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Training Lab Instructions:

Log in to lab computer with your network credentials

Log off & Log in again

Open Google Chrome

Browse to the Plano ISD Incubation Site: https://www.pisd.edu
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https://www.pisd.edu/

Bb Web Community Manager (Schoolwires)
PISD Section Editor Training

The Blackboard Web Community Manager is a remotely-hosted content management system that allows all editing to
be done online in your browser from any location, without the need for special software. If you have been assigned
rights to edit a section of your campus or department website, you can access it from any computer with Internet
access.

PISD Training Site - https://www.pisd.edu/train

Blackboard Web Community Manager Help Center - http://cerc.blackboard.com/Domain/88
e App Depot
e Site & Section Management
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Bb Web Community Manager (Schoolwires)

PISD Section Editor Training

WEBSITE STRUCTURE OVERVIEW

Site The Plano ISD website is a site.
Subsite All campuses, including athletics, are subsites of the district site.
Channels | In Schoolwires, the primary navigation categories (main menu) of any site or subsite are known
as channels.
e Achannelis like a Drawer in a file cabinet containing similar information.
e Channels are visible on every page of your site or subsite.
e They provide visitors to your website with consistent navigation throughout the site or subsite.
F translate £¥ useroptions
ﬂ About Us  Students & Families Departments Board of Trustees Community
L o1 Ann
Sections Within each channel there are sections. Sections are containers used to group together one or more
pages. Each new section added to a channel will automatically show up in the channel drop-down. (A
section can be hidden from navigation if desired)
Each district department or program has a section of the district website to maintain
Teachers can also have sections to maintain for their classroom websites
Staff will also be assigned section to use as desired. (publishing is optional)
er aptions f v 2 =
About Us  Students & Families Departments Board of Trustees Community Emplovment Staff
: . D Join Our Team
A N 0 ﬂ m New Team Members
{ent School District schools calendar contact
Student Teaching
Section ﬁ N'- Q,  Aboutus Students & Families Departments Board of Trustees Community Employment Staff
Pages PLANO ISD ﬁ schools calendar D contact 6fﬂundatiun % meals

New Team Members

NEW TEAM .
MEMBERS Home » Employment » New Team Members » New Hire Information Sectlon

New Hil .
Information Becoming a Plano ISD Employee )

- PR — Pages in Left
Fingerprinting Benefit information will be mailed to your campus and may also be reviewed at

Navigation

www.pisd.edu/benefits
Review PISD Acceptable Use Guidelines
PISD Technology Training

Completed Employment Forms Required For New Hire Meeting . =

If you do not have access to a printer prior to your new hire meeting. the below forms can be provided to
You at your scheduled appointment.

1-9 List of Acceptable Documents - An I-9 form will be completed at your new hire meeting. Please ensure you have
the proper identification necessary to complete the form. Failure to submit acceptable identification documents for
the 1-9 form will delay the hiring process.

W-4 - Complete the lower portion of the form and include the total number ifal\owances you are claiming. Do 0oL Content Area

cut the form

Social Security Form - Employee ID# is your social security number.
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Pages Apps are the content building blocks of pages. You can have one or more apps on a page. You can edit

consist of your apps as well as share them with other editors. Each app offers different functionality. Apps help you

APPS keep your pages interesting and organized.

e Use asingle app to display a single type of information such as a list of links (Link Library App),
classroom handouts (File Library App) or a calendar (Calendar App) on a page.

e Use multiple apps when you want to organize different types of information on a single page.

e You can share apps with individual users or groups of users. They can add them to their pages, but
they cannot edit or permanently delete them. Sharing apps is particularly helpful if you want the
same information posted in multiple places on your website, but you only want to edit it once.

Apps on Site HOME Page

SITE SHORTCUTS

tiop Ofiiehedula Site Shortcuts App

Head Start Program

+ Tutors and Mentors.

This Is The Headline Title
Thi s b Transportation
line }

be the headline. + Haalth Services

i Box Tops for Education
ANNOUNCEMENTS Announcements i
Parents! if you are in need of tutoring sessions for your. (1 UPCOMING EVENTS
please cantact our school counsetor wehauelocalm\\egasmﬂems | s raps Onto Ar ’ =
who are trained and available for slotted sessions at our schaols. 4 N September Upcoming Events App
| . You can use it ta describe the .

Congratulations to our Mathlete winners who taok first place in the headline. y \, Monday

( | 12:009M - 1:00PM
recent regional competitian. They will be moving on to the national (05 h i
event which will take place later this year, X M/ Thisisthe Event Name Right Here y
12:00PM - 1:00PM

This Is The Headline Title i .
Each month we will feature a faculty member in our Teacher This is the Event Name Right Here

This is the headline teaser text,
Spotlight. Learn more about our wonderful staff members.

which is optional for each headline }
story. You can use it to describe 4 A Saturday
the headline. | 10 | 12:00PM - 1:00PM
\ / This is the Event Name Right Hera This is the
Event Name Right Here

Congratulations to our Mathlete winners who took first place in the
recent regional competitian. They wil be moving on to the national
event which will take place later this year,

October
Fo o Tuesday .
WELCOME T0 PLAKO 18 - E Y E ot — Apps on Site SECTION Page

\
Sed ut perspiciatis unde omnis iste natus. i um, totam aperiam, eaque ipsa qlia

Invenitore veritats et quas| architecto beatae vitae dicta sunt ezpﬂ:abo Nemo enim Ipsam voluptatem quia oluptas si asnatur aut odit aut fuglt, ||
sed quiac nagni dolores sequinesciunt.

—

ASSESSMENT &

Home = Dx nents = 5 Accountability = Acceleration it
ACCOUNTABILITY ome = Departments = Assessment & Accountability coeleration & Credit by Exam

Acceleration and Credit by Exam

Site Shortcut App

Home ACGELERATION INFO B
P . GRADE LEVEL
Welcome to the Credit by Examination testing process. Credit by Exam provides a
way for students to receive credit and advance. Students must be registered in a Kindergarten
ANANN Plano ISD school and attending, if school ks in session, in order to be eligible to
test. Elementary Grades 1.5
CogAT - Cognitive
Abilities Test Students in Kindergarten through 8th grade may test to move ahead one grade Middle School Grades 6-8
level, High school students may earn credit In a course that they have not taken
Acceleration & Credit by or under certain dreumstances may earn credit for a course which they took but : =
Exam for which they did not receive credit. We invite you to visit the links below for PR L A B e
more specific information on dates, courses and testing.
Home-School PSAT/AP Creliillhy Exam Frequently Asked
This website Is updated periodically as new Information Is avallable. Refer back Questions

periodically for changes to the calendar and course requirements. To reglster for

Conducting Research in testing, the student needs to obtain testing application(s) from hisfher schogl S
Plano ISD Gt et el Rl Ryl "Contact Credit by Exam
counselor. For general questions about Credit by Exam, please contact the Credit

. by Exam Office.
Testing Schedules If you have any additional
For specific information about acceleration and Credit by Exam, please select the questions, please call Brandi
grade lavel link to the right that applies to your student. Dahlqulst at (469) 752-8703.

Credit by Exam Frequently Asked Questions

1. When can a student test for CBE?
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SIGNING IN TO WEB COMMUNITY MANAGER

From any on your Campus website site:

Hh trans ser ions
1. Click the user options link on the top left of the page. b raneate O user opuon

2. Click onsignin

3. Enter your network Credentials. Then click Sign In ENTER YOUR USER NAME AND PASSWORD TO SIGN IN.

‘You can use this site without being registered or signing in, but registered users who sign in may havg

User Name:

You have now identified as a PISD staff member. | <
john.doe

Signing In may give you access to resources not
available to the general public. Password:

m Forgot My Password

?ﬁ\ transiate Q user options

Site manager

edit account settings

Sign out

HANDS ON — MY WEBSITE TRAINING

e Campuses: Your staff page can be found by going to:
https://www.pisd.edu/schoolname_sp
= example https://www.pisd.edu/jasper sp
e Admin: Your staff page can be found by going to:
https://www.pisd.edu/schoolname_sp
e PISD Website Training Resources : https://www.pisd.edu/train
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SITE MANAGER / SIGNING IN

Site Manager is the tool used to manage content on the website. Once authenticated, the user given editing
privileges sees the Site Manager link in the User Options menu at the top of the page.

If you have been given permissions to edit web % wanslate O user options
content, the Site Manager will display as an option in

the user options menu. Stemanager

edit account settings

sign out

1. Click user options link on the top left of the website
2. Click Site Manager

EDITING PAGES

After you have signed in to the website, you will see the edit B Eonmiy)  ETIImR R S
button on the right side of any page that you have rights to

edit. ﬁ D 6 %W

schools calendar contact foundation menus
L
1. Browse to your staff page channel. .
- Services

2. Find your name and click edit.
Edit Page

QUICK LINKS

FULL EDITOR OVERVIEW

The editor that you find in the Content App is known as the Full Editor. The Full Editor offers many options to add and
edit content.

Insert Link Wizard
The Insert Link Wizard allows you to insert links within the Basic and Full Text Editors.

Insert File Link Wizard
The Insert File Link Wizard allows you to insert links to files within the Basic and Full Text Editors.

Insert Image Wizard
The Insert Image Wizard allows you to insert images within the Full Text Editor.
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PAGES OVERVIEW

Section Editors can add pages to their section. A page holds the content for the section. The way a page appears can be
changed by changing the Page Layout. You can change the layout of your pages and add other apps to your pages as
required. There are also default page layouts available for you to use to create your pages.

Core Components of a Page

Any page you add to your section consists of three core components; a Page Layout, Columns and Apps. A page consists
of apps within columns. You have a choice of different Page Layouts from which to select for your page. You add apps to
your columns.

Page Layout
The way in which the columns are arranged on a page is called the Page Layout. You can have one, two or three column
layouts as well as layouts with left or right side-bars and layouts with headers and footers.

Columns
You place your apps into the columns of a Page Layout. You can place one or more apps in a column.

Apps are the content building blocks of a page. You can have one or more apps on a page. You can edit your apps as well
as share them with other editors.

Page 2

Page Layout Options below. Do not include the Left Nav
if your page has a left navigation bar.

Left & Right Sidebar Left Sidebar (Simple) One Column Right Sidebar Right Sidebar (Simple)
Three Column Three Column [Simple) Two Column Two Column [Simple) Two Column Right Sidebar

A Page Type consists of a page layout that includes at least one app. You have a set of default page types from which you
may choose when creating a page. Once created, you can modify your page and add additional apps or change the
layout of the page.
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SECTION WORKSPACE OVERVIEW

Summary Tab
The Summary tab is where you will manage your current pages and create and design new pages. The Summary tab is
made up of four different elements Current Pages, Common Tools, Pending Comments and Total Visits®

Eummary Tools Editors & Viewers Statistics Howdo L..7 - Add a Page
- Edit a page
Current Pages Common Tools All Tools * De|Ete a Pa e
T — - Copy a Page
I Organize Pages Recycle Bin | Find Fage
J = Photo Gallery . Move a Page
Introducing Editing Pro Tips! [] Foms& Surveys - Make a Page Active

- Make a Page Inactive

Files & Folders

STATUS  PAGE - Change a Page Name
o Home Acsons v - Organize pages
. - Set page options
Lacin J ] STAAR - State of Texas Assessments of Academic Readiness Actions ¥ Pending Comments ipkisiials - Set page viewers
There are no comments swsiting approval. - Get the page link
[ acti ] STAAR Elementary Actions ¥ .
7] ; - Access page Recycle Bin
[acimi ] E STAAR High School - EOC Actions ¥ Total Visits
[ acti ] STAAR Middle School Actions ¥ I b
i - P
Tools Tab
The Tools tab is where you can manage your section tools and apps.
- Files & Folders
Files & Folders Forms & Surveys - Approve Visitor
Organze the files and folders used in your workspace. D Create and manage forms and surveys for your section
- Comments
Approve Visitor Comments .~ Approve Community Editing - App Manager
Approve or reject visitor comments on your spps. =2 Approve or reject community edits to your apps. - Photo Ga||erM
- Reports
* App Manager . Reports .p.
Manage and edit the apps n your workspace. . View your section’s reports. M
- Approve Community
_ Photo Gallery — Minibase Editing
& Create and mansge photo galienes for your section Create and manage minibases for your section
- Forms & Surveys

Editors & Viewers Tab
The Editors & Viewers tab is where you can give others the right to edit and limit viewing rights to your section.

Statistics Tab
The Statistics tab is where you can view your section statistics. Includes Total Visits & Total Page Views.

How do | Tab
The How do | tab is where you go for help and additional resources. You will find guides, helpful links, Videos, and
additional resources.
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SITE MANAGER OVERVIEW

il L .

View Website - Permits you to view the refreshed website after you have made changes.

Help Center - Links to the Web Community Manager Help Center site where you can access other resources.

Sign Out - Allows you to sign out of Site Manager.

Hot Topics Billboard - Offers you quick access to content designed to help you create engaging pages. The Hot

Topics Billboard can be closed to give you more workspace

Section Workspace - Your work canvas. Click a tab (Summary, Tools, Editors & Viewers, Statistics and How Do I...?)

to see options for it. Note that you will find your pages on the Summary tab.

Blackboard

Assessment & Accountability

Editors & \iewers

. Summary

current Pages
I Organze Pages

Introducing Editing Pro Tips!

Recycle Bin

we'll show you what you need to know to create
Responsive, Accessible, Consistent an
Integrated content. Read Pro Tip =1 to learn
about creating adaptive content.

[%]

Commen Tools All Tools

- Photo Gallery
&)

Forms & Surveys
El !

Files & Folders

Pending Comments All Comments

There are no comments awaiting approval.

P—
alzitiha i Total Visits
[ ecmme ] . | Home Actions
[aemme ] E STAAR - State of Texas Assessments of Academic Readiness Actions :EE
[acme ] L.l STAAR Elementary Actions :zz
[isrme ] L.l STAAR High School - EQC Actions 2n-:
=]
[icrme ] il STAAR Middle School Actions o - & % i
& & -\\""Q\ -‘\.\"‘d\ \{"Q-O o =
[ acrme ] [ STAAR for Special Education & English Language Learners Actions
[aemme ] E Acceleration & Credit by Exam Actions
[izrme ] L.l Grades 1-5 Credit for Acceleration / Advancement Actions
1. Arranging Apps
a. District Emergency Announcements
2. Connecting Google Calendar
3. Editing Staff Directory
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CommMoON APPS - UseD BY PISD

SCHOOLWIRES — APPS SHOWROOM

About Teacher App—A great welcome page. It helps students and parents get to know more about you. Use this app
to display your photo, contact information, degrees and certificates.

Announcements App—Ideal for broadcasting brief, short-term messages. This is a go-to app on Site and Subsite
homepages. They can also serve as a useful tool on a teacher's section landing page, an athletic section landing page, a
club section landing page and a department section landing page.

Article Library App—Build collections of articles that generally have the same topic or theme. Use this app to showcase
content.

Calendar App—An efficient organizational tool. There are calendars available at all levels of your site - Site Workspace,
Subsite Workspace, Channel Workspace and Section Workspace. Site Directors can make an event on the Site
Workspace Calendar mandatory and the event displays on all calendars.

Content App—The go-to app for adding text to your page. You can also add text, images and links to your page. It also
pulls styles from your template and provides you with a simple and clean editing experience. This app is adaptive which
means the content you enter looks great when viewed on any device.

Embed Code App—Used for embedding code on your page. The most popular use of this app is to insert third-party
embed code and render it locally on your page.

File Library App—Organize collections of files that generally have the same topic or theme. There are many uses for
this app. Here are some examples of how you might use this app to create, organize and showcase items.

Headlines & Features App—Showcase an article or other content on your page. The Headlines & Features App is
generally used on a Site or Subsite homepage. This would also be great on a Teacher homepage.

Image App—Insert an image on your page. This app supports your efforts to design pages that look great on mobile
devices. Use the Image App to add an image to a page and your device recognizes it as an image and displays it
appropriately

Site Shortcuts App—Build quick links to other material on your site or other websites. Direct visitors to important
content with one click. Site Shortcuts are generally used on a Site or Subsite home page. This would also be great on a
Teacher home page.

Staff Directory App—Create a Staff Directory allowing you to add and maintain information about each of your staff
members. You can include names, phone numbers, extensions, email addresses and room numbers.

Table App—Add a table to your page. When you add a Table App, you first specify the number of rows and columns it
should contain. You then have the option to add a caption and a description for the table. You select a table style and
indicate if the table should include row and column headers.

Upcoming Events App—Displays events from an associated calendar. Upcoming Events App is a great way to keep
everyone apprised of what's coming up. Upcoming Events App is a customary app for Site and Subsite homepages. This
app also works great on a Section landing page for Teachers, Clubs, Departments and other Sections.
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ACCESSIBILITY

See https://www.pisd.edu/accessiblity

EXERCISES — WORKING WITH PAGES

Exercise 1—Add and Edit a Content Page

Directions: Add a new Content Page. Follow the steps below.

1.

NowuhswnN

8.

From the Summary Tab, click New Page.

Click on the Content Page Type from the list presented.

In Page Name field, assign a name for this page. Click Save to return to Page List.

Click on the name of the page in the Page List. The app opens.

Edit the app as you like.

By default, the status of the Content Page is active. The Activate on my page checkbox for the app is checked.
If this is acceptable, leave Activate on my page checked. The app will display on the page for viewers specified.
(If you have not specified viewers, the app will display for all visitors to the end-user website.)

If you wish to hide the app while you edit it, uncheck the Activate on my page checkbox to deactivate it.

Exercise 2—Change the Page Layout and Add a Calendar App
Directions: Change the Page Layout and add a Calendar App. Follow the steps below.

1.
2.
3.

LWooNOUL R~

10.
11.
12.
13.
14.

Click Actions to the right of the page you created in Exercise 1.

Click Edit Page to access the Page Details window.

Click Manage Apps & Layout under Actions to the right of the Page Details window. The Page Details window will
be placed into Design Mode.

Click Change Layout.

Choose the Two Column layout for your page.

Click Apply.

Click Add App.

Click on the Calendar App from list of Available Apps.

Type a name for the app. Use a meaningful name so that you can easily identify the app later.

Click Save.

Drag and drop the Calendar App to the second column.

Click ’'m Done to return to the Edit View of the Page Details window.

Click the Home breadcrumb or Summary Tab to return to the Page List in Current Pages.

Bad idea! You should always use a One Column layout for the Calendar App. Change the Page Layout.

Exercise 3—Add a Calendar Event

Directions: Add an event to the calendar. Follow the steps below.

1. Click the New Event button.
2. When the Event window opens, enter the Start Date, End Date, and Event Name. All other fields are optional.
3. Click Save.
4. To edit an event, position the cursor on the event.
5. Click the Edit button that displays. Edit the event as desired.
6. Click Save.
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Exercise 4—Upload Files to Files & Folders

Directions: Upload files to Files & Folders. Follow the steps below.

1.
2.

oukWw

o ® N

10.

11.

On the Summary tab, click Files & Folders in Common Tools.
Create folders for your images and documents. You do this by clicking on Folder Actions at the top of the page,
then selecting New Subfolder from the drop-down list.
Type a Name for your folder then click Save.
You can continue adding folders and even create folders within folders if you like.
Using the Navigation Pane, select a destination folder to which you will upload files.
Click Upload. Browse to find the file or files you wish to upload.
a. To select a range of contiguous files, hold down the <SHIFT> key and click on the file names.
b. To select a range of noncontiguous files, hold down the <CTRL> key and click on the files names.
What does contiguous mean?
Click Upload. When complete, you are returned to Files & Folders.
If desired, move a file to another folder using the Move button.
Click the More button to display the More Drop-Down List and try the Rename, Get Link and Delete options.
Note that if the file is an image, you see the Preview Image option on the More Drop-Down list.
Challenge: Save a file in Files & Folders to your local desktop.

Note: If you move a file to another folder, the web address for the file will change. Remember to update any links to that
file with the new address.
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EXERCISES - WORKING WITH APPS
Exercise 1—Work with Text in the Content App

Directions: Complete this exercise. Follow the steps below.

1. Add a Content App to your page.
2. Practice creating the text below
Subtitle
Normal text

Larger text

Exercise 2—Insert a Picture into an Image App
Directions: Complete this exercise. Follow the steps below.

1.

NouswnN

Add an Image App to your page.

PISD Section Editor Training

Choose a picture from your computer, your site/section, a shared library or the clip art library.

Browse for the picture you wish to insert.

Enter Alternative Text for your picture.

Adjust your picture’s Alignment and Border size.
Resize your photo as desired.

Save your Image App.

Exercise 3—Create a Table in a Table App
Directions: Complete this exercise. Follow the steps below.

1.

OU A wN

Add a Table App to your page.
Choose a table size.

Set your Table Caption and Table Summary as desired.

Choose a Table Style.
Enter some content into your table.
Save your table.
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