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HOMEPAGE PIECES

My Start Bar

Channel Bar



LOGGING IN

Click on “USER OPTION” here, then “Sign 
In” to enter your login information in the 
My Start bar

Once logged in the “USER OPTIONS” 
will change to the options below

MAIN CCS HOMEPAGE



SITE MANAGER HOMEPAGE

Click here to change the images on your 
homepage or add content to the 
“Announcements” or “Quick Links” Sections

Click here to add school-specific events 
to your homepage; the district-level 
events feed in automatically

These buttons correspond to the 
“Channel Bar” on your homepage. Under 
each of these are the pages where the 
content on your website can be added 
and updated

MAIN LANDING PAGE ONCE YOU HAVE LOGGED IN (INDIAN SPRINGS PICTURED)



SECTION 1 
MANAGING INFORMATION ON YOUR HOMEPAGE 

• SLIDESHOW
• CALENDAR
• ANNOUNCEMENTS



CHANGING YOUR HOMEPAGE SLIDESHOW

Click here to change the main 
image(s) on your homepage

Clicking here brings you to the layout of apps on your homepage



CHANGING YOUR HOMEPAGE SLIDESHOW

On this screen you will see an list of 
images currently in your slideshow. 
There will likely only be one, titled 
“Test Image.”

You can use the “delete” option to 
delete that file, then click the green 
“New Record” button to add new 
images.

As noted in the name of the 
multimedia rotator, all images that 
you upload must be 1500x915 
pixels.

Multi Media Rotator App | Your homepage slideshow



Multi Media Rotator App, Adding a new image

CHANGING YOUR HOMEPAGE SLIDESHOW

After clicking “New Record” you will see this 
screen.

The “Title” will display as the bold text on your 
homepage.
 
The “Caption” is the secondary text below the 
title.

Clicking the “Upload Image” button will show 
you images on your computer for upload.

You must enter Alt Text: text that briefly 
describes the image for ADA compliance. 

If you want the image to link to another page 
you can select the “Link Image” checkbox and 
then enter the link.

Under the “Display Duration” tab, you can 
choose to set a start date for the image to 
display, and/or an end date when it will 
automatically disappear from your homepage.



ADDING EVENTS TO YOUR CALENDAR

Click here to 
manage events
that are already 
added to your 
calendar 

Clicking here brings you to the calendar app for your school

Click here to add a new
event to your calendar



ADDING EVENTS TO YOUR CALENDAR

After clicking              the right side of the 
screen will show the event dialog box.

“Event Title” will display as the bold text on your 
homepage.
 
You must set a start date and time, but you may 
then check the “No End Time” box or the “All 
Day” box if there is no set end time for the 
event.

There is also an optional place for a description 
of the event if you would like to add additional 
information.

Below the “Description” box is a dropdown 
menu for “Category”. In here are preset options 
that you can assign to your event to make it easy 
for the community to search your calendar by 
event type.

Once the form is filled out, click “Save”

Calendar App, Adding a new event



ADDING AN ANNOUNCEMENT TO YOUR HOMEPAGE

Click here to change or 
add an announcement to 
your homepage.

Clicking here brings you to the layout of apps on your homepage



ADDING AN ANNOUNCEMENT TO YOUR HOMEPAGE

After clicking into the Announcement 
App you will see a list of current 
announcements (there will be none 
initially).

To add a new announcement, click the 
green “New Announcement” button.

Here you can give your announcement 
a title, then type the main body text 
for the body of the announcement.

Under the “Display Duration” tab, you 
can choose to set a start date for the 
announcement to display, and/or an 
end date when it will automatically 
disappear from your homepage.

Click “Save.”

Announcement App | Adding a new announcement



SECTION 1I 
MANAGING CONTENT UNDER YOUR CHANNEL BAR 

• STAFF DIRECTORY
• PAGE MANAGEMENT
• ADDING SECTIONS
• ADDING PAGES



STAFF DIRECTORY

Click on the “Our 
School” tab

Main landing page once you have logged in (Indian Springs pictured)

Then “Staff Directory” 
in the next window

Then “Staff” in the
next window

Then the green 
“add staff” button 
in the app page.



STAFF DIRECTORY

After clicking “New Staff Member” at 
the top you will be presented with the 
text box pictured.

Fill out the information as requested, 
being sure to include at least the first 
name, last name, email address and 
position job title of each staff member.

If you are adding multiple staff 
members you can use the “Save and 
New” button at the bottom to save 
the current staff member and 
regenerate a blank form to save 
yourself a few clicks.

Staff Directory App | Adding a new staff member



ADDING CONTENT

CHANNELS: These are the main tabs on your homepage. “Our School,”  
“Families” and “Students” (some schools will also have a “Career Tech” 
tab). These are the broadest categories that contain information.

Content is organized in three 
levels on the new site.

SECTIONS: Sections are created under channels. For instance, under 
“Students” you may create a “Curriculum” section. A section will show 
up when a visitor to your site hovers their mouse over the channel bar 
and the menu drops down.

PAGES: Pages are contained within sections and are visible once a visitor 
has clicked on a section, like the above-mentioned “Curriculum.” Here we 
would see expanded possible options for “Math” and “Science” pages.

CHANNELS

SECTION SECTION

PAGE PAGE PAGE PAGE



ADDING CONTENT

Click on the name of the channel where 
you wish to add information.

Main landing page once you have logged in (Indian Springs pictured)

Each channel (the tabs on the left), 
have “Sections” nested underneath 
where your pages of content will 
live. Your “Our School” channel has 
some pre-set sections, “Students” 
and “Families” will be blank and 
available for you to populate.

To add a new section click the 
green “New Section” button.



ADDING CONTENT

Here you can give your section a 
name. Sections are larger buckets of 
information which will then contain 
pages. For instance, a section may be 
named “Curriculum” which then has 
pages for Math, Science, etc.

Enter a “Section Name” that will show 
up in the website’s navigation. This will 
also auto-fill the “Menu Name” 
section.
 
Then select the button for “Blank 
Section” and click “Save.”

Sections | Creating a new section under the Channel Bar



ADDING CONTENT

Once you have created your section, 
“New Section” in this case for 
demonstrative purposes, it will show 
up in the “Sections” area. Click on the 
section name to add pages.

You’ll then see a similar page, but with 
a green header. Here you will see any 
pages nested beneath the section. 
Click the green “New Page” button to 
add a page.

Here you will add a page name that 
will show in the navigation. You can 
select the type of page layout, but 
“Blank Page” will be your best option 
to start with.

The next section will talk about the 
different options for adding content to 
your site.

Pages | Creating a new page under your new section



SECTION III 
ADDING CONTENT TO YOUR PAGES 

• APP AND LAYOUT OPTIONS
• CONTENT APP
• DOCUMENT VIEWER APP
• GOOGLE FOLDER APP
• GALLERY APP



WORKING WITH APP AND LAYOUT OPTIONS

This is how a blank page will look.  The left white space is where apps will go. 
The right column is the app options you can work with. 

By default, the pages are set to be one 
large column of apps. You can click the 
“Layout” tab to change to one of the 
other available layouts, such as one large 
column and one smaller column, similar to 
the option on the old CCS website.

You can click and drag 
these into the blank space 
to the left

This is how the Content app looks 
once dragged over, without any 
content added. Click the green 
pencil icon to add content 
(continued on next page)



WORKING IN THE CONENT APP

This is the a view of the content app. The options in the toolbar work the same 
as any word processor. There are more advanced options for adding images and 
links that will be covered on following slides.

If you would like to have a large red header for 
your app (pictured above), click the “App 
Options” box. A dialog box (pictured below) will 
appear. Change the “App Name” from “Content” 
to whatever you would like, then check the 
“Show the app name on my page.” box and click 
“save.” This works across all available apps.Type to add text as you would with any word processor.

It is important that you click the “plain text” tool (in 
purple box) if you are copying and pasting from the 
old website or a word document, as it may try to 
copy over unwanted styles. 

Use the “Save” button at the top to save your progress 
and post to your page.

Large Header Example



WORKING IN THE CONENT APP

ADDING A LINK: 
After typing the text you would like to turn into a link, use your mouse to 
highlight then hit the hyperlink button (outlined in purple below).

There are different tab options on the left, you will likely only use 
the first three in these circumstances:

Your Site: Permanently link to a page on your site, or any 
other site in the district, including ccsoh.us
In this option you select the main site you want to link to, then 
work down to the Channel, then Sections, the specific Page.

Email Address: Turn text into a clickable link to an email 
address.

Web Address: Paste in a URL to any other site outside of the 
CCS website.

Under “Web Address Target” you can select whether the link will 
open in the current window of the user, or pop open a second 
window.  When navigating within the CCS website, we generally 
recommend opening in the same window, and when directing the 
visitor to an external site, opening in a new window.

This box will appear:

http://ccsoh.us


WORKING IN THE CONENT APP

ADDING AN IMAGE: 
With your cursor in the spot you’d like the image, click the image button (in purple)

You will likely use the first option:
“Upload Image” 
The ideal size will be the “Medium Size” 
so select that box then click the “Browse” 
button to access the images on your 
computer and select one to upload.

This box will appear:
Once the image has uploaded this box will 
appear. 

You must enter a quick description of the 
image for ADA compliance under 
“Alternative Text.”

You can further resize the image using the 
“Height” and “Width” boxes if desired.

The Alignment tab can be used to place the 
image. You can also use the text tools in the 
toolbar if you prefer that method (in blue)

The “padding” boxes are used to put space 
around your image so it doesn’t come too 
close to the text on the page.

Click “Insert Image.”



WORKING IN THE CONENT APP

ADDING A PDF: 
After typing the text you would like to link to a PDF, use your mouse to highlight the text then hit the insert file button (in purple)

This box will appear:

You will likely use the first option: “Upload File”

Click the “Browse” button to access the PDFs on your computer 
and select one to upload. 

Another box will appear where the text that you highlighted to be 
linked will automatically be filled in and showing as the “Text to 
Display” as the link to the PDF.
 
Below that you can select a “Target.”

This determines whether the PDF will open in the same window 
they’re currently on or if it will open a new window. New windows 
are generally preferable.



WORKING WITH THE DOCUMENT VIEWER APP

The Document Viewer app allows you to upload a 
PDF that is directly viewable on the page, with the 
option to download the PDF by the page visitor.
Example of scrollable 24 page document:

After dragging the “Document” app to the 
workspace (see page 21 for reference) and clicking 
on the green edit icon you will see this box on the 
right of the workspace.

Select the file you would like to upload.

If you select the ‘Options” tab

you can add a bold name to 
appear above the document (like 
with any app). Change the name 
from “Document Viewer” to 
whatever you would like to 
appear, then check the “Show 
the app name on my page” box 
and click “Save Options” at the 
bottom.



WORKING WITH THE GOOGLE FOLDER APP

The Google Folder app allows you to keep 
track of your documents in a collaborative 
google drive, and have those documents 
auto-populate on your page by simply 
connecting the app to the folder with a URL.

Example:

After dragging the “Google Folder” app to the 
workspace (see page 21 for reference) and clicking on 
the green edit icon you will see the above box.

From the google drive, you can select the option to 
“generate shareable link”, then copy that URL into the 
box pictured above (in blue).

Below that, you can then select whether the documents 
are displayed as a grid or a list (pictured left). List is 
preferred.

Important Note: Documents must be uploaded to 
the Google drive with the name you want to appear 
on you webpage. 

If you select “App 
Options”(in yellow), you can 
add a bold name to appear 
above the list of documents 
(like with any app). Change 
the name from “Google 
folder” to whatever you 
would like to appear, then 
check the “Show the app 
name on my page” box and 
click “Save Options” at the 
bottom.



WORKING WITH THE GALLERY APP

The gallery app makes it easy to create a photo gallery on your page.

Once opening the app you will 
either see previously uploaded 
photos or start from scratch 
by clicking the “Upload 
Photos” button (in yellow).

Then you can click and drag 
photos into the designated 
area or use the “Select 
Files…” button. Either way, 
the photos will appear as 
pictured to the left.

At this point, click the 
“Upload” button. progress 
bars will appear by each 
photo as they upload.

Once uploaded the screen will reset and you will be 
able to reorder or delete individual photos. 
 
You will also see the option to “Adjust Photo.” If 
you click this button you will be given the option to 
rotate or crop the image. Click “Save” when 
finished.

Finally, be sure to click the “Publish” button (in red, 
Figure A.) to make the gallery live on your page.

Figure A.



ADDITIONAL QUESTIONS 
CCS_Website@columbus.k12.oh.us

mailto:CCS_Website@columbus.k12.oh.us

