ADVANCED TEACHER PAGE TUTORIAL

A GUIDE TO CREATING AN EFFICIENT AND ATTRACTIVE WEB PAGE

GETTING STARTED:

1. Once you have logged into the content

managment system, you should choose the site
section (building) where your webpage is located.

Depending on your security, you may not see

any administration options and you will only

see specific site sections that pertain to you.

>
. L)eSchooMew

33 Hel (A3 s .
. Web Ste Adminstation System 32 Help Admin Home () My Account Log Out

2. Next, click on the Content Managment button.

Site Section Management
Southwest Licking Schools Watkins Memorial High School
321 Soun Sweet 859 Wethrs Road, SW.
s 2 Public User Pataskale, OH 43052 Pataskala, OH 43052
Events Calendar e [0 1909713900 THa921.38%
Watkins Middle School  Etna Elementary School S— Content
A Alumei 5608 Vi Rowd, SW. 600 Cobambis R
A\ 500 Ciosings aticllL Potackolo, OH 43062 Pataskolo, OH 43062
& Managome: e e Man agement
o £ Kirkerswville Elementary Pataskala Elementary
o sat Protected Page HE Mo Pt Sveet 555 Souh Pgh Sireet
Management 1 Access Groups Kirkersvile, OH 43033 Patsskain, OH 43033
Ta0.9217380 et
\ oy, S Custom Drop Kindergarten Center SWA Digital Acadermy
@ OinoSecuty Down Menu Sueat

Pataskals, O 43062
9211130
Communication

Management Interior Pages:

@ School Profile [hsProfile aspx] + ChidPage
@ Links [hsLinks aspx] + ChadPage
Principal's Message [hsPrincipal aspx] + CoiPage

o Staff Directory [hsStaff aspx] + ChidPage
3. Based on your security level, you may only N Eeeed et e
see your page. The page name is usually your Bulling [Bulling aspd  + et
_flr_s_t and last name, depending on how I'(. was o I
initially setup. Click on your page (blue link). If
2 « » s Ry: page [Ryanspag px] + ChisPage
you wish to make “sub-pages” (or Child Pages) of B Rt e

your main web page, click + Child Page. @ Mr. Erdman [AndrewErdman aspx] ~ + eweer
@ Ben Good [BenGood.aspx] + CrisPage
Mrs. Stuck Web [AndrewsPage aspx] + CrigPae
Marios page [Mariospage aspx] + Comdpage

Add A New Content Page

1

Page Title: |

Number of Windows: ® One Window O Two Windows
Show Page In Dynamic Nav: [ )
Select Tout Group: |** None ** V}

) Save % Cancel

e)))

+ Chid Page

4. Add a New Content Page window will appear
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SETTING UP YOUR PAGE:

This step is very important in determining the basic structure of your teacher pages. Your initial main web
page should be setup for you (FirstNameLastName.aspx). This proces is the same for any page creation.

Add A New Content Page

Page Title:
Number of Windows: ® One Window O Two Windows
Show Page In Dynamic Nav:
Select Tout Group: | ** None ** v
@ Save 4 Cancel

1. Page Title:

First and foremost, you need to give your web page a title. This title will appear internally (inside
the Content Management System). It will also appear in the left navigation if you check the Show
Page in Dynamic Nav box. After your page is saved, you can always change these settings in
the General Settings area of your web page. This is the first screen you see after saving.

2. Windows

Any page you create can be either a one-window configuration (spanning the entire con-
tent area) or a two-window configuration (two columns for content). Window #1 can be for
general content: any information you want to provide via text or dialogue. Window #2 may
consist of educational links and downloads (documents) which could include class
handouts/notes, homework assignments and other forms.

one-window two-windows

About eSchoolView lAmy C. Gravlin

High School Home
Amy C. Graviin

o desigrars and developers who e passionshe aboul communcabon snd
Uk abon, design ad marketng, s he web, we haws L0 109ether 10 croste

, phrssesl

oresence ‘ ¥4t il st and ook to
52 e Wi you - lannie o1 your coninuing success.

Our Mission

Parent
‘ Information

Web 2.0

s Social Wedia, uch as Fa¢8b00K and Twins,

Supplies
Needed:

patienzo, xportc Click here for our

3. Dynamic Navigation:

The Dynamic Nav is the list of links on the left side of the
screen that takes you to each of the different web pages
throughout your site. When pages are created, the
Navigation sidebar begins to auto-populate. If you uncheck
Show in Dynamic Nav, the page will technically exist but it
will actually be hidden from that left navigation area.

4. Tout Group:

Our Mission

Tout groups are simply link images. Generally, you will leave tout group as
**None**, unless told otherwise by your site administrator.
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ResourcesiLinks

Amy C. Gravlin

CREATING A TEXT WINDOW:

THE RED BOX TO THE RIGHT IS AN T
EXAMPLE OF A STANDARD TEXT Ay € G
WINDOW COMPONENT WITH ONE e
IMAGE. TEXT COMPONENTS ARE
LIMITED TO ONE EMBEDDED IMAGE.
**®THERE IS NO LIMIT ON THE
NUMBER OF COMPONENTS YOU CAN
CREATE ON A PAGE™***

jons. All
Keoping 3 SkEKO0OK NoUghaut he term of the course.

High School Art

i Supplies
Needed:

All baginning ert class
items below will be given
to Mrz. Graviin

1. Choose the Window #1 tab and click
+ Add Page Component

Attwork by Kelly Pullns

General Settings | Window #1 Content | Window #2 Content | Move Content

<4 Add Page Component X Remove This Window

Genacal Settings [ Windom #1 Content | Window 82 Cortent

+ Add Page Component

Type: [TeaWindow 5]

Intemal Name

2. Select Text Window from the drop down menu
*Based on your security, you may not see certain components

3. The Internal Name is for your eyes only and
will not show up on the page. This is useful when
organizing components internally.

Page Components

4. Your page component will be displayed in the list of Page Components.
5. Once you have created your text component, you can go in and add content to it.

Click Edit This Page Component to add your content.

Page Components

4 Il Text Window
| « Edit This Page Component

6. You will now see the rich text box (RTB). You have the option to add as much text as you want to the
component - but only one image. To do so, scroll down to Embedded Image and Browse to find your
photo. Depending on the size of your photo, you may want to resize it. To do so, check the Resize
Photo box and type in the pixel width of photo. A good starting size is 400 pixels. Try experimenting
with size and see how it looks on your page - change it accordingly. You can also try experimenting with
Photo Placement too (Note that it will align it in relation to the window, not the whole web page).

] 5:.;:2; lPhoto r *Please note that every time you go to resize your photo,
s _Browse. | you must browse for it and upload it again because the

Photo Placement: || eft Al vI X .
Sy system uploads and resizes simultaneously.

© Save % Cancel
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CONTINUED. ..

7. You can add Title, Sub-Title, and Window Text in this page. You can change font, color, text size,
etc. You also have the option of adding a date you want the text to appear on your site, and a date you
want it to disappear. If you don't alter these dates, the text/image will appear immediately and stay vis-

ible until you decide to change it.

INTERIOR VIEW (WITHIN THE CMS)
Title: |Teacher Information:

Sub-Title: g uA
DefaitFont ~ sze ~ % 2@ 9 @

BNormal EIHTML QiPreview Words:0 Characters:2
Window Text: g, U A e
DefaitFont ~ sze <~ % a9 @

Students in my courses experience a variety of two and three - =
dimensional activities that cover basic art and design skills.
Various ideas and processes involved in making art will be
examined. Projects may include, but are not limited to:
drawing, painting, graphic design, textiles, ceramics,
sculpture, printmaking and mixed media. Students will work in
awide assortment of media such as graphite, charcoal,
pastel, pen and ink, clay for ceramics, watercolor, oil and
acrylic paint. Historical and cultural issues specific to each
project will be explored, as well as critical inquiry and
aesthetics. Art1 is a prerequisite for advanced level studies.

Ohidmnta it A manmilla nbavant in mivaine an ad valadadd =l

[BNormal] @HTM. Qereview [<ul>][<i> Words: 193 Characters: 1288
Date Visible iz | (mnvddlyyyy format)
Date Expires iz (mmiddlyyyy format)

NORMAL VIEW (ACTUAL WEB PAGE)

Amy C. Gravlin _ Header

Teacher Information:
in my courses a variety of two and three -

dimensional activities thaj r basic art and design skills.
Various ideas and proce: Ived in making art will be
examined. Projects m , but are not limited to:
drawing, painting, graphic textiles, ceramics,

sculpture, printmaking and edia. Students will work in
awide assortment of media s graphite, charcoal,

High School Home

d ink, clay for cer watercolor, oil and
= istorical and cult ues specific to each
Amy C. Gravlin xplored, as well a | inquiry and
Art1 is a prerequisite nced level studies.
SLIERT ith a possible interest in Ning an artrelated
Art History 1 hould take this course as a fr n to allow time for {
velopment of a portfolio during t ior and senior
Digital Photography Online s for college entrance and scholarship competitions. All
dents will be responsible for keeping a sketchbook throughout the term of the course.
Title
Window Text

(see Helpful Hints Page)

Embedded Image
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CREATING A DOWNLOADS COMPONENT:

High School Home
Aoy C. Ganvtn

Components such as downloads are

Amy C. Gravlin

Toacher Information:

ResourcosiLinks

Parent
| Information

High Schos!

displayed in a list format. These
components tend to fit nicely in
Window #2 (red box shown on right).

Soppies ed
1 Supplies
Needed:

At

Al beginning art class
items below will be given
to Mes. Graviin

1. Click the Window #2 Content tab and choosee
the Type to change the component type to
Downloads. Give your Downloads component an

internal name (remember, this can only be seen I
within the CMS - not the actual website). Bl i iosd

Admin Message
Alumni Register
Alumni Search

General Settings | Window #1 Contant | Window

Blog
Board Meetings

2. Click Edit This Page Component in order to go
into the new component you created. Now choose
Add a New Download.

3. The Download Title will appear as a link on your page
which will open the document. You can also use an image

4 Downloads
t 3 « Edit This Page Component|

22 Content

Manage Page Downloads

Add A New Download

Add A New Download

link by choosing Browse... Next to Icon: check Use Icon as | Download Title:| | Parent signature page |

.ﬁ (mmiddiyyyy format)
_E (mmiddiyyyy format)

CADocuments and Settilj

Tout. You can also give your download a description which Description:

will appear below your link title (or link image).

4. To upload your document, simply choose the Browse... e

button (red box to the right), locate your file, and click open. ~ Date Expires:

Take most all file types such as (PDF, DOC, DOCX, XLS, File:
Icon:

XLSX, PPT, and more)

Use Icon as Tout:

: @
@ Save & New % Cancel

5. Click Save.
P t To the left, you will see five different documents have been
aren uploaded. The downloads component allows you to upload as
. many documents as you need, and rearrange them accordingly.
Information

Parent signature page
Art 1-4 Parent letter
Ceramic Parent letter
Painting Parent Letter
Graphic Art parent letter

*To give your Downloads Component
a title like the one shown, see
Helpful Hints to create a Header.
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CREATING A LinkS COMPONENT:

High School Home
Amy C. Graviin

1. Click the Window #2 Content tab and
choose Type to change the component
type to Links. Give your Links component
an internal name (remember, this can only
be seen within the CMS - not the actual
web site).

+ Add Page Component

Type: | Text Window v
Internal Name: | Text Window

Admin Message

Alumni Register

Alumni Search

Blog

Board Meetings

Downloads

Event Calendar

Gallery Grouping

Google Search

3. Click Add A New Link.

Add A New Link
4. The Link Title will appear as a link on your page which
will direct you to the specific Link URL you provide. The
Link URL can direct you to an external or internal page.
For example - in order to link to Google, you would enter
http://www.google.com. To link internally (linking to a
page winthin your own web site) - simply use the friendly
URL (pagename.aspx). The http://www is not needed.

5. There is also an option to use an image for your link
instead of a title. If you wish to do this, see next page.

6. Display Link in New Window will open a
new tab/browser window for your link (use this
when linking to any external we bsite).

7. After adding links, you have the option as to how
you would like those links to be displayed on your
page. You can choose either Link List or Dropdown
List. Unless there are more than 10 or 15 links, Link
List is a safe choice.

ResourcesiLinks

Various Ideas and processes involved in making art wil be
examined. Projects may inckude, but are not imited to:
drawing, painting. graphic design, lnsies, ceramics,

2. Click Edit This Page Component in =
order to go into the new component.

urcesiLinks

Amy C. Gravlin

Teacher Information:
‘Students in my courses experience a varity of wo and ree -

‘sculpture, printmaking and mixed m
2 wide assortment of medis such as
pastel, pen and ink, clay for ceramnic o, o
acrylic paint. Historical and cultural issues specific 1o each
project will be explored, as well as criscal Inquiry and
aesthetis. Ar 1 15 a prerequisite for advanced level studies.
Students with a possible interest in pursuing an art-related
career should take this course s a freshman 10 aliow tme for
the development of a portlio during their junior and senior
years for college entrance and scholarship compessons. All
®eping

Parent
Information

Supplies
Needed:

High School Art

All baginning art class
items below will be given
to Mrs. Graviin

Art 1

12 pencils

1o of 24 colored pencils
2erasers

2 sharpis fine pont black

Adtwork by Kefly Pulins

Links
G| ‘< Edit This Page Component

Add A New Link
Enviormental Science

http://

Link Title:
Link URL:

Description:

[ Display Link In New Window
2 (mmidddyyyy format)
j (mmiddfyyyy format)

Browse..

@ Save & New

Date Visible:
Date Expires:

Link Image:
@ Save % Cancel

Edit Page Component Header

Show Header Configs

Edit Page Links

Add A New Link

Display Option
Link List v

Dmgdown List

Display Mode:

The artist toolkit

Bembo's Zoo

The Visual Dictionary

The Red Studio Moma

The Museum of Online Museums
Careers in the Arts

Here is what your Links Component will look
like on your actual web page after adding a
couple links. To format spacing of items, please
see Helpful Hints, Using Header Configurations.
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USING ICONS AS LINKS:

1. Find the image you want as your icon, right click on it ¥
and select Save Image As. Lo ¥ Secd e

Set As Desktop Background.
View Image Info

L B 5ave Image with DownThemAlll
B Start saving Image with da OneClcki

o . Add A New Link )
2. After clicking Add a New Link, enter your Link Title: [Polar Bear
title, URL, description and date visible/expires Link URL: hationalgeagraphic.com
as necessary (remember, if date visible and Description: [visit the National
expired are left blank - the link will show until Geqgrephic: ven Site

. to search for current
you delete it).

event articles! |
[ Display Link In New Window
Date Visible: 23 (mmiddiyyyy format)
Date Expires: Bﬂ(mmydd/yyyy format)
Link Image: ji::\Documents and Setl'iruj

@ Save @ Save & New 4 Cancel

3. Next - browse for your Link Image and click Save.

4. When you pull up your web site, it will now show an image for your link
instead of just a title.

Mary's Links
Mary's Links

Polar Bear : ~ ‘
Visit the National Geographic web site to a’ ‘ ﬁ

search for current event articles!

Visit the National Gebgraphic web site to
search for current event articles!

5. Note - if your image is larger than you want it to be on your page, you will need to resize it
using another program before uploading it (i.e. Paint or Photoshop).
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CREATING A PHOTO GALLERY COMPONENT:

Amy C. Gravlin

Teacher Information:

1. Click on Window #1 Content.

High School Home
amy C. Gravtin

2. Click Add Page Component and select Photo

ResourcesiLinks

Parent
‘ Information

Gallery under Type. Also, give the Photo Gallery an
internal name.

High School Art

General Settings = Window #1 Content | Window #2

+ Add Page Component
Type: | Text Window v
Internal Name: | TextWindow
Admin Message
Alumni Register
Alumni Search
Blog
Board Meetings
Downloads
Event Calendar
Gallery Grouping
Google Search
Links
News

Atwark by Kely Pulins

Photo Gallery

3. Click Edit This Page Component. B

4. You can insert photos individually or in bulk insert photos (10 at a time).

Supples Neaded
Supplies
Needed:

All beginning art class

items below will be given
to Mrs. Graviin

Art 1

Add A New Gallery Photo Bulk Insert Photos
R . Your Images:
Add A New Gallery Photo bl =
Photo Caption:
D
SAcptn You can also add
" 2
‘ Captions and
Date Visible . Per— = - Descriptions to
Date Expires: || B reicyyyy formoty n each of the photos.
Resize Photo:
Photo Width (px):
Gallery Image: Prcke [Boms]

© save @ Save&New % Cancel

You will simply click the Browse button to find the photo you want to upload. IMPORTANT: Before you
save - be sure to check the Apply Sizing/Scaling box if you have large pictures (see the next page).
You may now click the Save button (or Save and New if you want to continue to add more than 10).

5. After inserting your photos, you then have the choice to display them as thumbnail images or in a
Previous/Next Gallery (slideshow). To have the slideshow cycle, check Auto Rotate. To hide the
previous/next buttons, check the Hide Slideshow Buttons (see below and continued on next page).

Prev/Next Gallery Thumbmail Images

High School Art

&’ Caption Align:
%

Adwork by Kelly Pullns

Hide Slideshow Buttons:

‘ Display Mode:
Auto Rotate:
]

Display Options
PreviNext Gallery -

% It PrewiNeat Gallery, wil auo-(olste images every 5 seconds
 Hige buttons from siieshow

Left  ~ NOTE: Pisase do not use singe quotations
Save
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CONTINUED...

Auto Rotate: D If PrevMext Gallery, will auto-rotate images every 5 seconds
Hide Slideshow Buttons: [Hide buttons from siideshow
Caption Align: |Left v } NOTE: Please do not use single gquotations.

Save

Configuration has heen saved!

Display Options
Display Mode: | Prev/Next Gallery v

6. If you choose the Previous/Next Gallery mode for your photos, you have RE T
the option to check auto-rotate for your gallery so it scrolls through the
photos automatically. However - only one gallery per page is able to auto-

rotate (i.e. two cannot rotate simultaneiously). You can see that below, one

photo gallery has hidden the buttons - while the other has not.

7. Captions are defaulted to align left but by using the Caption Align:

Caption Align dropdown menu you can change the

alignment to center or right. i
8. Once your photos have been loaded, you can move them up or down in order by using the
red and green arrows (this also works when trying to change the order of components).
T3s
9. IMPORTANT NOTE: Before bulk uploading photos - the sizing and scaling option helps to
keep all pictures uniform and sized proportionally on the page. Simply check the Apply s
L

Sizing/Scaling box. The system gives it a recommended photo width, but you can change
as you see fit.
Size/Scale: [ apply Sizing/Scaling
Photo Width (px): 465
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A FEW HELPFUL HINTS WHEN CREATING/EDITING YOUR WEBPAGE:

1. OPENING DIFFERENT TABS:

When you are editing your web site, it can be extremely helpful to

open up two separate tabs in your web browser. By doing so, you About Us

can tweak your page internally, then switch tabs to view the live

web site and see the changes you have made (YOU MUST View This Page [About.aspx]
ALWAYS REFRESH YOUR BROWSER TO SEE CHANGES). % Delete

An easy way to get these 2 tabs going is to click View Page at

the top of your internal CMS page (you may have to right-click

and choose view in new tab).

- Refresh Key

|| https:{{admin.esch..yFZel9zPllwveg0%3d X | ®e Amy C. Graviin x l + J

2. RESIZING PHOTOS:

When attempting to add photos to a text window (or photo gallery), it can be helpful to first know the
original size of the photo. To check the size, right click on the image and click View Image Info.

Staff Spotlight The first number under Dimensions”is the pixel width.
This is the number you will be altering when resizing
A Erdman | Viewlmage
sa'::-“anWr | mbe photos for both the text and photo gallery component.
e . | S 49,85 KB (51,042 bytes)

teachingourcustomers now [T Y R S
it [ P——— Dimensions: 319px x 280px

$ start saving Image with dTa OneClick!
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3, USiNG HEADER CONFIGURATIONS

In most of the components available, there is an option to change Header Edit Page Component Header
Configurations. First click Show Header Configs. Show Header Configs

[Edit Page Component Header

Hide Header
Show Header/Footer?

Styled Header Text: | amy C. Gravlin

Header Image: Browse.
(if Image Above) Click To URL:
Header BG Color.
Header BG Image: Browse..
Header BG Repeat: [Jrepestx [IRepeat-y
Header Height:
Header Space Above (px)

o

Header Space Below (px)

~
S

Next, be sure to check Show
Header/Footer to turn it on.

You can then type in a header title
of your choice in the Styled
Header Text area (2nd red box)

| _ You also have the option to put
Item BG Color. )

Item BG Image:

Item Height: g

Item Space Between (px):
Footer BG Color: |
Footer BG Image
Footer Height
Footer Space Above (px)
Footer Space Below (px)

o

=)

)

Internal Name:

© save

Before and after adding I Welcome to Mary's Teacher Page! I

Header Space Above (20px).

Here is what your header will look like
(although appearance does vary slightly
on the design of your school’s web site).

Amy C. Gravlin

Teacher Information:

Students in my courses experience a variety of two and three -
dimensional activities that cover basic art and design skills.
Various ideas and processes involved in making art will be
examined. Projects may include, but are not limited to:
drawing, painting, graphic design, textiles, ceramics,
sculpture, printmaking and mixed media. Students will work in
awide assortment of media such as graphite, charcoal,
nastel nen and ink rlav far ceramics waterenlnr nil and

space above and below the
header.

Welcome to Mary's Teacher Page!

If you are using a Downloads, Links, or News component,
you may want to select a number for ltem Space Between.
Five or six pixels is a good place to start. This is the amount
of space separating each item from the next.

LINKS LINKS

Moodle ». Moodle
Google Google
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4, WHAT GENERALLY GOES INTO WINDOW 1 VERSUS WINDOW 2:

When deciding what to put in each of your windows, take into consideration the size of each
window. Window #1 is typically much larger, so when putting in big images or large amounts of
text, window #1 is probably the way to go. When posting things such as small lists, links, docu-
ments, etc., window #2 is a good option. If you are unsure which window to place content in, a
basic guide is...

In window 1: Text components with large quantities of Text, Photo Galleries, large Videos.

In window 2: Small Text, Links, Downloads.

5. SUGGESTIONS OF WHAT TO PUT INTO EACH COMPONENT:

Text windows: policies, supply lists, permission forms, homework, daily/weekly classroom
events, teacher biography, etc.

Downloads: policies, homework documents, newsletters, information on how to help at home,
supply lists, etc.

Links: other helpful external web sites, links to internal pages within district web site, etc.

*Remember these are merely suggestions, most of these subjects could be put into many
components. They are only here to help give you some ideas when creating your page.
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