Website Administration

Contents

o7 =4 =41 o =30 1 o FR PPNt
11RO T o] (o - Yo P PPTRTPPPRPP
MOAITYING PAGES . .coeeeeeeeeeeeeeeeeeeeeeee s e s e e e s e e e e e e eeeeeeeeeeeeeeee s s e s ar s e s s s s s s s b s saa s nnaeeeaseeeeeaaeaeaees

o0 gY o T=Te [ T o == TN 1T a1~
FANo o [T F= - T=d =SSP PP PPT PRSPPI
Add / Modify Dates t0 CalE@NUars .........ccoeeuieeiieieeeiieiee e e e s e e e e enaraeeee s



Logging In

The easiest way to log in is to Sign-In with Google
e Sign into your district Google Apps Account

e Open an new tab and go to https://app.4schools.net/client/index.cfm?memberid=1103&app=cms

e Click the red button at the bottom:

The first time you login you may get this message below....click ‘Accept’

- 45chools would like to:

@ Know wha you are on Google

o View your email addresses

By clicking Accept, you allow this app and Google to use your information in
accordance with their respective terms of gervice and privacy policies. You can

change thiz and other Account Permiggions at any time.
Cﬂncel

Once you have logged in successfully you should see a screen similar to this:

MCFARLAND SCHOOL DISTRICT

DASHBOARD
@ Dashboard .
PAGE CATEGORIES SERVICE UPDATES
NEW USER INTERFACE
. View r new CMS4Schools Help Center for docum and watch our recorded training webinars relating to the new user
Stalf Site . ‘!:::nplc(t.olhl! quick survey 1o lot us k ut you @ with the
* “Switch to CMS4Schools Classic” in the upper left if you would prefer to con
MODULES
RECEIVE SERVICE UPDATES
e o « Visit our Status Page and click on *Subscribe” to receive email not
« sign-up to receive future emails from us
LIBRARIES
] STAY CURRENT ON ENHANCEMENTS
* Visit the 4Schools Help and the new jocumentation, articles and video tutoriols
* Follow the Change Log to stay current on p
APPLICATIONS « Submit and review enhancement requests o f
UTILITIES QUICKLINKS CONNECT WITH US

itemap

Once you have logged in this way, you can change your password under USER... ‘Edit My Profile’ and then

just use that password along with your network username instead of using Google Sign-In or you can just

always login with the Google Sign In.


https://app.4schools.net/client/index.cfm?memberid=1103&app=cms

File Upload

Use the Files, under Libraries, to upload a file to the web site in order to link to it — either a document or image
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When you open the Files area you will see a group of folders at the top. Open the folder that you would like to place the
file in and click ‘Add File’. Files from the current folder are listed under any sub-folders.

You can create a folder within the current

folder by clicking this
You can add a file to

the current folder by
clicking Add File

MCFARLAND SCH@OL DISTRICT
FILE LIBRARY

@ / Lbraries | File Libghry

ACTIONS

(® Add Folder € Back One Folder

FOLDERS & FILES

Location: https:/[www.mcforand ki2wius/schools intermediatef

4\ Apps & Users

® Help Center Emily Broom

This shows you the folder you are currently in

Show 10 entries
Search:
—
SARARMOME ClICk On f0|der nal e . DATELAST MODIFIED MOVE DELETE
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—

<] to Open fOlder 8/11/2015 8:48 AM Move
©
G—

! WisBridgesParentLetters 3/3/20201003 AM Move
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>S5
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showing 1o 2 of 2 entries Frevious . Next
—
Show 10 entries
Search:
p—

17,) FILETYPE + FILE NAME FILESIZE DATE UPLOADED MOVE DELETE

(]

i.l__ — 2018-18 POWER Matrixjpg 135 MB 9/5/2018 1:25 PM Move “

- 2018-19 POWER Matrixpdf M3 KB 9/5/2018 1:25 PM Move “

' 1

Once a file is uploaded, right-click the file name and choose Copy Link / Copy Link Address (wording depends on

the browser you are in) to copy the URL you need to access the file.



Modifying Pages

Go to Page Categories to access your pages:

PAGES

NAME

@ Switch to CMS4Schools

Classic

@ Dashboard

PAGE CATEGORIES

[ Primary

[0 Secendary

Search:
PREVIEW button found here

STATUS LAST UPDATE EDIT \ ACTIONS
D pistrict Horne (AN CFTD [ Pubiishea | 7/801512:31 P

\

Settings allows you to change page
parameters such as
Visible/Hidden, Page Title, and

Content button allows you to modify the Main Body and a Right menu
order of pages.

Each Main Body can be made up of one or more modules. Some of the available modules are

Announcements

Bulletin Board/Forum/Blog
Calendar of Events

Embed Audio/Video
Expand/Collapse Content
Interactive Forms

Links

Photo Gallery
Resources/News

Slide Show

Text/Graphic Editor (most common — what instructions for Home Page dealt with)

Each Right Side Bar can be made up of one or more modules. The available modules are:

Announcements

Mini Calendar

Quick Links
Resource/News

Right Side Text/Graphic
Slide Show

Translator Widget
Upcoming Events



Most pages are made up of the Text/Graphic Editor

EDIT EDITOR

@ / PogeCoteganses [ Primary | Distict | Summer Schoal | Woin Body | EditEditar

Formatting toolbars

TEXT SETTINGS
Bisouss @ B @ [P Q by | |-
B I U & x «|L|z:: ¥l R EE(d Heoeg M oOBESD

- | bt A B

This is where you enter your content information.

body P owme w stong e

[MAGE SETTINGS

IMAGE DISPLAY

Imoga Image Widih
O 300
GOOpE
Custorm

Crag and drop image file hers to upkoad (jpg. .gif, or png). Images wider than the set width in pixels will be scaled
down

O Left

Right
Aocea
Anciva Aligrmean:

AR Tast

Bolow
Balow Abgremeni

Caption

EF SAVE your work

If you would like to include a picture you can quickly do it by using the Image Settings area.

cooraimgly. Image Aligrimant

5o

Thun

Thasrs:

day-1

L DIy L UL U AL waer | Gales

Apaps 500px
Taopx BOOpE

You can even link your picture to another web page or web site using the Link box (not shown above)

Instructions on embedding a link are on next page.....



Embedding a link
To place a link to a website in your text, do the following:

e Highlight the word(s) you want for your link (example: “Visit my website for more Info”

e C(Click the link icon in the toolbar &=

e Enter the website address in the URL box

e If you would like the new website to open in a separate window, click on Target then select ‘New
Window (blank)’

e Click ‘OK’

[@ Source | @ @ @ E @ W QL E Y

B/ I UGS x x|L | = = EIE‘”E.!';'Z:E::EI-IEIEE'@
Link .

Styles = | MNormal - | Font - | 14
Link Info Target Advanced
Link e
WRL
Protocol :
nttp:tl v www.mywebsite.com| x|

Link [ ]

Link Info  Target Advanced
Target
New Window (_blank)



Adding Pages

To add a new page or menu item that goes to a URL, use the buttons at the top of the Page list

ACTIONS

(3 Add Page @ Add Link

Fill in the Add Page screen and click ‘Add’

ADD PAGE

@ / Page Categories | Primary | District | Add Page

Required Settings Banner Settings Display Settings SEO Settings Security Settings Toggle All Settings

REQUIRED SETTINGS
TITLES LOCATION STATUS
Navigation Title Sub-Category Publication Status

Name that will appear on the left-hand side menu when O Published Unpublished

your website is displayed. For example: Student Services
The navigation title appears in the menus and navigation tools on the site.

Shows in Navigation After ® schedule Status Change
Page Title

District v Published pages are able to be viewed and

are not able to be viewed by any end users

Test v e
Name that appears at the top of your page gst:i::g:tatusmdden
The page title appears directly on the page as the highes level heading. Level Visible pages will show in the navigation wh
navigation
chedule status ange
om
. i )

only lower cose letters (0-z), 0-9, and dashes are allowed. |f you Set th|$ to Hldden your page

will not display until you change it to

RV ’ .

Visible You can actually tell it when to make

This tells it what order to put your pages in
your page Visible/Hidden.

This allows you to have sub levels of web pages



Add / Modify Dates to Calendars

@ Switch to CMS4Schools
Classic

To add a date to a Calendar, select Calendar

@ Dashboard

PAGE CATEGORIES

0O Primary >
D Secondary >
O Mobile site

&) staff site

MODULES

«' Announcement

& Calendar

Use the arrows at the top to select the correct month & year. You can select Event Category but not required.

CALENDAR

@ | Modules | Calendar

ACTIONS
=) CE s

EVENTS

Event Category

All Categories v
< > |today DECEMBER 2021
su wed

n Mon Tue
7p School Board Special Meet MHS Capitol Pageant Rehears
]

To add a new date, click on the date number. To modify an event, click on the event name

ADD EVENT

® | Modules | Calendar | Add Event

General Settings Content Settings Attachment Settings Facility Settings Location Settings RSVP Settings Toggle All Settings.

GENERAL SETTINGS CONTENT SETTINGS

Minimally you should fill in the
Event Title Date Description

Event Title, Category & Date
Event Category vent Description

S Brsocs @ B @ EBEE Q by B
B I USxx L =i iyl EE =SS =
Event Date . -
1112912021 ] SEIRSge 0
. Styles | Format - | Font - | sie - A- B

Event Time

Begin Time

If you would like, you can

Mt Repetition

enter a time and description. O
oy

specific Dates

(event creation con’t on next page)

Words: 0, Characters: 0



ATTACHMENT SETTINGS
Attachments: You can use the Attachment option to attach files. The file links

window when the user opens the Event. FILES

attachment 1
Choose file

Links: You can add links to additional info as well. If you put a ‘Title’ with —
the link, the Title is displayed as a hyper-link and when the user clicks on it,

they are taken to the specified URL. These also appear in the Event

description window.

LINKS
Recurrence: You can specify an event to reoccur daily, weekly or monthly.
Each of these options lets you specify additional information, such as an Lk 1 Tite
ending date for the recurrence. You can also use the ‘Select Your Dates’
option to specify multiple dates for an event.

" LOCATION SETTINGS
We are not using these fields at

Location

this time except for sports info

that is im'por'ted from' RSc.hooI .
Put location information in your Bxtra Location Taxt

description.

Add Event

Allow to RSVP: You can allow people to RSVP to an event by clicking this VP SETTINGS

box. You enter one or more emails that that will receive the RSVPs. Allow RSVPs

If an event has an RSVP attached to it, when the user opens the event they will see an RSVP link

test

Category: District
Date: 15
RSVP Form: Click here to RSVE

=print= =close window=

If a user clicks the RSVP they will see these 2 boxes where they can enter their info and info for other attendees!

RSVP Step 1 of 2 - test RSVP Step 2 of 2 - test

Fill out the form below and click the Continue bution.
Fill out the form below and click the Finish button.

First Name: |M|che\le |

£

First Name Last Name Email

: |Michelle ><| |E\.rersoll | | |
Il I |

| Finish || Clear Form |

Last Name: |E\rer50|l |

Phone Number: |838-4528 |

Number Attending: (inc\uding yourself) 2 |

Note: You can enter attendee information in Step 2.

| Continue to Step 2 | | Clear Form




For each person that RSVPs, an email is sent to the email you specified.



