Homepage Editor.
Use the search features, including the Filter to locate the person you wish to assign.

4. Click on the Select button to the right of the name. The name you selected will appear in the
list of Current Editors.

To remove a Section Editor, click on the Remove button to the right of the name you wish to
remove. The name you removed will no longer be listed as an Editor.
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More Information

These chapters of the User Guide are particularly important to a Site Director for the following
topics:

e Site Shortcuts—See Chapter 9: “Edit Site and Section Hierarchy.”

e Calendar—See Chapter 13: “Using the Schoolwires Calendar.”

e User Management—See Chapter 5: “Site Manager—Site Workspace.”

o Files & Folders—See Chapter 16: “Managing Files & Folders.”

e Address Mappings—See Chapter 5: “Site Manager—Site Workspace.”

e Site Templates (Styler™)—See Chapter 11: “Using Schoolwires Styler™.” This is an

additional software option.
e Broadcast Alerts—See Chapter 10: “Using E-Alerts.” This is an additional software option.

e Forms & Surveys—See Chapter 12: “Managing Forms and Surveys.” This is an additional
software option.

e Page Layouts, Section Robot, Section Configuration—See Chapter 15: “Section
Management.”

e Content Routing—See Chapter 14: “Using Content Routing.”

e Site Reports—See Chapter 5: “Site Manager—Site Workspace.”

e Channels—See Chapter 6: “Site Manager—Channel Workspace.”

e Sections—See Chapter 7: “Site Manager—Section Workspace.”

e Schoolwires Editor—See Chapter 8: “Using the Schoolwires Editor.”
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