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Introduction

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

We have written this workbook to help guide you through the process of becoming a Section
Editor. In addition to providing you with valuable information on your Schoolwires website
and your responsibilities as a Section Editor, this workbook highlights tips and tricks that we
think you will find useful, it offers several exercises to help you practice and improve your
skills and it even provides access to quizzes in order to gauge your knowledge and
understanding along the way.

This workbook will provide you with the skills necessary to:

e Navigate your Schoolwires website.
e Access Site Manager in order to edit a section.
e Perform the tasks of a Section Editor:

* Add and edit pages.
*  Work with the calendar.

* Use the Schoolwires Editor.

How is this workbook organized?

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

I |
¥ Tips I

Tips are included to help you
avoid some common mistakes.
They should also provide you with
some tricks and shortcuts for
working on your site.

EXCLAMATIONPOINT

These sidebars emphasize points that should help as
you learn to become a Section Editor.







Chapter 1:

Your Schoolwires® Website

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

Navigate your Schoolwires Website.

Understand Schoolwires vocabulary including channels,
sections and pages.

Recognize page types available to you as a Section Editor.
Register and sign in.

State the difference between viewing permissions and
editing privileges.

Understand what E-Alerts and how to create them.






Chapter 1

How is my site set up?

The Main District Site:

This site contains information about the
entire school district: items like job
openings, school services and district-wide
events. The first page you see is the
homepage for the district and contains all
of the navigation for the site as well as
provides access to all of the schools in your
district. This site is the gateway to each of
the other schools’ subsites.

Your School’s Subsite:

The homepage for your school’s site
contains all of the navigation for that site
along with school-wide announcements, a
welcome message and links to information
on the site that your Subsite Director
(webmaster) might want to showcase or
make available for easy access.

School Subsite

A DISTRICT

Select a School b

Independence High School

Home Athletics Guidance Programs

ﬂ

wall, Heidi: Math
fl Coudriet, Jason: History

\i Simon, Julie; Frangais
Mosquera, Joe: English
Murray, Tom: Social Studies
Rickert, Carol: Social Studies
Deep, Cathy: Social Studies
| Stivers, Rick: Biology

Heodines

Sortruts ;’2‘/‘ ..

JPRIDE

P M Sections

Overview of a Schoolwires® Website

The District Site

A DISTRICT

Salect a School e

SIGN IN | REGISTER GRADES © EMAIL

T - = (0]

CONTACT  GIVING  CALENDAR  GALLERY

Lakepark

SCHOOL DISTRICT

Home Community Projects rts Staff Calendar

Annompeements

RK PRIDE

Attention Alumni
The Lakepark Alumni Foundation
is publishing a new alumni
directory. You may receive a
phone call requesting information
that will be used in updating the
directory.

f Hunan R

Dress Code Meeting

A new Student Dress Code is
currently under develapment.
Please plan to attend the next
inforrnational meeting, Thursday
in the High School auditarium,

Healthy Teachers help make
Healthier Students!

Join the fun--Faculty Fitness
Sessions each Tue, & Thur--South
Gyrn, 3130 PM,

Welcome to Lakepark School District.
Our goal is to provide an outstanding communications
tool for parents, students and teachers. You will find
useful information available through this website,
including school addresses and phone numbers,
activities planned and sports information. Be sure to check here for the
latest school closing info

we will post updated information
about school dosings and early
dizrnizsals right here, To be
notified via e-mail, use the
"Registar” selection at the top
right of thiz page and subscribe ta
homepage s-Alerts|

About Our District

Lakepark School District serves the educational needs
of over 1000 students in grades K-12. Our
professional staff is committed to providing the

Channel Bar

SIGNIN | REGISTER . = GRADES | EMAi)

Think of your website as a file
cabinet. The navigation
channels on this website act
like big file drawers that
contain all of the sections on
your site (hanging folders).
Within sections, editors create
pages to organize the content
in their sections. The content
is placed on the pages.

CONTACT CIVING

Calendar

Technology

Annoumcements

School will be dismissed today at
2:00 p.m. due to inclement
weather.

(C emyDiskissaL)

theck this website for school
closing and early dismissals

School closings o early dismissals Channels

Pages

iver Education

Social Studies Class Helps Troops

helping hand to the US troops overseas,

e -
I IEMA il

computer lab.

Accelerated Reader Program
Read all about it!

Health Focus: Strep Throat

Mr. Janah's 10th grade social studies class is giving a

New Computer Lab at Independence High
We're proud to announce the completion of our new

Learn what Strep is and how to treat it from our school

John Glenn has been selected a5 a
S-Star Middle Schoal by the State's
Board of Education, Please
cangratulate your student's teachar
and tall tham that you are proud
of this recognition, given to the top
S8 of schools in the State.

S-SEr chool

will be posted here, To be notified /
of postings by e-mail dlick -
"Register" at the top right of the
website and subszcribe to eAlerts,
-

JGMS is a "5-Star” School! (

\

Sections

11



Chapter 1 Overview of a Section

What is a section?

A section is a collection of pages within a channel. To view a section on the end-user
website, pick a channel and select a section from the dropdown menu.

Channel Drop-down Menu

Lakepark

Independence High

School

SCHOOL DISTRICT

Horme Athletics

wall, Heidi: Math
Coudriet, Jason: History
Simon, Julie: Frangais
Mosquera, Joe: English
Murray, Tom: Social Studies
Rickert, Carol: Social Studies
Deep, Cathy: Social Studies
Stivers, Rick: Biology

~ e L
A
Ms. Wall’s
Section

others ses.”

Classrooms

7 S—
iR ps

What does a section look like?

Section
A Section
* Pages within a
section are
. Heidi wall
listed on the P Hello Guest!

left-hand side. Welcome to Ms. Wall's Section!

Narme: Heidi Wall
Email: bwall@independence.cdu

® Click on any of

P =

. uick Links c

fjhe Fage; to List of cites for a new vear Q FE')
|Sp ay the El Pages to know a new group a Math Department

o) dence High students, o MeHis chrtar Q

content for that I e ©

section on the
right.

as eager to jump bacdk

into the cnallenging and critical world of
mathematics, | am looking forward to a
productive and fun vear with all of you, In
order Tur our classes Lo work logelher, T
hope that each of you is ready to bring a
positive attitude, an oper mind, and a
willingness to work hard, Here we go!

s Girls' Lacrosse

12




Chapter 1

What types of pages are available?

Flex Page

e Place text and images anywhere.

e Choose a page layout or create your own.
e Insert and format tables.

e Insert links.

Article Library Page

e List several articles on one page.

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

e Enable RSS Feeds.

e Add accent images to article listings.

e Use for Weekly Newsletters, homework

pages, sports highlights, directories.

File Library Page

e Post documents for viewers to download
and print.

e Control when files display and when they
are archived.

e FEnable RSS feeds.

13

Overview of Page Types

Flex Page

L =

CONTACT  CNING  CALENDAR  CALLERY

DISTRICT

Classrooms

What to expect?

Heidi wall

s 1 will ask and expect & lot from you m the comng year, but ulimately it will
come down to what you ask of yourself. The harder you push yourself, the meny
you will get out of the class, 1 will be thera to help you reach your goals, but it
may not be easy. Ask forextra help often and early. DO NOT wait until ight
bofore a test or a guiz.

1 expect that you will come to class everyday prepared for the day's lesson
This means that you should be an frre, with your homework compheted, and
you shauld have your textbook, notebook, 3 pancil, and a caleulstor (T1-83)
with you at all times

= Homawark will be assigned on a neghtly basis. Even if vou aren't able to reach a
solution to each question, [ expect that pou will have at least attampred aach
prabiorn. If you ch 0 skip over problems just because they look hard in the
hamewark, you will be accustomed to doing that when you 66 a simdady hard
problem on a test or quiz.

= My goal is to maintain a classroom i which sach student’s understanding will be
enhanced by the thinking and of his ar her ol In order
for the groups and class as a whole to function, we must learm to respect
anr anathar and recognize that sach has an individual way of leaming and

Article Library Page

Lakepark
SCHODL DISTRICT
GLIC

Home At Classrooms

Week of September 15
Click here for this week's homewoark

Heidi Wall

Week of September 22
Clicle hzre for this woel's homcworl:

Weelk of January 4
Click here for this week's homewoark

Week of Febraruy 22

s Handouts Click here for this week's homewoark

= Math

File Library Page

T s f

CONTACT  GIVING  CAL

Lakepark

SCHOOL DISTRICT

Home Athletics Classrooms Calendar

Heidi Wall
Absolute Value in Equations and Inequalities

@ Absolute_Value_in_Equations_and_Inequalities.doc, 26.50 KB, 10,/4,/2006
Review of Logarithms

review_of_solving_logs.doc, 27.50 KB, 10,/4/2006

Solving Polyomial Equations

Solving_Polynomial_Equations.ppt, 103.00 KB, 10,/4/2006

Topics for Fall Exam

] Topics_tor_tall_exam-_AILdoc, 33.50 KB, 10,/4/2006




Chapter 1

Link Library Page

e Organize useful websites.

e Distinguish web addresses with
titles and descriptions.

Maps and Directions Page
e Organize directions for several
locations on a single page.

e Retrieve maps from Expedia
Travel®.

e Provide access to directions from
the visitor’s location.

Calendar Page
e Post information specific to your
classroom or activity.

e Request that your event be posted
on district calendar.

e Color-code events by category.

e Create event registration.

Blog Page

Premium Options

Podcast Page

Overview of Page Types

Link Library Page

-

CONTACT  GIVING

CALENDAR

Lakepark

SCHOOL DISTRICT

Home Athletics Classrooms Guidance Programs Technology Calendar

Heidi Wwall Concord Consortium

Excellent site for project ideas, visual aids, and interactive technology.
http://seeingmath.concord.org/sesing_math secondary.html

Texas Instrument

th Podcas

Website to support your graphing calculator, Checlk out user matual and helpfil pro;
http://education.ti.comfeducationportal/sites/US fhomePage/index.html

= Homework fi

The Math Forum

Check out this site for problems of the month, homewaork tips, and project i
hittp: v mathforum.or

Maps and Directions Page

Lakepark -

CONTACT
SCHOOL DISTRICT

Administration Community

Waynflete
Spring Street
Partland, ME 04102

Yarmouth

Elm Street
‘Yarmouth, ME 04096

Last Modified on 9/11/2006 3:01:08 PM

Calendar

Lakepark T s F O

CONTACT ~ GIVING  CALENDAR  GALLERY
SCHOOL DISTRICT

stration Community Espafiol Irojects Sports Staff

oy [loer] [l Bowd

» Filter Options

Ol Myeverts| | FExport | | o print |

- September; September v
2006 | 2006 &5
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2
3 4 5 6 7 3 9

14



Chapter 1 Viewing your Website Vs. Editing your Website

What are Editorial Privileges?

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

Editorial Privileges

EntireWebsite .....“.::::::::.i.......'........::::::::::::::....'...'.... ..
o : - District Site %
. ¢ |_Section Editor ] [ Homepage Editor ] [ Section Editor E E
: ..'.......'...........’?.................:"' E
. School Site School Site School Site .
: ...........'......... ...................... ..................... E
s . [ Subsite Director ] v Subsite Director '::' Subsite Director . E
ol <\ i i :: . :
Do e ] songaor |
Pt i i . Pl
. E . E [ Section Editor ] : [ Section Editor ]: :
- ‘e ! : ' s s
. [ Homepage Editor ] s ° [ Homepage Editor ] . [ Homepage Editor ] s

What are Viewing Permissions?

Viewing permissions (roles) can be used to display selectively content depending on the role of the
viewer. Site Directors only can assign roles to viewers. Roles are explained in further detail later in
this chapter.

|

EXCLAMATIONPOINT

® Roles DO NOT determine editing privileges. The two are separate.

® In order to be assigned a role or editorial privileges you must be a registered user.
Registration is covered later in this chapter.

15



Chapter 1 Registering

|

EXCLAMATIONPOINT

You do not need to be signed in to view your website, but your role (viewing permissions-
explained later in this chapter) may determine what content you can see on the website. In
order to have a role, you must first be registered on the site.

How do | register?

1) If your Site Director has not already registered you, you may register yourself by clicking on the
Register button on the MyStart bar on the homepage.

MyStart Bar

GG Seloct 2 School.. $16 GRADES WA
Y/ E—— . ey S 1 O S ("} L = o
Independence High School
2) Once you click on the Register button, a birth date So that this site is compliant with federal laws under
validation window like the one shown to the right will e .
display. Note: Validation of birth dates is required to birth date validation. Birth date information is
. i i X . collected only to validate your age and is not
ensure that the registration process is compliant with stored.
federal law under the Children’s Online Privacy Please enter your date of birth and click
Protection Act (COPPA). submit.
/ !
3) Enter your birth date in the format mm/dd/yyyy. Example: 04/03/1973
Submit
4) Click on the Submit button. A registration form like the
one shown to the r|ght will d|sp|ay Please fill in the form below to register with this site.
i i i i i * = Required Field
5) Enter your information. The required fields are in bold First Names I
with the field locations outlined in red. Last Name: [ =
Title:
6) Click on the Submit button. A confirmation message will | sage=- 1.
display. You may now sign in to your website. Addrass 2:

City:

_ o
Zip Code:
Phone:

= Tips

Email Address: ‘ | *

e Your Sign-In Name must be between 1 and 30 Sign-Tn Name: I
characters. Password: 1=

Confirm Password: I:I =
e Your Password must be between 1 and 14
Characters and |s not case Sensrtlve Plezse send me email about Events and Activities.

16



Chapter 1 Roles & E-Alerts

What is a role?

o Site Directors can assign roles to any
registered user. Assigning roles allows
any editor to display selectively *  Staff * Students
content based on these roles.

Examples of different types of viewers (or roles):

*  Administrators * Board Members

e An example of the use of roles might
be to create pages on your site that
are only viewable by teachers and/or
staff members who are signed in to

the site. s Tip

e A user may be assigned more than one rofe; therefore
a user could be a staff member AND a parent.

*  Parents * Coaches

What are E-Alerts? (Premium Option)

e There are two types of E-Alerts: Content E-Alerts and Broadcast E-Alerts. Section Editors can create
Content E-alerts.

e Content E-Alerts allow editors to notify subscribers when they make changes to one of the three major
components of the homepage, to pages within a section or to calendar events.

e Two actions are required to complete communication using Content E-Alerts:

1) Registered users must subscribe to a homepage or section. Subscribing to a homepage or
section is covered later in this chapter.

My E-Alerts & Subscriptions

Your E-Alerts are ® on O off | EditSubscriptions |

2) An editor must create a Content E-Alert when a change is made to the homepage or section for
which there are subscribers. This includes changes to calendar events.

Save Cancel Create E-Alert

|

EXCLAMATIONPOINT
The email message that subscribed users receive contains a link to the actual homepage or
section, allowing them immediate and direct access.

17



Chapter 1 Signing In

How do | sign in?
MyStart Bar

L RUMT[ (OB Select a Schodl.. [

Independence High School

Sign In Page

You may visit this site as a guest without

[} Slgn in by CliCking on the Slgn In button on the MyStart bal’. completing registration or sign in. Registration

however. will give you access to certain features
as well as the ability to personalize certain

Enter your Sign In name and Password. faatures.

Sign In Name:

® The MyStart Bar should display Sign Out and a button that
says Access My Info once you have signed in.

Password:

If you have forgotten your Sign In and/or
Password, please click here to retrieve it.

MyStart Bar: Signed In

* DISTRICT Select 2 School.. SIGN OUT | ACCESS MY INFD

-

Independence High School

Access My Info Profile

My Profile

Please update your information in the form below.

® Click on Access My Info to enter your

profile information and to change your = _ Required Field
password. You may also subscribe to E- First Name: *
i i ast Name: *

alerts here. E-alerts are explained earlier et
. - Title:
in this chapter. R

Address 2@

State:

Zip Code: 16801

Phone:

Fax:

Email Address: jdoe@schoolwires.com *

®

Confirm Password:

My E-Alerts & Subscriptions
Your E-Alerts are & on O off Edit Subscripions

18



Chapter 1 Exercise 1

1)

2)

3)

Organizing your Section

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

Who is your viewer? (i.e., students, faculty, parents, community)

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

Contact information
Directions

Course information
Homework

Policies and procedures
Schedules

Photographs

Music

What is the best way to convey the information? Do you want your viewer to be

able to:

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

c. Access other external websites

d. Quickly link to another section on your own site

e. Post a comment

f. View a series of photos

g. Listen to music or an audio recording

h. Watch a video

19



Exercise 2

Section Planning Guide

Name of Your School

Channel Channel Channel Channel Channel Channel

Your section
name

Overview
Page
Page

Page

Page
Content for the Pages Goes Here

Page

Page

Calendar
Page

Keep in mind the following:

e Your section is located within one of the channels listed along the Channel bar. The
name of your section will display in the drop-down menu or on a directory page.

e You cannot delete the overview page, you can only rename it.

e The overview page is like the homepage of your section. It should welcome visitors to
your section.

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

e The calendar is only for your section.

20



Chapter 2:
The Section Workspace

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

e Navigate the Section Workspace.

e Add and edit pages.

e Add an event to the Calendar.

e Access the Tools tab or drop-down menu.

e Manage your Files & Folders.

21






Chapter 2 Site Manager

How do | edit a section?

In order to edit your section, you must first be assigned Section Editor privileges. This is done by either
your Site or Subsite Director. You must then sign in to the site and then navigate to your section before
you can access your Section Workspace in Site Manager.

How do | navigate to a section?

1) Select the school where your section is located from the Select a School drop-down list.

‘ Select a School. )

e —

Independence High School

CONTACT

SIGNIN © REGISTER ~ : GRADES | EMdil

GALLERY

T = [

GIVING CALENDAR

2) ldentify the channel where your section is located. Select that section from either the drop-down
menu or the Directory page. If there are more than fifteen sections within a channel, sections will be

listed on a Directory page.

Channel Drop-down Menu

Lakepark

SCHOOL DISTRICT

IN Cla

Wall, Heidi: Math
Coudriet, Jason: History

Guidance

Simon, Julie: Frangais
Mosquera, Joe: English
Murray, Tom: Social Studies
Rickert, Carol: Social Studies
Deep, Cathy: Social Studies
Stivers, Rick: Biology

other

Directory Page

AIBICIDIEF|G JH U

Staff Directory
A
b Alesi, Troy, Technaology Ed
b allen, Maura, Social Studies
b Anderson, Susan, Soclal St
B
» Babick, Pam, French
# Bartan, Linda, ESL

b Becker, Alisan, English

JKLMNOPRSTWV WY Z

b Hedden, Susan, Instructional Para
b Hershey, Mary, Chemistry

b Hetrick, Jil, Leam, Support

b Houck, Evelyn, Math

I

b lacobazzo, Weronica, English
b Ishler, Brian, &sst, Principal

Ishler, Shelly, Diversified
Qccupations

3) Once you have navigated to your section, the Site Manager button should appear on the MyStart bar.
Click on the Site Manager button to access your Section Workspace and begin editing.

SIGNOUT | AccEss Ym0 CSire MANAGER

23




Chapter 2 Overview of Site Manager and the Section Workspace

What is Site Manager? SIGN OUT | ACCESS MY

Site Manager is a tool which allows anyone with an editorial privilege to update, edit and
maintain the site. For a Section Editor, this privilege involves updating content within a
section.

What is the Section Workspace?

The Section Workspace is the area in Site Manager where you will carry out your Section Editor tasks.
You will be able to:

* Add or delete pages * Obtain a URL for a page

* Edit content on pages * Role-protect a page

* Change the status of a page * Assign other Section Editors

* Rename and sort pages * Access Files & Folders, or any

Premium Enhancement Module

Site Manager N
Home Pages Users Tools Help

Section Workspace (Wall, Heidi: Math) Access to workspace tasks

Manage Pages | Sectondtors | Took

Hew Page Sort Pages Hierarchy List

Filter Dut:

E] Inactive Pages EI Active Pages

Current Pages @

Status£)  Page Name

- Welcome URL... Renama
= Actva Coursa Expactabions | List of pages I URL... Rename Belete
= ACTvE & Mazh Podcasts Delate
ACtvg M Homawork for Algebra Articls Liprary LTOEL Options Dalete

24



Chapter 2 Navigating in Site Manager
|

How do | navigate in Site Manager?

® Site Manager: Provides access back to the Section
Workspace after viewing the website. @J Ti DS

* View Website: Allows you to view the refreshed

website to see changes that have been made. c .
Breadcrumbs can help you navigate to other
areas within Site Manager. The bold text tells

Workspace Tabs you the page or the place within a page where

Provides access to Section Editor tasks. you are working. Use them to go to specific
places in your section.

M ai n Men u Bar Horne » Homewark For Algebra 1T (Article Library) > Edit ‘Week of September 15 I

Alternate access to Section Editor tasks through
drop-down menus. Support quick links under the
Help button.

® You can get back to the Home area of the
Section Workspace by:

* Selecting the Home button at the top of the
page,

* Clicking on the Section Workspace title,

* OR clicking on the Home breadcrumb.

Home Pages Users Tools Help

Section Workspace (Wall, Heidi: Math)

Community and Support Link

Links to http://help.schoolwires.com where you
have access to the User Guide and other helpful
resources.

Viewing Tabs

ST . @ Community &Support | ¢ Read Success Matters
Home Poges Users Tools Help

~ Section Workspace (Wall, Heidi: Math)

Manage Pages | SectonEdtors  Tocs Workspace Tabs

New Page Sort Pages Hierarchy List

@: it 'Course Expectations’ {Flex Page)

Community and Support link

How do | assign a Section Editor?

You assign Section Editors in the Section Workspace Vioma pages |User
under the Users drop-down menu or under the Section - ' I

R . . ey 5 =ection Ediors | =lied
Editor tab. You can have more than one Section Editor T Sgl_:tm!_lwall! Heidi
per section.
| Manage Pages
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Chapter 2

How do | add a new page™?

Choose one of two options:

1) Select the Pages drop-down menu.

2) Click on the New Page button under the Manage
Pages tab.

Pages Drop-down Menu New Page Button

= Atticle Library

= Blog ‘

o NzwPace

Manage Pages | Section Edtors

Flex Page
File Library

Link Library

=}
@
@ | Mans & Directicns
(&3

Podcast

To continue:

Enter a Page Name. Note: For a Flex Page, you
may choose a page layout.

|

Pages

List of Available Pages

X

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

Article Library
This page type i useful for sports highlights, newsletters, and meeting minutes,

<2 Blog
This page type is useful for such things as facilitating cooperative learning experences
and promoting communication with parents.

File Library
This page type is useful for policies, forms, software updates and art projects,

Flex Page
This page type is useful for all types of content.

@ LinkLibrary
This page type is useful for helpful links, fun links and homework links,

@ Maps & Directions
This page type is useful for athletic events, field trips and other occasions when vou
want to give detailed driving directions.

v Podcast
This page type is useful for such things as showcasing school concerts and sharing
foreign language assignments.

Note: If you already have a calendar page in your section, you
will not see it listed here in the list of available pages. Only
one calendar page is allowed per section.

EXCLAMATIONPOINT

®  When you first access your section you will have at least one page: the Overview page. It is the homepage of
your section. While you can modify the content on this page, you cannot delete this page. Beyond that, you
can add, modify, sort and delete any page in your section. After you add a page it will appear in the list of
pages as illustrated below. The page will then be ready for editing.

® Once you have added a new library page, it will remain empty until you begin adding new items to your library.

Current Pages Listing

® Besides Flex Pages and the Calendar,
all other available page types are

Library pages are collections of like
items: articles, files, links, directions,
podcast episodes, and blog postings.

®* The Page Name of each of these
page types will be the text that
appears in the left hand navigation in

Current Pages @ @ Tl p S
Status € Page Name
Overview
Active Meat the Coach
Active <2 Lacrosse Blog ’
Active @ | Game Highlights Ilbrary pages.
Active [ Varsity Teamn Roster °
Active Practice Page
Active IV Roster
Active V2 Roster
Active Tearmn Rosters
Active )| Statistics
Artive © Lacrosse Links :
Active ¢ Directions to Games yOUr section.
Active ] schedule

Left Hand Navigation

Heidi Wall
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Chapter 2 Pages
How do | edit an existing page? Current Pages @
. . . . Status € Page Name
® Click on the page name in the list of pages. Click on the page
name - welcome

®  When editing a library page, you will need to Nurse Expectations

edit each item separately.

Active Horewaork for Algebra 11

N - .

Wher.1 edlt!ng any page you will genera_lly t()@e - e —

working with a version of the Schoolwires _

Editor. This is the window that you see below. O Inactve (3] Documents

. . o I . v At Math Podcast

® Working with the Editor is very similar to working FHvE &) Hath Podcasts

with a Microsoft Word® document. In fact, many Active practice page

of the icons may already be familiar to you. Active & Math Blog
® Here you can insert text, images, tables and links.

See Chapter 3 for detailed instructions on how to

perform functions within the Editor.

The Editor

M Styles * FontMame * Size > A aby _i',\" B i I ¥ E =E E E IE E 5= E¢

"Blocks =

BB - ~283e@ O

i
Fs]

#
]
L

& Tip

What to expect?

» Twill ask and expect a lot from you in the coming year, but ultimately it will come down to
what you ask of yourself. The harder you push yourself, the more you will get out of the class.
I will be there to help wou reach your goals, but it may not be easy. Ask for extra help aften
azne eardy. DO NOT wat until right before a test or a quiz.

« I expect that you will come to class everyday prepared for the day’s lesson. This means that
you should be on &me, with vour homework completed, and you should have your textbool,
notebook, a pencil, and a calculator (TT-83) with vou at all times.

+ Homework will be assigned on a nightly basis. Even if vou aren’t able to reach a selution to
each question, [ expect that you will have at least attempted sach problem. If you choose
to skip over problems just because they look hard in the homework, you will be accustomed
to deing that when vou see a sunilarlv hard problem on a test or cuiz.

SVEwHHL et @@ eorr i B

Active: []

Save Cancel Create E-Alert

If you need to go Back to
a previous page or
Refresh a page, right click
your mouse and choose the
option there.

|

EXCLAMATIONPOINT

Clicking on the page name for any Flex Page will take you straight to the Editor as shown above.
When editing any other page type, you will need to access the page item (for example: an article,
file or link) to get to the Editor. Editing other page types is covered later in this chapter.

27

For more on pages, see Chapter 7 of the User Guide




Chapter 2 Library Pages

How do | edit a library page?

While there are several different types of library pages for a variety of uses, editing them is very
similar. Start by clicking on the Page Name. You will then continue by either adding new items,
editing existing items or deleting existing items.

To add a new item: I

1) Select the New Article, New File, New Link, New i@ Tip
Directions, New Episode or New Posting button
depending on the page type with which you are If your item does not show up on the article
working. library page, check the following:

2) Enter a title for the new item. ® Did you make the item active?

3) Insert Teaser Text, Description or Directions if ® |5 the start date a future date?

available and if desired.
_ o i ) ® |s the end date past?
4) Fill out remaining fields, including the Start Date and

End Date where applicable. The Start Date and End
Dates should reflect the dates that you would like the item to show on the website. Make sure to enter a
web address for a Link Library page, attach files for both a File Library page and a Podcast page.

5) Make the item Active by clicking in the Active checkbox if you would like it to display.

6) For an Article Library Page, click on the Article Body tab to enter the content for the article. For a Blog
page, click on the Posting tab to enter content for the posting. See Chapter 3 for more details on using
the Editor.

7) Click on remaining tabs if available to complete additional fields.
8) SAVE

[ J
Current Pages &

EXCLAMATIONPOINT =y —

* If you are interested in

controlling who can see B Ade P ochey P bgy | [G
content on a page, select the o Scpume Fievhgh . [
Options button in the Manage | = "™ 2
Pages window and select e o
specific roles. 5 A ) e Lokt [

= actve P ot artice bRy umL

g Ry s b Fie Loy Ramsema | | Opliens | Taleln

*  You can also control who sees
an article in an Article Library page or an event on the calendar. To do this, select
the Roles tab when editing the article or the event.
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Chapter 2

Library Pages

How do | edit an existing item in a library page?

1) Click on the Edit button to

List of Articles in Article Library Page

Article Title
Week of Septerber 15
Week of September 22

Weak of January 4

the right of the item you Article Library
i &rticles are listed below.
want to edit.
Status
2) You will then be able to edit Active
any of the information on any Active
of the tabs as desired for Active
that item. Active

wWeek of Febraruy 23

Dalete

Edit Delete
Edit Delete

Edit Delete

How do | sort items on a library page?

1) Select the Sort button. List of Items Window

2) nghllght the |tem you New Article ‘ Sort Articles ’

wish to move then use Article Library

the Up and down Articles are listed below.
arrows to move the Status Article Title
item into the posi tion Active Week of September 15
. Active week of September 22
you desire. _
Active week of January 4
Active week of Febraruy 23

Sorting Window

WA

Wek of January 4
Week of Febraruy 23

of September 22

By Tip
If you are editing an item and want to get

back to the list of items, use the bread-
crumbs!

Home = Homewaork For Algebra II {Article Library) = Edit "Week of September 15

Be sure
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to SAVE your work early
and often!
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Chapter 2 Calendar
]

How do | enter a new event into the calendar?

e To access the calendar, click on the Calendar page in the list of current pages.

e To add a quick event, double click on the date and enter the information for the event.
e To enter more details for an event such as event registration, select the New Event tab.
e To import several events at once, click on the Import Events tab.

Section Calendar |

Section Workspace [(Wall, Heidi: Math)

@ schoolwires

fod  \oer| week] [Elverch] (B iopend | : )
e il Sz g mhoi =A th AEE. TS a0l B0 EcBAE @R CREh B TG ol utoriak:
(4] February 2007 [+ Febuary || 2007 |
Tuesday Wednesday Thursday Friday Saturday
1 2 3
[ 7 g| 8 10

lf New Event I Calendar  Import Events

Hame & vewr Crcin

New Event Date:+ &l felds marked with an asterisk. (*) are required.
Enter the information for the event below. Only information on the first tab is reguired, 12/14/2006 E
et
Event Contact & Location Attachments Roles Registration fimm ety )

Daters Event Titlexs Ml felds marked with an ssterisk, (#) are required, Start Time: End Time:

o o o wlwe  [sPu @

[p—— [T e specific Time [[] Ma Ending Time

Start Time: Description: .

Event Title:*

VLABBB® Y G 3 EET = @GP mume- u= - B ;U A

[ Mo specific Time I

End Time: Category:

one- ¥ q

[ Mo Ending Time

Recurrence: Website Address:

Today only VI

Separate multiole URLE with seaicoions.
Stop Date: Category:

Save Cance
| B [one ¥
(medeivpry)
ety e svent IRt posting o Independence Hih calencr. [
Save cancel Create E-Alert... @ T|ps

® Pick an event category to color-code your events.

® Create an E-Alert to announce an event.

For more on the Calendar, see Chapter 13 of the User Guide



Chapter 2 Tools

How do | access and manage my Files & Folders?

Tools Tab

e Access Files & Folders from the Tools tab or Manage Pages  Section Editors — Tools

the Tools drop-down menu. Home = Tools
® Each section has access to its own Files &

Folders where documents and images can be Tools

stored. Use these sovancad and pramium fagtures to enhance the form and functions
* When working in a folder or E

= iles & Folders
(S:lill?:r(c::]%e;;] Tﬁgiot:gea"_ Iii\(;?:tythe ] .. ! _Drganize the file and folders used i section,
top of the list of files and folders. Forms & Surveys
Create and manage forms and survevs for use in vour section,

N . . _

Docum_ent'_s and images are aut_omatlcally A\ Directories and Lists (MiniBase)

saved in Files & Folders When inserted from Create and manage directories and lists for uze in vour section,

your computer or network using one of the o

Insert wizards. They will not, however be g Photo Galleries , , ,

saved in a particular folder = Create and manage photo galleries for uze in wour zection,

Note: Forms & Surveys, MiniBase, and Photo Galleries are all
Premium Enhancement Modules

® The URL for any file can be located by clicking

on the URL button. Tools Drop-down Menu
* Folders and pages can be renamed by clicking on the Rename button.
Files & Folders
* You can identify the folder you are browsing by looking at the bottom of the %) Forms & Surveys
Manage Files & Folders window. 2} Directories & Lists (MiniBase)
° w Photo Galleries
[/1ib/158920104123255543/ Files/New Folder/ |

EE& Tips

e Create as many folders as you like
since folders do not take up any

* Upload files individually (up to five at a time) with the Upload
button.

® Use the Batch Upload feature to upload more than five files at a
time.

Manage Files & Folders Window space.

Manage Files & Folders e Folders can be created within

0 file and Fald 51 ki folders.

Refresh New Folder Upload... Batch Upload... e Files cannot be moved once you

have uploaded them. You might,

Name iz jlodifed therefore, consider uploading files
& first before inserting them.
£ _Files 190,50 Ke 10/4/2006 1211100 PM  Rename Delete
) _rss 2,61 KB 11/15/2006 9136108 AM | Rename  Delete ® You can insert items from a
L] _versions 36,52 KB 10/24/2008 12110103 PM  Rename Delete Shared Library folder, but you
B graph.gif 29,95 KB 10/6/2006 9156156 AM  URL... Rename Delete cannot save items to the
[ graph_1.gif 29,95 KB 10/6/2006 9:59:46 AM  URL... Rename Delete folder. Your Site Director can
B pencil.gif 389 B 11/15/2006 9:38:09 AM  URL... Rename Delete dO th|s
IE pic.JPG 3.86 KB 10/4/2006 11:23:50 AM | URL... Rename Delete
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Chapter 2 Exercises 1-3

Exercise 1: Modify the Overview Page

1

2)

3)

Rename your Overview page to something that represents your section. (Ex. Welcome, Homepage....)
Do this by clicking on the Rename button in the Manage Pages window.

Edit the Overview page by clicking on the page name.

Add text, images, and links that welcome visitors to your section. (See Chapter 3 for detailed expla-
nations on how to work with the Editor)

Exercise 2: Insert a new Flex Page

1)
2)
3)
4)

5)

Click on the New Page button and select Flex Page.

Title the new page.

Choose a page layout if desired. Not choosing one will leave the page blank.
SAVE

Click on the page name in the list of current pages to edit the page and add content.

Exercise 3: Insert an Article Library Page

1
2)
3)
4)
5)
6)
7
8)

9)

Click on the New Page button and select Article Llbrary.

Title the new page (ex. Homework) and SAVE.

Click on the page name of the new Article Library page in order to add the articles.

Click on the New Article button and title it (ex. the date for the homework, or the subject).
Add teaser text that explains the assignment.

Add an accent image if desired.

Be sure that the dates are current.

Click Next. The Article Body tab will appear.

Enter the content for the article into the Editor.

10) Click in the Active checkbox in order to display your new article on the webpage.

11) SAVE
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Chapter 2 Exercises 4-6

Exercise 4: Sort Iltems in a Library Page

1
2)
3)

4)

Select a library page that already has more than one item listed. Click on the page name.
At the top of the page click on the Sort button.
Click on the item you would like to move and use the arrow keys to move it.

SAVE

Exercise 5: Role-Protect a Page

1
2)
3)

4)

Locate the page you want to role-protect in the list of current pages.
Click on the Options button.
Select the roles that you would like to be able to view the page.

SAVE

Exercise 6: Add an Event to the Calendar

1

2)
3)
4)
5)

6)

7

8)

If you do not currently have the calendar listed in your list of current pages, add it by clicking on
the New Page button.

Click on the name of the Calendar page in the list of current pages.
Double click on the date where you would like to add the event.
Fill out the fields with your event information and SAVE.

For a second event, click on the New Event tab.

Fill out the required fields. If you do not have a specific starting or ending time for the event,
be sure to click on the No Specific Time button under the Start Time and End Time.

Choose a category for your event at the bottom of the page in order to color-code your event.
(Your Site Director will have to set up the colors)

SAVE
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Chapter 2 Exercises 7-8

Exercise 7: Upload Images or Documents to Files & Folders

1) Click on Files & Folders in the Tools drop-down menu or the Tools tab.

2) Create folders for your images and documents. Do this by clicking on the New Folder button at the top
of the page. You may need to temporarily allow a script to run.

3) Name your folders and click OK.
4) You can continue adding folders and folders within folders if you like.
5) Click on the Upload button.

6) Click on the Browse button to find the items you would like to upload. Note that you may only do five at
a time using this method.

7) When you have browsed to the item you would like to upload, either double click on the item, or single
click and hit the Open button.

8) Click Next.
9) Either click on Continue to Upload More Files or Finish if you are complete.

10) Notice the new items added to your folders.

Exercise 8: Use Batch Upload

1) Click on Files & Folders in the Tools drop-down menu or the Tools tab.
2) Navigate to the folder where you would like to upload the items.
3) Click on the Batch Upload button.

4) Click in the white space in the middle of the window. You should get a message that asks you if you
want to run an application. Click on the Run button.

5) Click on the Add Files button. Select the files you would like to add- hold down the shift key to select
more than one at a time or the Ctrl key to select individual files.

6) Click on the Add Files button.
7) Click on the Upload Files button.
8) Click on the Finish button and you should see your files appear in the folder.

9) Alternatively, instead of clicking on the Add Files button in Step 5, you can open the files that you
would like to upload separately and click and drag them into the list window. You would then continue
with Step 7.
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Chapter 3:

The Schoolwires® Editor

By the end of this chapter, you will be able to:

e Insert and format text.

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

« Use ActiveBlocks™ to enhance your pages.
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Chapter 3

How do | insert text into the Editor?

Inserting text into the Schoolwires® Editor is as simple as placing your cursor in the Editor and typing! Some of
the Editor icons may already be familiar to you. Note: This Editor is for PCs and Macs® running Mozilla®
Firefox™. Apple®Safari™ uses a different editor. Also, the cut and paste icons in Mozilla® Firefox™ are disabled.

The Editor icons

Text

VRS A iR EAEE v ¢
A Styles

BEil - ~28deedH o

-

Fort Mame * Size

o @

T AW R i

u

i

Il

L)
=R S

i
Il
Il
| 4\I

"
M

K=

it
F Blocks =

Text Formatting icons

Text Color

Bold

=]

EI Italics ah? e = | Justify Left
EI Underline sizz - Text size = | Justify Center
v Strikethrough | Fort wame = | Fonts = | Justify Right

Insert Special Justify Full

Character

How do | format text?

Use the Text Formatting icons above or
use the formatting options available
under the Formatting icon.

J—

Texk Formakting
Paragraph Farmatking

Text Formatting window

List Formatking
Box Farmakking
Cuskam C55

Font :
[

||arial

|arial Black

|[rtal Mzt

Boek Antiqua ‘ Sk ‘

[Bimntman 14 ¥ v
Foreground: | ‘ Pick Background: |

Decaration: Text Case: Miricaps: Yertical:

(%) Mot St (%) Mot Set (&) Mot Set (&) Mot Set

() Underline () Capitalize () Small-Caps () Superscript

() Overline () Uppercase () Mormal (O Subscript

(O Line-through (&) Lowercase O Relative ¢ ! -
) Mone ) Mane O Baseline :

Character Spacing : | |

For more on text, see Chapter 8 of the User Guide

The Formatting
icon will reveal the
window to the left.
Here you to choose
such formatting
options as Minicaps,
Superscript and
Subscript, and
Character Spacing
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Insert Text Box

Bulleted List
Numbered List

Indent

L
il ‘

Outdent

Il
M

Spell Check

¥

179 Tips

If you need to remove the
formatting, use the
Remove Formatting
icon. 7

If you are cutting

and pasting material from a
Microsoft Word®
document, use Paste with
Word to prevent
difficulty with Lﬁ
formatting in the
future.

You can use the Paste Text
Only button to remove all
of the formatting

from the source
document.

You can also use simple
Paste; this retains most
formatting from the
source document,
but might not allow
future formatting.

=
=




Chapter 3

How do | format a paragraph?

Use the Paragraph Formatting
option to adjust such things as
Word Spacing, Indentation, and
White Space.

Paragraph Formatting

Text Formatting

Paragraph Formatting @D Tl p S

List Farmatting
Bax Farmatking
Custom C55

Text

e Choose Custom CSS from the

Formatting Drop-down list CSS code (Cascading Style

alignment:

! 1=1 Indentation: I:I
Wword Spacing: |:| Character Spacing: I:l

White Space: Mot Set v

Line Height: |:| Text Case: Mot Set hd

se3 kakimata sanctus esk Lorem ipsum dolor sit amet,

Larer ipsuni dolor sit amet, consetetur sadipscing elitr, sed diam nonurey: girmod
tempor invidunt ut labore et dolore magna aliquvam erat, sed diam woluptua, Ak
wero eos et accusam et jusko duo dolores et ea rebunn, Sket clika kasd qubergren, no

How do | format a list?

Use the List Formatting option to:

¢ Change the style of numbers or

* Adjust the margins.

* Adjust the starting number.

Text Formatting
bullets used. Paragraph Formatting

Box Formatting
Custom €55

drop-down list to modify the

Sheet).

e Eliminate formatting by
selecting the Remove
Formatting icon.

e Hold down the Shift key while
hitting the Enter key to single
space lines.

List Formatting

Formatting Drop-down list

Box Formatting

Mo Border e 1px “
2px Shading:
R iR | [ |:| Pick

N BN BN BN BN BN . 4px B

M| | 5P e—————

Margin Padding

Left: l:lpx Right: |:| px | Left: |:|D>< Right: |:| px
Tap: I:Ipx Bottom: |:| px | Top: l:lpx Bottom: l:l P
Dirnension

width: | |[pivels v

Height: l:l

For more on text, see Chapter 8 of the User Guide

Mumbered  Bulleted

1 - A, - a, -
Es B, - b, -
Sy By = (B ==
I - [

I - i, -----

I - jii, ===

Starting Mumber
Left Margin :

How do | format a text box or table™
= Use the Box Formatting
option to:

Texk Formatting

Cuskam C55

¢ Change border style,

Paragraph Formatting color, and thickness.
List Formatting

* Adjust margins and
padding.

Formatting Drop-down list

* Choose a background
color.

“Inserting tables is covered later in this chapter.
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Chapter 3

e

Tips

e If you resize your image
while you are inserting it—
it will adjust the height
and width proportionally!

e By choosing “Select new
image from my computer
or network...” or by using
the Batch Upload feature,
your images will
automatically be
compressed.

e Make sure the cursor is
inserted where you want
the image!

e If your picture shows up
as a broken image, it may
not be saved in
your Files & E|
Folders.

While you may have luck
resizing a picture slightly
by clicking and dragging
on the cross-hairs, there is
a limit. Choose the Edit
Image Propertiesicon to
resize the picture
accurately, add a border,
rename the picture,
or change the @
image’s source.

Images

How do | insert an image?

1)

2) Click on the Insert Image icon:

Place your cursor where you would like the image to be.

Insert Image wizard

Step 1of 3
This wizard will guide you thraugh the insertion of imagery, Please choose an option belaw to get skart .
4) Choose an image from:

@ Select new image from my computer or network...
Chionse this option to select the image from your computer or network,

O select image already uploaded to your site...
Choose this option to select an already uploaded image from your site.

O select image from shared library...
Choose this option to select an already uploaded image from your site’s shared library,

O select image from Schoolwires Clipart Library...
Choose this option to select an image from the Schoolwires Clipart Library.

* Your computer
* Your site (Files & Folders)
* The Shared Library

* OR the Clip Art Library (if
available).

4)
5)

6)
7

8)

Browse for the image you would like to insert.

Choose the size of the image to be inserted (thumbnail, medium, large,
or custom) if inserting from your computer . This can always be changed
later.

Enter Alt. text for ADA compliance.

Adjust the height and width of the image, set alignment and border if
desired.

Click on Insert Image.

How do | move my picture to a specific place on the page?

You have three options when trying to place an image:

1)

2)

2)

Center, right, and left justify an image by selecting the following
icons while the image is highlighted:

Create a table or cells within a table to hold the image. (See inserting
tables)

=]

Use Position by Pixel to move pictures anywhere on the page
(beware that they may cover up text if you choose to float them).
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Chapter 3

s Tips

Tables can be helpful
when trying to create a
page layout. They
allow you to control
where text and images
go on a page.

If you cannot see the
gridlines for your table,
you may have your
gridlines hidden. Click
on the Show/Hide E
Gridlines icon:

If you are working
using Mozilla® Firefox™
you won’t be able to
see the table gridlines.

You cannot change the
dimensions of a table
by clicking and
dragging. You need to

use the Edit e®
Table/Cell icon:
You can always create
tables in a different

software program and

cut and paste them
into the Editor.

How do | insert a table?

1)
2)

3)

4)

Tables

Place your cursor where you want to insert the table.

Click on the Insert Table icon:

Choose the dimensions of the table that you
would like to create. For example, you can

see how to create a 3x2 table to the right.

Click on the Advanced link to format your
table in advance. You can choose to add a
border, control the spacing between cells,
adjust the padding around content, collapse

cells, and/or merge cells.

Advanced Table Options

A Insert Table -- Web Page Dialog

Rows: 2 Spacing:

Columns: (2 Paddirg:

W

W

Borders: NuEnrda v"-Cc»Eapf—e: Yes v

3 X 2 Table
DRt A e B o
HE ]
5 B 1|
puifsi] [ ]

]

x|

: 0,0 : 0,1
; 1,0 ; 1,1
Span > Span ¥

: .3 ® 2|T!b|‘l @
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The Schoolwires Editor Tables

HOW dO | edlt a table? Edit Table/Cell Drop-down list

Select the table or place the cursor inside the |
table and then click on the Edit Table/Cell icon: =

=]

e i

addfRemove Columns or Rows

Edit Table Properties
Edit Cell, Column or Row

1) Add or delete a column or row by selecting the first
dropdown choice: Add/Delete Columns or Rows.

2) Merge and split cells in this window by choosing

Increase/Decrease Row/Colspan. Add/Remove Columns or Rows window

Insert Rowa: Insert Column:
b o | L= S
- ] =] = a5

i@ Tip Increase/Decrease Increase/Decrease
Rowspan: Colspan:

Make sure your cursor is inside the Tl | = i [l

table and/or cell that you are trying to I ! !

edit. Otherwise you might not see DeleteRaw: Beete Collmn:

the changes. = -‘1"I

Close

Edit Table/Cell Drop-down list
How do | change the size of a table?

B el =
1) Select the table or place the cursor inside the Add/Remove Columns or Rows
table and then click on the Edit Table/Cell icon: Edit Table Properties
Edit Cell, Column or FRow

2) Choose Edit Table Properties from the drop-down list
to change the size of the table.

Edit Table Properties window

a) AutoFit to contents changes the table to fit the

text or images in the table. Adtort e
Weidth:
b) Fixed table width and height produces a table £ AutoFit to contents _
with fixed dimensions (in pixels or @ Fixed table width; [394 || pixels
O AutoFit to window
percentages).
Height:
- - - - . AutaFit b tent
c) AutoFit to window adjusts the dimensions of O fukertto contents

(&) Fixed table height: (412 | pixels %)
(O AutoFit to window

the table to fit the viewing window.

Cancel Apply ok
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Chapter 3

How do | format a table?

1) Select the table or place the cursor
inside the table and then click on the
Edit Table/Cell icon:
2) Choose Edit Table Properties.
3) Select the Properties tab. Add/Rermave Cokumns ar Rows

Edit Table Properties
4) Adjust any of the following: | |Ed Cel, Column or Row

a) Alignment
b) Margins

c) Borders

d) Background
e) Cell Spacing
f) Cell Padding

Tables

Edit Table Properties Window

AutoFit Style

L l=ft

Alignment: w center

Left: | '|:->< Right: [ 'px right
Margin : ) . )

Top: | | P Bokkom: | | P

; : Mo Border
Borders: | T 1px
Background: | | Pick Image
Cell Spacing: jpx
Cell Paclding: jpx

Cancel Apply Ok

How do | change the background of a table?

To change the color of the background:

1) Select the table or place the cursor inside
the table and then click on the Edit
Table/Cell icon and choose Edit
Table Properties.

2) Select the Pick button next to background in
the Edit Table Properties window above.

Image

EEEEEEERN

ENEEEEEN

Cell Padding: ENEEEENR
ENEEERN

Background: [ |

Cell Spacing:

* Moare Calors.,

3) Choose the color. Click on the Apply
button to preview the changes. Click OK
to return to the Editor.

How do | change the background of a page? | * Remember to make sure that your

1) Insert a table first. A one-celled table will work.
2) Place all of the contents of the page in the table. You e Hit Apply in order to see the changes

can cut and paste.

3) Follow the instructions above for changing the
background of a table.

To change the background to an image:

1) Save the image you would like into your Files &
Folders first and then copy the URL.

2) Click on the Image

button: Background: [ | Pick
3) Paste the URL into the Image Source field.
4) ChOOSG A 2 Backaround Image -- Web Page Dialog
Repeat if
Image Source: ||
yOU are Repeat: .Reneat V:
Copylng an Horizontal Align: &) :\ef‘t ile] ::pmels b
image- vertical lar: @ [top %] | |[pinels ]
based

background from a previous website.

&= Tips

cursor is in the table first before you
make changes!

to the table properties. Hit OK when
you are through changing properties
and to return to the Editor view.
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Chapter 3

Tables

How do | format the CSS (Cascading Style Sheet) for a table?

1) Select the table or

Edit Table Properties window

place the cursor inside
the table and then
click on the Edit
Table/Cell icon:

2) Choose Edit Table
Properties.

3) Select the Style tab
and modify the CSS for
the table.

Add/Remave Columng of Rows
Edit Table Properties
Edit Cell, Column or Row

AutoFit  Properties  Style

€55 Text:

BORDER-RIGHT! black 4px solid; BORDER-TOP:
black 4px solid; BORDER-LEFT: black 4px solid;
WIDTH: 1009%; BORDER-BOTTOM: black 4px
golid; BORDER-COLLAPSE: collapse

Cancel Apply ok

How do | edit a cell, column, or row?

1) Select the table or place the cursor inside the
table and then click on the Edit Table/Cell

icon:

2) Choose Edit Cell, Column, or
Row. The Edit Cell, Column or

Row window will appear.

Add/Renmaove Calumns aor Rows
Edit Table Properties

Edit Cell, Column ar Raw

Edit Cell, Column or Row window

a) Autofit to contents changes
the cell, column or row to fit whichever text or
images is in that item.

b) Fixed table width and height produces a cell,
column or row with fixed dimensions (in pixels or
percentages).

3) Select Current Cell, Current Row, Current Column or
Whole Table under the Apply to drop-down list to
indicate where the changes should be made.
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AutoFit  Properties  Style

idkh:

() AutaFit to contents ] -
() Fixed cell width: [ Hpi}(els VI
Height:

() AutoFit ko contents -
() Fixed cell height: | _| !pl}{_els_ _V|

Current Cell

Current Cell

Apply to: | Current Cell M

Cancel Apply ok




Chapter 3

Tables

How do | change the properties of a cell, column, or row?

Edit Cell, Column or Row window

1) Place your cursor in the cell, column, or row |Z* 3
i : ) AutoF Properties  Jtyle
first and then click on the Edit Table/Cell
button: Text Alignment: | top v| | left v|
H 2 HEs [ﬁﬁ Left: | |px  Right: | ipx
2) Choose Edit Cell, Column, or AddjRemave Columns or Rows Padding = —
Row. Edit Table Properties Top: | [P Bottomi|  |px
. . . Edit Cell, Column or Row White Space: [ |
3) Click on the Properties tab in - &8 Lot St =
the box to the far I’ight. Backgraiec: ek Amage
- - Preview!
4) Adjust any of the following:
a) Text Alignment Text 123
b) Cell padding
c) Background of a cell, column or row - '
Text Formatting Border Style
d) Text formatting
Apply to: | C Cell b
e) Cell, column or row borders PRl tai | Curent Col |
Cancel Apply 0k
Text Formatting window
Font : Style Size
| | | —i—
Eﬁ.rih\ A.i 1 I A
|arial Black >> ‘ gc;llg ‘?D
[t haro %= Bold ltale [ [11
|[Book Antiqua | 12 .
[Bctman 1a 8] 9| 14 v Border Style window
Foreground; || Pick Background; | | Pick
Decoration: Teuxk Case: Miricaps: Wertical: Mo Baordzr A 1px
(%) hat Set (&) Not Set (%) Mot Set (%) Hot Set
) Underling () Capialze ) Small-Caps () Superscript == 2P
) Overline () Uppercase () Normal () Subscript
) Une-through () Lowercase O Relative | v/ AR R R A AN A G0V —
O HNane O None () Baseline ‘
. - mE .- ap
Character Spacing : |
I | | opx
Text Previsw
cancel ok
Cancel ok
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Chapter 3

How do | insert a link ?

1) Type and highlight the text to which you would
like to link.

2) Click on the Insert Link icon:

3) Select one of the following options from the
Insert Link wizard and follow the instructions:

a) Insert a link to another site, section, or
page...

i) Browse for the site, section, or page you

want to link to and click Next.
ii) Click on the Insert Link button.

b) Insert a link to an email address... Type in the

desired email address and click on the Insert
Link button.

c) Insert a link to a different website...

i) Type in the web address into the URL
field.

ii) Choose whether you want the site to
open in the same window or in a new
window.

iii) Click on the Insert Link button.

d) Insert a link to a bookmark* on the same
page...
i) Type in the name of the bookmark.
ii) Click on the Insert Link button.

*Inserting a bookmark is covered later in this chapter. Note that you must

insert the bookmark BEFORE you insert the link to the bookmark.

How do | edit a link?

1) Click on the Edit link properties icon: e

2) Edit any of the fields in the Edit Link Properties

window.
Edit Link Properties window
{_} SOUrce; |
(®) Bookmark: w
Target: v|
Title:

For more on links, see Chapter 8 of the User Guide

Links

Insert Link wizard

Step 1

This wizard will guide you through the insertion of links, Please choose an option below ta get
started.

(@ Insert a link to a site, section or page...
() Insert a link to a email address...

(O Insert a link to a different website...

(O Insert a link to a bookmark in this page...

W Tips

e If you just want to link to another
school’s site, then select the site twice
before you insert the link.

o If you want to link to a section, select
the overview page.

e If you only have one site to choose from
when inserting a link, make sure to click
on it before clicking NVext.

e If you type either an email address or a
web address into the Editor it is
automatically a link.

]

e Make an image a hyperlink just
by clicking on the image and following
the same instructions for inserting the
link.

e To insert a link to a file click on the
insert link to file icon:

e If you are moving content from an old
website and want the links to work, you
may need to edit the source for the link.




Chapter 3

How do | insert a bookmark?

1) Highlight the text within the page that you
want to be bookmarked or place your cursor in
the area that you want to be bookmarked.

A

2) Click on the Bookmark icon:

Enter the text for the bookmark. It does not
have to be the same text as the text you
highlighted. This is just to distinguish one
bookmark from another.

Insert Bookmark Window

3)

Nar‘e: |Bookmark )
e ——

4) Type text that will serve as the link to the
bookmark. A box that looks similar to this will

appear on your page. = [T o0

5) Highlight this text and

select the Insert link icon:

6) Choose Insert link to a bookmark on this page.

7) Type in the name of the bookmark that you

created- this needs to be exact.

8) Click on the Insert link button.

|

EXCLAMATIONPOINT

After you have inserted the bookmark, you
need to insert a link to the bookmark. Follow
the instructions earlier in this chapter on how
to insert a link.

For more on bookmarks, see Chapter 8 of the User Guide

Bookmarks

I
Y Tip
Use bookmarks to direct viewers to cer-

tain places on a page and to minimize
scrolling.

Bookmark Example

-

« A variety of items will go into assessing your overall progress in

PENCILS. . TI-83... NOTEROOK.. . TEXTBOOK...FOLDER FOR

Homework will be assigned on a nightly basis. Even if you aren’t
able to reach a solution to each question, [ expect that you will
have at least attempted each problem. If you choose to skip
over problems just because they lock hard In the homework, you
will be accustomed to doing that when you see a similarly hard
problem on a test or quiz.

My goal is to maintain a classroom in which each student’s
understanding will be enhanced by the thinking and
interpretation of his or her classmates. In order for the groups
and our class as a whole to function, we must learn to respect
one another and recognize that each has an individual way of
learning and interpreting new ideas. Openness will be key to our
SUCCESS A5 & group.

the class. A combination of tests, quizzes, computer labs,
homework, and group projects will help to monitor your
progress, If you are having difficulty, we will hopefully be able
to pick up on it early. Tests and quizzes will not be your only
grades for the term; you should recognize the importance of
your daily preparations and invelvement in class.

YOU WILL NEED:

HANDOUTS

Go o Top
N
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The Go to Top link on this

page is a bookmark. It will
take a visitor to the top of
the page.




Chapter 3 ActiveBlocks”
-

What are ActiveBlocks?

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

Some examples include:

View from Site Manager | View from End-User Website |

How do | access ActiveBlocks?

You can access ActiveBlocks from two different locations.

1) Access the full list of ActiveBlocks through the toolbox. Click on the toolbox icon in the Editor:
a) Click on ActiveBlocks. The complete list of ActiveBlocks will display.
b) Click on the ActiveBlock you want to insert. Click Next.

c) Click on the Insert button.
Toolbox Window | Complete List of ActiveBlocks |

}.‘.’f ActiveBlocks™
Welcome to the Toolbox!
The Toolbox is a collection layouts, ohjects and scripts

i Insert...
to help you quickly create your pages. R N ERGE,

Content and more,

;f Short Time (12:00) O 4l
Page Layouts )
Choose From a variety of Page Layouts, Insert ﬂ =S o
Two-Column, Three-Colomn Layouts and more, ;{ Channel Mame (e
g Rich-Media Objects }f If Rale In List Example ®
Choose From a variety of Rich-Media Objects, ﬂ IF Role Matches All Example [ 4]
Insertt Flash Movies, Sounds and more. ;f
IF Logged In Example [ 4]
ﬂ ActiveBlocks™ }f Random Content Example O B
Choose From a variety of easy to use scripking )
objects. Insert User Information, Randarm }:{ Embed Simple Content ®
O

}{ Embed Complex Content

ActiveBlocks Drop-down list |

2) Access a list of popular ActiveBlocks from the L
L . A Current User's First Mame
Blocks drop-down list in the Editor. Note that this Currenk User's Last Name

is not a complete list of available ActiveBlocks. Current: User's Full Mame
Current User's Zip Code

Current Uset's Email Address
ﬁfE”C'd‘S i | Long Date (Monday, July 25, 2005)
Shart Date (07/25/2005)
Long Time {12:00:00 AM)

Short Time {12:00)
Seckion Mame

a7
For more on ActiveBlocks, see Appendix 1 in the User Guide



Chapter 3 Exercises 1-3

Exercise 1: Working with text

Open a new flex page and practice creating the following text:

Bold, Palatino, size 20

Italics, Comic Sans, size 14

Underline, Courier, Highlighted

Choose a unique font color in Arial Narrow, size 10

Exercise 2: Insert an Image

1) Place your cursor where you would like the image.

2) Click on the Insert Image icon.

3) Choose an image from your computer, your site, a shared library, or (clip art library).
4) Browse for the image you would like to insert.

5) Choose the size of the image you would like (this can be changed later).

6) Enter Alt. Text.

7) Adjust the size of the image if desired.

8) Insert picture.

Exercise 3: Position an Image

Click on the image you want to move.
a) Click on any of the justify buttons to center, left justify, or right justify.
b) Put the cursor to the left of the image and click on the indent and outdent icons.

c) Click on the image and choose the Position By Pixel icon. Click and drag the image.
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Chapter 3 Exercises 4-6

Exercise 4: Add a Border to an Image

1) Click on the image.

2) Click on the Edit Image Properties icon.

3) Click on the Border button.

4) Choose a border style, width, and location.

5) Pick a color for the border and shading if desired.
6) Click OK.

7) Click Apply to preview the new border. If you like it, click OK.

Exercise 5: Insert an image from another website

1) Find an image that you would like to insert and save it somewhere on your desktop. It should be
saved as a jpeg or gif.

2) Select the insert image icon.
3) Choose insert image from your computer.
4) Browse for the image.

5) Repeat steps 5-8 in Exercise 1.

Exercise 6: Create a Table

1) Insert cursor where you would like the table to go.

2) Choose the Insert Table icon (select the dimensions of the table you would like to insert)

3) If you can’t see the gridlines for your table, you may have your gridlines hidden. Select the | i
Show/Hide Gridlines icon. Note: If you are using Mozilla® Firefox™ as your browser, you will not [ i
be able to see your gridlines.

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



Chapter 3 Exercises 7-8

Exercise 7: Change the background of a page

1) In order to change the background color or image of a page, you must first insert a table (a one
celled- table will work).

2) If you can’t see the gridlines for your table, you may have your gridlines hidden or you may be using
Mozilla® Firefox™ as your browser.

3) Next select the Edit Table/Cell icon. Pick the middle option in the dropdown- Edit Table Properties.

Exercise 8: Practice Cutting and Pasting- Two Ways

Option I:
1) Retrieve some text from file.

2) Copy it and paste it into the Editor. Try each of the different paste options. (You may not notice a
difference when using Paste with Word until you view the website). Experiment with formatting the
text after using the various paste options.

Option II:
1) Open up an existing web page (open up your own if you already have one).

2) Highlight an area of the webpage (include some images). Copy it. Paste from the clipboard into the
Editor.

3) Save and view the changes on the page.
4) If some formatting has been lost, reformat in the Editor.

5) If the image doesn’t show, save the image in your Files & Folders and insert the image.
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Glossary of Terms

Channels- The main navigation system for your site. Channels are like large file cabinets drawers within which
sections are located. Remember that a Channel will not be visible for users until there is at least one section
created within it. When there are fifteen or more sections within a channel, the sections become organized in a
directory page, rather than a drop-down menu.

E-Alerts- There are two types of E-Alerts: Content E-Alerts and Broadcast E-Alerts. Section Editors can create Content E-
alerts. Content E-Alerts allow editors to notify subscribers when they make changes to one of the three major components of
the homepage, to pages within a section or to calendar events.

Homepage Editor- This individual has editorial privileges for the homepage and calendar on either the site or
subsite depending on which type of Homepage Editor he or she is. These privileges include editing the Welcome
Text, Announcements, Headlines and Features, and Site Shortcuts- anything that appears on the homepage. He or
she also has access to the district or school calendar and can edit events, accept events to the calendar from
Section Editors, import events.

Pages- A page is the location to which content is added within sections. There are different types of pages for
different uses (ie. Flex pages, Article Libraries, Blogs, etc.).

Roles- Roles are assigned to registered users by the Site Director. You can be assigned roles such as teacher,
student, or parent. (Being a Section Editor or Subsite Director is not a role.) Roles determine which pages you can
view, not which pages you can edit. **Note: Site Directors and Subsite Directors can control who can view a section
by clicking on the Options button in the Channel Workspace.

Section- A section is a collection of pages within a channel.

Section Editor- A Section Editor has editorial privileges for a section, which includes the ability to add/edit/delete
pages in his or her section and place content on these pages; Section Editors have control over an individual
calendar. In addition, they can control which registered users can view the content in their sections by electing
specific roles for viewing.

Site Manager- This is an area on your website that you navigate to in order to access your editorial privileges.
**Note- you will not be able to access Site Manager until you have navigated to the site, subsite, or section to
which you have been granted editorial privileges.

Site Director- The individual who has the highest level of access to editorial privileges on your site. This person
can perform such functions as register users, assign roles, grant editorial privileges, configure sections, and edit the
homepage and district calendar.

Subsite Director- This individual has control over a school’s subsite. This person can perform the following
functions at the site level- assign other Subsite Directors, Homepage Editors, and Section Editors, configure Site
Settings, assign and sort channels, and edit the homepage and school calendar.

Workspace- The area in Site Manager where you perform editorial tasks. There are four workspaces- Site, Subsite,
Channel, and Section. Section Editors only have access to their Section Workspace. Subsite Directors have access
to the Subsite, Channel, and Section Workspaces. Site Directors have access to all workspaces.

51



