Using JCPS Online for Websites

Getting Started

Before you begin, an Online Group must be created for you. Send an email requesting the group along
with the username of anyone you want added as an editor to mike.broderick@)jefferson.kyschools.us. A
pre-designed banner will be supplied for you or you can design your own and send it along with your
request. If you wish to change the photo on your Online homepage. Send the new file with your group
request.

Some Things You Should Know

Online website banners and homepage pictures can only be changed by a JCPS Online System Editor.
Any editor with in your group will have rights to all content with in that group. This included adding,
deleting and updating. Your changes are live! Once you hit save the content will be available for anyone
to see.

Enabling Menu Items

Online websites have a unique modification that allows editors to turn on and off your Online website
menus. You can do this by going to the Manage tab> Navigation Menu Settings

Navigation Menu Settings

Website Template

™ Mission | Use "Default” page item L] | Everyone l]

I something | Use "Default” page item ~| |Everyone ~|
¥ Reports and Programs IUse “Default” page item ~| [Everyone ~|
v Principal | Use "Default” page item L] lEveryone l]
¥ Counselors I Use "Default” page item ~| [Everyone =l
¥ Events Calendar | Use calendar page | | Everyone R

M Team 1 | Use calendar page | I[Team] Pl_Team |

I Sports | Use "Default” page item :] | Everyone :]
I Supply List | Use "Default” page item :j | Everyone _vJ
I Student Work |Use “Default” page item v/ lEveryone |
I” Get Involved | Use "Default” page item | | Everyone ~|

Select the check box to the left to enable the menu item. To enable a calendar item, select “Use calendar
page” from the popup list. Select the appropriate access setting from the access popup.
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Using JCPS Online for Websites

Adding a new menu item

There are two tiers of menu items. The main menu’s, which is displayed across the top of the page, and
the Submenu’s which are displayed as drop down menus. Each menu is a folder with a “default” page
within that folder. The folders are located in your groups Content tab.

Content

Add Content Rearrange Reports Utfilities Preferences

ﬂ default
;} Mission

;i Reports and Programs

_‘! Principal
;; Counselors

;i Events Calendar

i Qunnlv 1 st

You add a new menu item by create a new folder. Do this by clicking on the Content tab >clicking on
Add Content. Choose “Folder” from the list. Name the folder what you want the menu to be labelled.
Example “PTA”

__INew Folder

Settings: e Mormal r.l“J'JLIII"n'HI'iEEIII

Content | Access | Standards | Objectives | Automate | Assig

— Page Settings
Title jpTAl
Subtitle |

ARz (B LI L e Ll - 3 P -
= Ti' %" Style~ Format~ Font~ Size~ "\B}' -‘r\’j*

'ag
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Using JCPS Online for Websites

Clicking on the Access tab > Make sure the view restrictions are set to “Everyone”

__INew Folder

Settings: - Normal “ Advanced
Content | Access | Standards | Objectives | Automate | Assignme

r—Access Tracking

User Tracking | Everyone |

— View Restrictions

I_:"': i
Team Access All Teams |
Start Date ™ [auly =I[6 =l [2009 =] [

End Date ™ [ouly I [6 =, [2000 =] [

Click on “Save” at the bottom of the screen.

Next you will need to add a page inside the folder. The page must be called “default” or the menu will
not work. You can not have more than one default page per folder.

Clicking on Add Content. Choose “Page” from the list. Name the page “Default”. Check to make sure
the access privileges are set to “Everyone” and save the page.

_JNew Page

Settings: ¢ Normal € Advanced

Content | Access | Standards | Objectives | Automate | Assignr

— Page Settings

[defaulti
|

‘Z,J vBIquQE)VvaDvE
X Ti' %' Stylev Formatv Fontv Sizev ¥ & -
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Using JCPS Online for Websites

Click on the on the Content tab and you should see your new folder. Remember to enable a menu item
you must go to the Manage tab> Navigation Menu Settings.

If you wish to add a Submenu, you will need to add a folder and default page inside of one of your
main menu folders

Content

Add Content Rearrange Reports Utilities Preferences

j default

» Mission

_| Reports and Programs
_| Principal

> Counselors

4 Events Calendar

| PTA

Editing Your Page
To edit your websites pages, you will be using the built-in JCPS Online HTML editor. Click on the
Content tab. Open the Folder/Menu item you wish to. Click on the “settings” link of the default page.

_]Mission

Add Content Rearrange Settings Reports Utilities Delete

default
settings reports utilities delete

| Submenu item
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Using JCPS Online for Websites

The default page opens with the HTML editor. Select the text or add new text as you would any word
processor. To change size, font or style, click the appropriate tool icon.

These icons control style I U

These icons control font and size Format= Font= Size=

These icons control Text color T~ g~
These icons control Alignment [=]=

_Jdefault

Settings: K Normal « Advanced

Content ’ Access | Standards | Objectives | Automate | Assignment

— Page Settings

Idefauld
|
am- (8o ga-@-x-0O-8-EkE-[=
o Ti' %' Stylev Format~ Font~ Size~ '3" ‘-’_] v
Mission

Welcome to Example School. We are committed to providing a quality educatio
all students, in an environment that fosters academic success and social progre

[l
4

You can copy and past text from any application. Some of the formatting may copy over, but it depends
on where the text is being copied from. After making your changes click on “Save”.
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Using JCPS Online for Websites

Adding A Text Link

You can add hyper links to internal items (uploaded files, other pages) or external items (website, email
address). To add an external link, in the HTML editor select the text you wish to make the link. In this
example we will be adding an email link.

A@&- B I U -~ Q"}:'EI'- ;555.
o Ty~ %" Stylev Formatv Fontv Sizev & & -

Principal

i
4

Welcome to Example School. My name is Example Principal We have lots of good
things going on here at Example School. Our students rank 3rd in the district in
Reading and Writing scores. Our PTA is the largest in any elementary school in
Kentucky. We hope to provide the very best education for your child. We have
many excellent programs that follow the district core content guidelines for your

We look forward to helping you child become the leader they can be in the future.

Example Principal

Click on the icon and select “E-mail” from the popup list. In the email address field, enter the full
email address. Example Prinipal@jefferson.kyschools.us. Click “Ok”

Link
Link Info Advanced
Link Type
£ E-Mail iv|
URL

Link to anchor in the text
E-Mail

'Mossage Subject

Message Body

| OK | [ cancel |

The text should be blue and underlined. Note: email links will only work if the user has an email client
such as Outlook or Entourage installed.
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Using JCPS Online for Websites

To add an internal link, in the HTML editor select the text you wish to make the link. In this example we
will be adding link to another page.

am- slzul-Bla-@-z-a-al-sE- ==

b4 Ti' %' Stylev Format~ Fontv Sizev % ‘ﬁj =

Principal

Welcome to Example School. My name is Example Principal We have lots of
things going on here at Example School. Our students rank 3rd in the districl
Reading and Writing scores. Our PTA is the largest in any elementary school
Kentucky. We hope to provide the very best education for your child. We ha
many excellent programs that follow the district core content guidelines for

We look forward to helping you child become the leader they can be in the f

Click on the icon and select the Map tab. Click on the “+” next to Content. This will toggle open
items inside the Content area. Continue to toggle open each folder until you find the file or page you
wish to link to and then click on that file. Do not link to folders as they will not display properly.

Content Links

Personal Associated Group Map Icons

expand all | collapse all
Group

Calendar

=IContent
default

i=IMission
default
# Submenu item
*|Reports and Programs
2 Principal
#|Counselors
#Events Calendar
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Using JCPS Online for Websites

Adding Images To Your Page
To add an image to your page in the HTML editor, click in the page where you want the image to be
inserted.

Click on the icon. The Image Properties window opens. Click on Browse Server. Note: You must
have your popup blocker turned off for this window to be displayed.

Image Properties
Image Info Link Advanced

URL
l Browse Server
Alternative Text

Preview
Width Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
Height ac Maecenas feugiat conseguat diam. Maecenas metus.

Vivamus diam purus, cursus a, commodo non, facilisis
vitae, nulla. Aenean dictum lacinia tortor. Nunc iaculis,
Border nibh non iaculis aliquam, orci felis euismod neque, sed
ornare massa mauris sed velit. Nulla pretium mi et risus.

HSpace - 8

Fusce mi pede, tempor id, cursus ac, ullamcorper nec,
VSpace enim. Sed tortor. Cur_abitur molestie. Duis_ velit augue,
Align - condimentum at, ultrices a, luctus ut, orci. Donec

pellentesque egestas eros. Integer cursus, augue in
cursus faucibus. eros pede bibendum sem. in temous

The “ Content Links” window is displayed. If you have already upload images to your site, they will be
displayed here. If you have no images, click on the Browse button at the bottom right. Browse to the
desired image file you wish to upload and click Open. Click Upload File. When the file has been
uploaded, it will appear in the “Content Links” window. Click on the desired image.

Content Links
Personal Associated Group Map Icons

Path: <Associated>

_| Banner.jpg

_] Dog.JPG

_| globe.gif

_| Principal.jpg

__| schoolpicture.jpg

Upload a File

Brows

Upload File | New Folder |

Mike.Broderick@jefferson.kyschools.us
WebDesign




Using JCPS Online for Websites

A preview of the image will appear in the Image Properties window. Note: your image may be too large
to display in the preview window. It is best to resize your images before uploading to JCPS Online.

Image Properties
Image Info Link Advanced
URL B Se
|Principal.jpg _Browse Server |
Alternative Text
|Principal
Preview
Width |128 Lorem ipsum dolor sit amet,
Height 1128 ac consectetuer adipiscing elit.
g .
Maecenas feugiat conseguat
— | diam. Maecenas metus.
Border | Vivamus diam purus, cursus
[ a, commodo non, facilisis
i rr - vitae, nulla. Aenean dictum
VSpace lacinia tortor. Nunc iaculis,
: T nibh non iaculis aliguam, orci
L — = felis euismod negue, sed
ornare massa mauris sed
Left velit. Nulla pretium mi et risus. Fusce mi pede, tempor id, ,
Abs Bottom cursus ac, ullamcorper nec, enim. Sed tortor. Curabitur
Abs M_'ddle molestie. Duis velit augue, condimentum at, ultrices a
Baseline
Bottom
Middle
Right
Text Top
e ] & | [ Cancel |

In the “Alternative Text” field enter a descriptive name for the image. Under “Align popup”, select the
appropriate setting to allow the text on the page to wrap. Select “Save”

Adding a Calendar Entry
To add a Calendar entry click on the Calendar tab.

Group "-C.alenda‘r:, Content Resources Communicate Report Automate Manage

Mike Broderick - Adr
Calendar
Add Format: List Grid | View: Day Week Month Year | Previous Next T
July 2009
day day Tuesday Wednesday Thursday Friday Saturda’
1 2 3 4
10:00a Book ClI
01:00p Author -
5 6 7 8 ] 10 11
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Using JCPS Online for Websites

Click on the Add link. The calendar window is displayed. Enter the appropriate information in each
field and click Save. If you wish to have a separate calendar for you website, you can tag an item in the
User Popup window as long as you have set the tag in the “Teams” section under the Roster tab.

' Calendar

»LVFMT Sk
Title
User
Section
Category
Contact

Location

Notes

Password

Date
Time

Duration

TTINGS

IOnIine Website Training
Check Speliing

| Everyone ~|
I Website Template v/

| Appointment ¥|  Other |

|Mike Broderick

|Portab|e B

Jaelllslzlugla@zl-=E

Online Websites must be setup before training can

I**"** Confirm I

ID TIME SETTING

| July =l |1s =, [2009 x| [

|PM12 ~¥[:|30 v| EST/EDT

|3hr  >||00 min |

Save | Cancel I Recurrence I

Calendar items will be displayed on the homepage based on the date of the event. Items will fall off after

they expire.

“Announcements” and “News” items can be added under the Communicate tab and will be displayed

on the homepage.
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