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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
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@ CHANGING YOUR HOMEPAGE SLIDESHOW

Clicking here brings you to the layout of apps on your homepage
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ﬁ Our School b Directors & Viewers Statistics

Blackboard

i Students #  Homepage Page
India | Springs Elementary School - - = —
Indian Springs Elementa... Subsite Norkspace ﬁ Families Homepage Page N |
Last edited by Mark Schmitter on January 22, 2018. .
ﬁ Our School & a Directors & Viewers Channels Statistics Howdol..?
~+ Change Site
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PAGE Announcements Shared
r—y [ romerse e |— |mage(s) on your homepage
E Actions
% Calendar Actions
. MMR 1500x815
Multimedia Rotator A age Up S
- Set the options for your page.
. View Page
ﬂ - See how your page looks.
District News
TweetS by @CEengagemenTips & Headlines & Features Shared
Pending Comments All Comments
. ) School News
4p Engagement T'Ps' @CEengagemen|ips . Headlines & Features There are no comments awaiting approval.
— Are you getting the most from your Web Community
Manager Design Ready template? Update frequently to D]
ensure the highest level of quality and accessibility. If an
. i q Gt . Upcoming Events
update is gvallable flqd it in Configure > Templates > | i i
under Actions to the right of your template. Take a look
today! E]
Blackboard
Announcements
Announcements
] rpinia m e i Peachjar
& rom Peachjar Efiyers
A :mm ; . Quick Links
s ... e e 0 1 e o g W R Site Shortcuts
Q B Feb 14, 2018
Engagement Tips @CEengagemenTips
— Find your voice via @ShawnMcKillop and @NSPRA
socialschoolpr.wordpress.com/2017/10/20/fin...
Total Visits
The graph shows the total number of visits to your page during a date range you specify.




@ CHANGING YOUR HOMEPAGE SLIDESHOW

Multi Media Rotator App | Your homepage slideshow

, J 2 : v : o
8 e / “J Indian Springs Elementary Sci x v 4 Columbus City Schools /Hom % ' Bb Columbus City Schools Site I X . 0 Mark

& C' | @ Secure | https://oh01913306.schoolwires.net/cms/Workspace/Site/Site.aspx?DomainiD=64 o

On this screen you will see an list of

rremtiei-danint b images currently in your slideshow.
- o — - 7 There will likely only be one, titled
- —— — “Test Image.”
e o
T p— e You can use the “delete” option to
- mie 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.




@ CHANGING YOUR HOMEPAGE SLIDESHOW

Multi Media Rotator App, Adding a hew image
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A You are in emulation mode. Screen

Add Record The “Title” will dISPIa)’ as the bold text on your

Enter your record information.

Record  Display Duration Viewers h O m e Pa g e .

The “Caption” is the secondary text below the
title.

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

Image Alt Text:

Uploaded File

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

Clicking here brings you to the calendar app for your school
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Last edited by Schoolwires Administrator on January 23, 2017.

Blackboard

ITE & CHANNELS
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A Layout
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I =% Calendar Actions » Announce... Articles Calendar Content Divider Document
| S—
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eve nt to yo u r C a | e n d a_ r Files Gallery Google Fol... Headlines Image Links
TweetS by @CEengagemenTips o
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Engagement Tips @CEengagemenTips

—' Are you getting the most from your Web Community
Manager Design Ready template? Update frequently to
ensure the highest level of quality and accessibility. If an
update is available find it in Configure > Templates >
under Actions to the right of your template. Take a look
today!

Click here to
manage events
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ADDING EVENTS TO YOUR CALENDAR

Calendar App, Adding a new event
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Calendar

New Event

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

date, description and category.

* Event Title:

* Start Date:

)
) Mark

Y| § |

3/8/2018 8 AM b { :00

~ No End Time

* End Date/Time:

3/8/2018 | 9AM - [:oo
All Day
Description:

+ | L  F~-#~Ti~-|B I U S |6~ |
EE Bl 0@ |
¥ Dh b B | &b &Li|l— Q |V |F-~ i

|

\

|

|
Category:

Choose a category to color-code your event.

None v

I District Event

B Gifted & Talented

l Music or Art Event
NSDP Meeting

I Parent Teacher Conference

. B PTO/PTA Meeting
I School Board Meeting

his event. You can limit who is able to view it by adding

R

can view this event

Activate on my page

Cancel E-Alert

After clicking a 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”



) ADDING AN ANNOUNCEMENT TO YOUR HOMEPAGE

Clicking here brings you to the layout of apps on your homepage
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Indian Springs Elementa... Subsite W« kspace

@@l our school Channels Statistics Howdol..?
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- Families

=, Change Site I Homepage Actions v
- Calendar Actions
TweetS by @CEengagemenTips o

Engagement Tips @CEengagemenTips

—' Are you getting the most from your Web Community
Manager Design Ready template? Update frequently to
ensure the highest level of quality and accessibility. If an
update is available find it in Configure > Templates >
under Actions to the right of your template. Take a look
today!
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A Engagement Tips @CEengagemenTips
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s W Bookmarks 1 Columbus City Scho... Bb Files and Folders

You are in emulation mode.

End Emulation Mode

Indian Springs Elementary School

ndian Springs Elementa... Subsite Workspace

Our School Summary Directors & Viewers Statistics Howdo l...?
Students ft  Homepage Page
Femips Homepage Page
Last edited by Mark Schmitter on January 22, 2018.
Actions
>hange Site

Page Options
Set the options for your page.

Emergency Announcements
Announcements Shared View Page

See how your page looks.

MMR 1500x915 Pending Comments All Comments

Multimedia Rotator £
There are no comments awaiting approval.

District News
Headlines & Features Shared

School News

Headlines & Features

Upcoming Events
Upcoming Events

Peachjar
Peachjar Eflyers

Quick Links
Site Shortcuts

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



) ADDING AN ANNOUNCEMENT TO YOUR HOMEPAGE

Announcement App | Adding a new announcement

“§ Indian Springs Elementary Sci x ' ™ Columbus City Schools /Hor X " Bb Columbus City Schools Site I

€ C' | & Secure | https://0h01913306.schoolwires.net/cms/Workspace/Site/Site.aspx?DomainiD=64 Wi
P After clicking into the Announcement
App you will see a list of current
M s announcements (there will be none
Announcement  Display Duration  Viewers initial IY).

* Announcement Title:
This title will display in some areas.

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

|'I

lil | bl
@)

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

Activate on my page

i disappear from your homepage.

Click “Save.’
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) STAFF DIRECTORY

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

‘ "4 Columbus City Schools / Hom % Y "4 Columbus City Schools / Horm X Bb Columbus City Schools Site I
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A Youare in emulation mode.

Blackboard

Indian Springs Elementary School Settings

. €6
Click on the “Our
Indian Springs Elementa... Subsite Workspace S C h O O I ”» ta b
[ Tanla Channala Statiatina

ﬁ Our School
i Sitidents Current Pages Common Tools All Toois
i Families . )
PAGE Files & Folders Sections
g Create and sort your sections.
=, Change Site Homepage Actions w [-_-] Forms & Surveys = ‘ ———— ; ‘ . ’s

oo s apos ['hen “Staff Direct
&

= Calendar Actions w sECTION AGTIONS n I r O r

Minibase

in the next window

i Staff Directory

TweetS by @CEengagemenTips o Pending Comments All Comments i Transportation Options | Move  Delete
There are no comments awaiting approval.
Engagement Tips @CEengagemenTips
— Are you getting the most from your Web Community
Manager Design Ready template? Update frequently to Toitista Al Staiakic

ensure the highest level of quality and accessibility. If an
update is available find it in Configure > Templates >
under Actions to the right of your template. Take a look
today!

wvE 11 S1iuw YUU wiiaL IULI Ieeu W KIHUw W veale
Adaptive, Accessible, Consistent and Integrated
content.

Read Pro Tip #1 to learn about creating

siapive content. et o Ti 27 lar Then “Staff” in the
next window

- S

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

Al Engagement Tips @CEengagemenTips
— Find your voice via @ShawnMcKillop and @NSPRA
socialschoolpr.wordpress.com/2017/10/20/fin...

When viewing the website, your Staff Directory will display here.




) STAFF DIRECTORY

Staff Directory App | Adding a new staff member

'1 Indian Springs Elementary Sc' x © "4 Columbus City Schoals /Honi % / Bb Columbus City Schools Site I x

'S C' | & Secure | https://oh01913306.schoolwires.net/cms/Workspace/Section/Section.aspx?Domain|D=1868 v ¢
i Apps Y Bookmarks " Columbus City Scho.. Bb Files and Folders

i After clicking “New Staff Member” at

oo the top you will be presented with the

text box pictured.

Image:

SELECT FILE

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

Details

Job Title:

. 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.




) ADDING CONTENT

EASTMOOR
ACADEMY
HIGH SCHOOL

Content is organized in three
levels on the new site.

Students Families

Our School

Home

CHANNELS
L3 | HIGH SCHOOL
e Our School Students ETT
.‘ Lunch Menus
SECTION SECTION Staff Directory
Transportation
| AR\ 1 O\NuUuLo
PAGE PAGE PAGE PAGE

ENROLLMENT

Enrollment Information
Necessary Documents

Vaccine Requirements

Central Enrollment

Athletics

Enroll Now Jobs Newsletter Vendors

Career Tech Calendar

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.

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.



) ADDING CONTENT

Main landing page once you have logged in

. ; B 4 y
- A / "4 Columbus City Schools / Hom % | '] Columbus City Schools / Hor X b, Bb Columbus City Schools Site I x \1‘3, \l

(Indian Springs pictured)

C @ Secure | https://oh01913306.schoolwires.net/cms/Workspace/Site/Site.aspx?Domainld=64

** Apps Y Bookmarks 3 Columbus City Scho... Bb Files and Folders

A Youare in emulation mode.

Blackboard

Indian Springs Elementa...

ﬁ Our School
ﬁ Students

. Families

=, Change Site

Indian Springs Elementary School Settings

Subsite Workspace

@& m Toola Directors & Viewers Channels Statistics Howdol...?

Homepage Actions
e Calendar Actions ¥
TweetS by @CEengagemenTips o
Engagement Tips @

— Are you gettlng the most from your Web Community
Manager Design Ready template? Update frequently to
ensure the highest level of quality and accessibility. If an
update is available find it in Configure > Templates >
under Actions to the right of your template. Take a look
today!

Engagement Tips @ M
— Find your voice via QonawnMcKHlop and @NSPRA
socialschoolpr.wordpress.com/2017/10/20/fin.

Files & Folders

g Forms & Surveys

Friendly Web Address Mappings

Minibase

= Photo Gallery

Pending Comments

All Comments

no comments awaiting approval.

Total Visits

All Statistics

Blackboard

i Our School
ﬁ Students
ﬂ Families

~*, Change Site

Indian Springs Elementa...

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

Each channel (the tabs on the left),
have “Sections’ nested underneath
where your pages of content will
live.Your “Our School” channel has
Our School . 'Ys "
some pre-set sections, ‘Students
and “Families’ will be blank and

Current Pages

available for you to populate.

Homepage Actions w

Our School Calendar Actions v

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

Create and sort you

B L T

SECTION ACTIONS
n Lunch Menus Options Move Delete
ﬁ Staff Directory Options Move Delete

h Transportation Options Move Delete



) ADDING CONTENT

Sections | Creating a new section under the Channel Bar

"4 Indian Springs Elementary Sci x * “§ Columbus City Schools / Hom X ' Bb Columbus City Schools Site I/ %

< C' & Secure | https://oh01913306.schoolwires.net/cms/Workspace/Channel/Channel.aspx?DomainiD=494 | i
2 Apps W Bookmarks ' Columbus City Scho.. Bb Files and Folders

Here you can give your section a
name. Sections are larger buckets of

information which will then contain
i;f:n':igfippears;nsneManagerandanywhmemon skl pages. For instance’ a section may be
, named “Curriculum” which then has
i oo S — pages for Math, Scienc e, etc.

Section Configuration:
Select a section configuration or choose Blank Section to create your own.

New Section

Complete the general and advanced options for your new section.

General  Advanced

© ] Please Select a Section Configuration

S st ? Enter a “Section Name” that will show
o s oo v s st up in the website’s navigation.This will
—_— also auto-fill the “Menu Name”

insei section.

Then select the button for “Blank
Section” and click “Save.”

ihttps://ohm913306.schoolwires.netlcms/Workspace/ChanneI/Channel.aspx?Domain|D:494#channeInewsection—pnl—general




) ADDING CONTENT

Pages | Creating a new page under your new section

LS . ' ™4 Indian Springs Elementary Sc/ x "4 Columbus City Schools / Horr % ¥ Bb Columbus City Schools Site I/ \‘

& - (C @ Secure https://oh01913306.schoolwires.net/cms/Workspace/Channel/Channel.aspx?DomainlD=494 Y

o & S R R A 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

Students
annel Workspace

Ch:

Tools Directors & Viewers Statistics

Current Pages Pending Comments All Commen ts
PAGE There are no comments awaiting approval. SeCtion name to add Pages.
Homepage Actions
Total Visits

Students Calendar Actions w
. Indian Springs Elementa...

oo @ i " You'll then see a similar page, but with

0.8~

o i R — a green header. Here you will see any
B areth I pages nested beneath the section.
= S Click the green “New Page” button to

add a page.

. smcccsrs Here you will add a page name that

Main content section with heading, and slde bar for contact Information.

Er:npka:’earg; Is a blank canvas, with a single column layout and no apps included. WI I I S h OW I n th e n av I gatl O n [ ] YO u C a n

A e select the type of page layout, but

Content Page €¢ BI k P b B . I I b b o
e fype !s]:‘:‘ep;r fgz;:l;ysiishg:jconlem. and Is used frequently as the a n age WI e yo u r e St 0 Ptl O n
i po i S to start with.

trips.

lend:
conferences.

B Staff Page
Staff listing for school sites

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

Save & Continue Cancel
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APP AND LAYOUT OPTIONS

e CONTENT APP

e DOCUMENT VIEWER APP
COLUMBUS e GOOGLE FOLDER APP
CITY SCHOOLS )

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.

"4 Columbus City Schools / Hom X "] Columbus City Schools / Hor X ' Bb Columbus City Schools Site ¥ % ' Bb Columbus City Schools Site ' %

< C @& Secure | https://oh01913306.schoolwires.net/cms/Workspace/Section/Section.aspx?DomainiD=2028
** Apps W Bookmarks ' Columbus City Scho... Bb Files and Folders

¢ Test Page

Last edited by Lisa Adams about a minute ago.

Apps

Create New

Q. Find...
— B
You can click and drag =2l alallallella
these into the blank space =~ VR
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)

Use Existing

Files

TTTTT

Layout

a

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.



) WORKING INTHE 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 Large Header Example
links that will be covered on following slides. R — I—

We are honored that you've chosen to enroll your child in Columbus City Central Enrollment
Schools. Columbus City Schools has high-quality schools and programs to meet 430 Cleveland Ave.
every child's needs. Whether you're interested in traditional schools, or Columbus, Ohio 43215

alternative schools featuring performing arts, STEM, language immersion,

"4 Enroliment / Enroliment Inforr X "] Columbus City Schools / Hor X ' Bb Columbus City Schools Site ¥ % ' Bb Columbus City Schools Site ' %
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%
9 conen
Cancel E-ALERT
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210 If you would like to have a large red header for
xtaﬁ_f@m—gﬂaf;- . )
We are honored that you’ve chosen to enroll your child in Columbus City Schools. Columbus City Schools has high-quality schools and programs to mezgeyery child’s needs. Whether you're interested in traditional schools, or alternative schools featuring performing arts, STEM, yo u r’ aP P (p I Ctu re d a b Ove) , C I I C I( th e ¢ ‘AP P

language immersion, gender-specific, or career-technical programming, you'll find top-notch schools that will help your child to learn, dream, and succ

Our new Speedy Pass Online Regirstion tool makes it easier than ever to enroll your student with Columbus City Schools. To use the Speedy Pass system to fill out the enrollment forms, you may use the button below. At the end of the Speedy Pass process be sure to go to the O . 1B b A d d I b d d b I . I I
ptlons OX. Ial0g DOX plcture ciOwW) Wi

calendar and select a day and time for an appointment to come to Central Enroliment which is located at 430 Cleveland Ave. Columbus, Ohio 43215. Enroliment forms may also be completed in person at the Central Enrollment Center.
"

|
i
%
|II|| |||||

v
il .

®

aee
4
|

To the left you will find pages with additional information to guide you through enrolling your student, as well as other process related to moving and learning within our district.

If you can't find the information you're looking for please review our Cenral Enroliment FAQ sheet. If you still have additional questions please call Central Enroliment at (614) 365-4011, or contact the FACTLine at 614-221-3228 or FACTLine@columbus.k12.0h.us | aP P ea r. C h a nge th e ¢ ‘AP P N a m e ”» fro m ‘¢ C O nte nt
to whatever you would like, then check the

: “Show the app name on my page.” box and click
Type to add text as you would with any word processor. Cemirn® Thi .
save.” This works across all available apps.

It is important that you click the “plain text” tool (in
purple box) if you are copying and pasting from the

Add Main Header Here

OId webSite or a word document’ as it may try to General Sharing  Social Seftings
copy over unwanted styles.

Use the “Save” button at the top to save your progress

Display Settings:
You can display every active record in this app on your page, or a specif

and post to your page. SR

Display a specific number of active app records




) WORKING INTHE 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).

“ L F-./-T-|/B 7 Us - E=3=|0 0
x> o a|e]u s - Q% (5= 2= =
This box will appear: There are different tab options on the left, you will likely only use

the first three in these circumstances:

. Your Site: P ly linl '
Insert Link our Site: Permanently link to a page on your site, or any

To map to a site, choose the site. To map to a channel or section, choose the site then the channel or section. To map to a page, choose a site, a channel or section and a page. Oth e r S ite i n th e d i Stri Ct i n C I u d i n g CC SO h u S
’ [

Your Site

== Il B In this option you select the main site you want to link to, then

Choose a Site

e e St s S work down to the Channel, then Sections, the specific Page.

Link to an email address.

Text to Display:

Web Address We are honored that you've ¢

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

Bookmark Woh-Aarens THoer & ad d I'esSs.

Open in Same Window

Link to a bookmark on this page.

Form or Survey

e B 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.



http://ccsoh.us

) WORKING INTHE CONENT APP

ADDING AN IMAGE:

With your cursor in the spot you'd like the image, click the image button (in purple)

« » | T |F &
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This box will appear:

Insert Image
Select an image location then choose your image.

Upload Image

Upload an image from your computer or |
network.

Cloud Image
Upload a image from your cloud storage

{ ]

>

Image Size:
Thumbnail Size (150px width)

Existing Image

LT

Medium Size (300px width)
© Large Size (500px width)
Custom Size (User defined)

No Resizing (Original size)

[
Sel

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.

’

oace/Section/Section.aspx?DomainlD=2028

Insert Image
Set your image attributes.

Alternative Text: 7

Height (pixels):
312

Width (pixels):
500

Alignment:

Default

Border (pixels):

Vertical Padding (pixels):

Horizontal Padding (pixels):

Insert Image

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 INTHE 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)

« » Ty F- ~-T~ B I U S
¥ OB B o/”IEIH—Q w £ .

This box will appear:

‘kspace/Section/Section.aspx?DomainlD=2028

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

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

Select a file location then choose your file and enter link text. If you want, you can set the target for your file link.

Upload File

Upload a il fromyourcomputer o newor Another box will appear where the text that you highlighted to be

Cloud File

Upload a file from your cloud storage provider. Iinl(ed Wi” aUtomatica”y be ﬁ”ed in and ShOWing aS the “TeXt to
Existng File Display” as the link to the PDF.

Select a file that has already been uploaded.

Shared File

Select a file from the shared library.

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:

1 X ' Bb Columbus City Schools Site ' X ' Bb Columbus City Schools Site v x

Enroll Now Jobs Newsletter Vendors

Families Community Staff Departments

Section 504 Manual for Identifying
and Serving Eligible Students:

Policies and Guidelines

\

Columbus City Schools

Page 1 /| 24 — @ 4+

If you are having trouble viewing the document, click here to download it.

Document Viewer

Edit

Select the document you wish to display on your website, then click Save.

* Document to display:

SELECT FILE

Supported file types include: .DOC(X), .XLS(X), .PPT(X), and .PDF. The maximum recommended file size
is 2MB.

Document Viewer

General
* App Name:
Document Viewer

Description:

Show the app name on my page.

Display Settings:

Options

You can display every active record in this app on your page, or a specific number of records at a time.

© Display all active app records

Display a specific number of active app records

Sharing

Social Settings

Save Options

Cancel

After dragging the “Document” app to the
workspace (see page 2| 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:

udents Families Community Staff Departments
ADDITIONAL INFORMATION
TITLE LAST MODIFIED
m 2018 Benefits Specialist Location Schedule.pdf 11/27/17 Columbus Schools
@l 2018 Express Scripts Additions and Deletions to the Formular... 11/27/17 Columbus Schools
@Z 2018 Express Scripts National Preferred Formulary - Alpha O... 11/27/17 Columbus Schools
m 2018 Express Scripts Preferred Drug List Exclusions.pdf 11/27/17 Columbus Schools
m 2018 Open Enroliment Fact Sheet.pdf 11/27/17 Columbus Schools
@ 2018 Qualifying Events - Making Changes Outside of Open E... 11/27/17 Columbus Schools
m Adding a Dependent During Open Enroliment -What's Requir... 11/27/17 Columbus Schools
m Benefit Verification Request Form.pdf 11/27/17 Columbus Schools
m CCS Employee Core Benefits Enroliment Form.pdf 11/27/17 Columbus Schools
I CHIP Notice.pdf 11/27/17 Columbus Schools
G COBRA Notice.pdf 11/27/17 Columbus Schools
@& E-Mail Logon Instructions.pdf 11/27/17 Columbus Schools
@ Employee Self Service - Benefits Enroliment Instructions.pdf 11/27/17 Columbus Schools
I Employee Self Service ESS Enroliment Quick Guide.pdf 11/27/17 Columbus Schools
@I Flexible Spending Account - How to Review Your Account On... 11/27/17 Columbus Schools
I Flexible Spending Account Claims Substantiation FAQ.PDF 11/27/17 Columbus Schools
m Flexible Spending Account Debit Card Guide.pdf 11/27/17 Columbus Schools
@ Flexible Spending Account Reimbursement Form.pdf 11/27/17 Columbus Schools

y *J Employee Benefits / 2018 Em; x ' Section 504 Guidelines /Sect x | "J Columbus City Schools /Hor % ' Bb Columbus City Schools Site I x | Bb Columbus City Schools Site 1/ ‘

C' & Secure | https://oh01913306.schoolwires.net/cms/Workspace/Section/Section.aspx?DomainlD=2028

Apps Y Bookmarks "] Columbus City Scho... Bb Files and Folders

X Google Folder

Activate on my page

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.

App Options

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.

* App Name:

Google Folder

General  Sharing

Display Settings:
You can display every active record in this app on your page, or a specfic nu

© Display all active app records

Display a specific number of active app records

l Cancel




WORKING WITH THE GALLERY APP

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

", Employee Benefits / 2018 Em; x '] Section 504 Guidelines / Sect’ x 1 Columbus City Schools / Horr % " Bb Columbus City Schools Site 1

& C @ Secure https://oh01913306.schoolwires.net/cms/Workspace/Section/Section.aspx?DomainiD=2028

:** Apps W Bookmarks "']ColumbusCityScho... Bb Files and Folders Once OPening the aPP you Wi”
4 Photo Gallery either see previously uploaded
Upload, sort and edit your photos. Publish your gallery when you are finished making changes.
= I photF)s or star:c‘ from scratch
by clicking the “Upload
PHOTO 9 M
We noticed that you don’t have any photos. Click Upload Photos to get started. PhOtOS bUtton (In yeIIOW)°
Figure A.
Upload Photo Then you can click and drag Once uploaded the screen will reset and you will be
Coomarin | [omia] photos into the designated able to reorder or delete individual photos.
I area or use the “Select
Bl 2017EcoeKenood01ipg bt Files...” button. Either way, You will also see the option to “Adjust Photo.” If
| the photos will appear as you click this button you will be given the option to
2017EcoleKenwood029.jpg (697.53 KB) Cancel . . . €6 1)
pictured to the left. rotate or crop the image. Click “Save” when
2017EcoleKenwood048.jpg (478.77 KB) Cancel ﬁ nis h € d ¢
At this point, click the
Total Size: 1.85 MB o . o .
5 “Upload” button. progress Finally, be sure to click the “Publish” button (in red,
e | bars will appear by each Figure A.) to make the gallery live on your page.

photo as they upload.



l ADDITIONAL QUESTIONS
CCS Website@columbus.k| 2.0h.us

COLUMBUS
CITY SCHOOLS
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