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(Schoolwires) 

PISD Section Editor Training 

Training Lab Instructions:  

1. Log in to lab computer with your network credentials 
2. Log off & Log in again 
3. Open Google Chrome 
4. Browse to the Plano ISD Incubation Site: https://www.pisd.edu 

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 
● App Depot 
● Site & Section Management 

TABLE OF CONTENTS 

WEBSITE STRUCTURE OVERVIEW -----------------------------------------------------------------------------------------------------3 

SIGNING IN TO WEB COMMUNITY MANAGER -------------------------------------------------------------------------------------5 

HANDS ON – MY WEBSITE TRAINING ------------------------------------------------------------------------------------------------5 

SITE MANAGER / SIGNING IN ----------------------------------------------------------------------------------------------------------6 

EDITING PAGES ---------------------------------------------------------------------------------------------------------------------------6 

FULL EDITOR OVERVIEW----------------------------------------------------------------------------------------------------------------6 

PAGES OVERVIEW------------------------------------------------------------------------------------------------------------------------7 

SECTION WORKSPACE OVERVIEW ----------------------------------------------------------------------------------------------------8 

SITE MANAGER OVERVIEW-------------------------------------------------------------------------------------------------------------9 

EDITING HOME PAGE--------------------------------------------------------------------------------------------------------------------9 

COMMON APPS - USED BY PISD----------------------------------------------------------------------------------------------------- 10 

ACCESSIBILITY--------------------------------------------------------------------------------------------------------------------------- 11 

EXERCISES – WORKING WITH PAGES----------------------------------------------------------------------------------------------- 11 

EXERCISES - WORKING WITH APPS ------------------------------------------------------------------------------------------------- 13 

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 2 

http://insight.dev.schoolwires.com/HelpAssets/C2Assets/C2Workbooks/C2SEWkbk.pdf
http://cerc.blackboard.com/Domain/88
https://www.pisd.edu/train


  
  

            

  
   

    

   
  

     
   

     
       

  

   
     

 
 

 
 

  
 

 

1fA translate 0 user options 

-A- 14, 0. About us students & Families Departments Board of Trustees community 

er options 

About Us Students & Families Departments Board of Trustees Community Employment Staff 

ANO rnm 
schools calendar 

D 
Join Our Team 

New Team Membe rs 

Student Teaching 
ient School District contact 

i't tt:, Q. About Us Students & Families Departments Board of Trustees community Employment Staff 

PLANO ISD 

NEW TEAM 
MEMBERS 

New Hire 
Info rma tion 

Fingerp r inting 

ii&_ school s rnm calendar 0 contact 

ome • Employment • New Team Members • New Hire Info rmation 

Becoming a Plano ISD Employee 

Benefit informat ion will be mailed to your camp us and may also be reviewed at 
www.p isd.edu/benefi ts 
Review PlSD Acceptab le Use Guidelines 
PISD Techno logy Tra ini ng 

Comp leted Employment Forms Required For New Hire Meeting 

41, foundati on ~meal 

If you do not have access to a prinrer prior to your ne w hire meering , rhe below forms can be provided to 
you at your scheduled appointmenr . 

1-9 List of Acceptab le Documen ts - An 1-9 form will be completed at you r new hire meet ing. Please ensure you have 
the proper ide nt ificat ion necessary to com plete the form . Failu re to subm it acceptab le ident ificat ion documents fo r 
the 1-9 fo rm will de lay the hiri ng process. 

W-4 - Comp lete the lowe r port ion of the fo rm and include the tota l number f al lowa nces yo u are claimin . 
cut the form. 

Social Secur ity Fo rm - Employee ID# is you r social secur ity number. 

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. 

● A channel is like a Drawer in a file cabinet containing similar information. 
● Channels are visible on every page of your site or subsite. 
● They provide visitors to your website with consistent navigation throughout the site or subsite. 

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) 

Section 
Pages 

New Team Members 
Section 

Pages in Left 
Navigation 

Content Area 

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 3 

http://insight.dev.schoolwires.com/HelpAssets/C2Assets/C2Workbooks/C2SEWkbk.pdf


  
  

            

 
 

 

      
      

  
    

   
      

    
  

     

on Site HOME Page 

Congriltul;Jtions to our M;ithle1e wlnoe~ who took flm pl<Ke lo the 
recent reglo~ compet!tloo. They wlll be ITIOYlng on 10 the oatlonal 
evenl which wlll ta ke pl.Ke later this year. 

EilCh month wt> wlll fea1ure a f.culty mem~ In our Tea<hef" 
Spotllght. Learn more ;ibout oo , wof'lde, ful sta ff members. 

Congratub tior'I$ to our M ilt h~te winners who look flrSl pl~e In~ 
rect-nt reg,on-ill compelfl1on. They wlll be ITl(IYlng on to the-nilt lonal 
e-,,e,,twh khl'll ll t., kepli1celatet"" thl's~i1 •, 

n., • Thi .... Ti 
ThlsiS theheadlln,etNSf'rtext. 
which Is optional for each headlloe 
story. Youciln use It to describe 
IMheadllne. 

OropOffSchlldu1, 
Site Shortcuts App 

H,.,dsui,rtPro1r11m 

• TutonandM ■ntors 

Tron sport11tion 

• HNllhS1 rvicH 

8oxTop,for£du(lltion 

September 

October 

Monday 
12:00PM - 1:00PM 
.Ihisls...thtl.E.v.«nt.NAml.8.iillt_tl.1r.JI I\; 

12:00PM • 1:00PM 
This is th■ E\1101 Nome Right Hu■ 

Saturday 
12:00PM - 1:00P M 
This isth1E111ntNom1R ightH1r1Thisi s th1 
Ev1n1Nom1R ightH1r1 

Tuesday 
12:00PM - 1 :OOPM 
Thitis th1Ev1ntNameR ightH ere Apps on Site SECTION Page 

lnvt-ntore ~rltltls et qu.isl .i,, ctutecto beatae vltledlct• s.unt tJC:pllc;i,bo, Nemo e-otoi lpsam voluptatem qul,ill oh.optas $It <l$1\iltur aut odl1 .wt fuglt, 
sedqul.Jco~oonturm.:ignl dolor~ eosqulr atJoll('voluptat1!m sequloesdunt. 

ASSESSMENT S 
ACCOUNTABILITY 

Home 

MAP 

STMR 

CogAT- Cognitive 

Abilitie, Tut 

Accele:r.11ion & Credit by 
b1m 

Hame-.Sc.hool PSAT/AP 

Canducting Research in 
Pl1no ISO 

Testing Sche<lures 

1-ioire • DI-pa ments • Assessmmt&A«o..intibi,ty • A.ccele-r.tliOn&Credittr; E:urn 

Content App 

Acceleration and Credit by Exam 

Wekome to the Credn by Exam nauon tesung process. Credit by Exam provides a 
Wdy for !>tudenb lo receive cred t artd c1dvdrn:;e Studen¼ mU!>l be regr)lered 1n d 

PLmo ISO school ,md ,111endlnp., if ~hnol l\ In ':.15!-.lon. In orde1 le be rl1g1blr to 
tEKit. 

Students 1n Kindergarten through 8th grade may test 10 move ahead one grade 
level High school students may earn credit In a course that they have not taken 
or u1ldet-ccrwm urcum!>Wnccs rn.ry cJm credit •or J cou,~ which they took but 
ror which thry did not n-ce,ve credit We 11w1tr. you lo vi:sit the lmks bl'low for 
more spec,f,c 1nformat,on on dates, courses and test,ng. 

This website ,s updated period cally as new lnformauon Is available. Refer back 
perlod ca ly for changes to the calendar and cou15e requ remenrs. To register for 
ll'!>ting. the ~tudent needs to obtJ II t~t111g Jppl1cauon(!t) horn hb/he, '!)d1ool 
counselor for genPral que-st1ons .1bout Cre<11 by xam p f>.il"iP cont,1ct ttw CrM1t 
by Exam Office. 

for spec1f1c 1nforma on about a«elerailon and Credit by c,;am, please select the 
grade level I nk 10 the right hat applies to your student. 

Credit by Exam Frequently Asked Questions 

l. When can a student test for CBE? 

ACCELERATION INFO B 
GRADE LEVEL 

Kindergartt!!n 

El~mentaryGradt:s 1-S 

Middl• S<hool GrodH 6..!I 

High S<hool &Senoor HS Gr1dts 9-12 

Credit b:t ham Frequently A~ked 
Qut stions 

Content App 

Bb Web Community Manager (Schoolwires) 
PISD Section Editor Training 

Pages 
consist of 
APPS 

Apps are the content building blocks of pages. You can have one or more apps on a page. You can edit 
your apps as well as share them with other editors. Each app offers different functionality. Apps help you 
keep your pages interesting and organized. 

• Use a single 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. 

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

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 4 

http://insight.dev.schoolwires.com/HelpAssets/C2Assets/C2Workbooks/C2SEWkbk.pdf
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ENTER YOUR USER NAME AND PASSWORD TO SIGN IN. 
You can use this site withou t being reg istered or signing in. bu t reg istered users who sign in may ha 

User Name : 

[ j ohn.doe 

Password : 

1111 Forgot My Password 

XA tr ans late 

Bb Web Community Manager (Schoolwires) 
PISD Section Editor Training 

SIGNING IN TO WEB COMMUNITY MANAGER 

From any on your Campus website site: 

1. Click the user options link on the top left of the page. 

2. Click on sign in 

3. Enter your network Credentials.  Then click Sign In 

You have now identified as a PISD staff member. 
Signing In may give you access to resources not 
available to the general public. 

HANDS ON – MY WEBSITE TRAINING 

• Campuses: Your staff page can be found by going to: 
https://www.pisd.edu/schoolname_sp 

 example https://www.pisd.edu/jasper_sp 
• Admin: Your staff page can be found by going to: 

https://www.pisd.edu/schoolname_sp 
• PISD Website Training Resources : https://www.pisd.edu/train 

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 5 

http://insight.dev.schoolwires.com/HelpAssets/C2Assets/C2Workbooks/C2SEWkbk.pdf
https://www.pisd.edu/jasper_sp
https://www.pisd.edu/train
https://www.pisd.edu/schoolname_sp
https://www.pisd.edu/schoolname_sp
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Bb Web Community Manager (Schoolwires) 
PISD Section Editor Training 

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 
content, the Site Manager will display as an option in 
the user options menu. 

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 
button on the right side of any page that you have rights to 
edit. 

1. Browse to your staff page channel. 
2. Find your name and click edit. 

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. 

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 6 

http://insight.dev.schoolwires.com/HelpAssets/C2Assets/C2Workbooks/C2SEWkbk.pdf


  
   

 

 

                                                

 

  
   

   
     

       
     

  
      

      
  

  
       

    

  
      

         
   

 

 

         
      

  

Page 

~ m Fl rn r=TI 
ti 

Left & Right Sidebar Left Sidebar (Simple) One Column Right Sidebar Right Sidebar (Simp le l 

~ mm ITT m ml 
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Bb Web Community Manager (Schoolwires) 
PISD Section Editor Training 

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

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. 

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 7 

http://insight.dev.schoolwires.com/HelpAssets/C2Assets/C2Workbooks/C2SEWkbk.pdf
http://insight.dev.schoolwires.com/HelpAssets/C2Assets/C2Guides/WCMAppsLayouts.pdf
http://cerc.blackboard.com/domain/100
http://cerc.blackboard.com/domain/100
http://cerc.blackboard.com/Domain/181
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current Pages 

lmll Organize Pages Recycle Bin [ Q. Find Page 

Introducing Editing Pro Tips! 

STATUS PAGE 

- ~ Home - STAAR- State ofTexas Assessments of Academic Readiness 

- STAAR Elementary 

- STAAR High School - EOC 

- LJ STAAR Middle School 

Files & Folders 
Orgamze the fies and folders used Sl your workspace. 

Approve Visitor Comments 
Approve or reject VlSltor con-ments on yom apps. 

App Manager 
Manage and edrt the apps .., your worhpace_ 

Photo Gallery 
Tua e :an menage photo gatsenes for your section. 

Actlons y 

Act>ons T 

Common Tools 

Photo Gallery 

LI Forms & Surveys 

Files & Folders 

Pending Comments 

Al Tools 

Al Comments 

There art! no comments await111g approval. 

Act>onS T 

A.ctJons T Total Visits 

Actlons y so-

Forms & Surveys 
Create and manage fonns and surveys for your se-cbc:m. 

Approve Community Editing 
Approve or reiect co1Tm1Jmly edits to your apps. 

Reports 
V-tew your secuon·s reports. 

Mini base 
Create :and menage 11W1iJ.sses for your section 

Bb Web Community Manager (Schoolwires) 
PISD Section Editor Training 

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` 

· Add a Page 
· Edit a page 
· Delete a Page 
· Copy a Page 
· Move a Page 
· Make a Page Active 
· Make a Page Inactive 
· Change a Page Name 
· Organize pages 
· Set page options 
· Set page viewers 
· Get the page link 
· Access page Recycle Bin 

Tools Tab 
The Tools tab is where you can manage your section tools and apps. 

· Files & Folders 
· Approve Visitor 
· Comments 
· App Manager 
· Photo Gallery 
· Reports 
· MiniBase 
· Approve Community 

Editing 
· 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 I Tab 
The How do I tab is where you go for help and additional resources.  You will find guides, helpful links, Videos, and 
additional resources. 

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 8 
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Bb Web Community Manager (Schoolwires) 
PISD Section Editor Training 

SITE MANAGER OVERVIEW 

1. View Website - Permits you to view the refreshed website after you have made changes. 
2. Help Center - Links to the Web Community Manager Help Center site where you can access other resources. 
3. Sign Out - Allows you to sign out of Site Manager. 
4. 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 
5. 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. 

EDITING HOME PAGE 

1. Arranging Apps 
a. District Emergency Announcements 

2. Connecting Google Calendar 
3. Editing Staff Directory 

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 9 
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Bb Web Community Manager (Schoolwires) 
PISD Section Editor Training 

COMMON 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. 

Workbook content excerpted from the Bb Web Community Manager Section Editor Workbook Dec. 18, 17 
10 

http://insight.dev.schoolwires.com/HelpAssets/C2Assets/C2Workbooks/C2SEWkbk.pdf
http://cerc.blackboard.com/domain/100


  
  

          
 

 

 

  
   

    
  

   
   

   
 

   
      
    

       

  
   

   
   

        
  

 

 
 
   

  
 

 
   

  
   

 

 
  

 
 

   
   

 

Bb Web Community Manager (Schoolwires) 
PISD Section Editor Training 

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. From the Summary Tab, click New Page. 
2. Click on the Content Page Type from the list presented. 
3. In Page Name field, assign a name for this page. Click Save to return to Page List. 
4. Click on the name of the page in the Page List. The app opens. 
5. Edit the app as you like. 
6. By default, the status of the Content Page is active. The Activate on my page checkbox for the app is checked. 
7. 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.) 
8. 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. Click Actions to the right of the page you created in Exercise 1. 
2. Click Edit Page to access the Page Details window. 
3. Click Manage Apps & Layout under Actions to the right of the Page Details window. The Page Details window will 

be placed into Design Mode. 
4. Click Change Layout. 
5. Choose the Two Column layout for your page. 
6. Click Apply. 
7. Click Add App. 
8. Click on the Calendar App from list of Available Apps. 
9. Type a name for the app. Use a meaningful name so that you can easily identify the app later. 
10. Click Save. 
11. Drag and drop the Calendar App to the second column. 
12. Click I’m Done to return to the Edit View of the Page Details window. 
13. Click the Home breadcrumb or Summary Tab to return to the Page List in Current Pages. 
14. 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. On the Summary tab, click Files & Folders in Common Tools. 
2. 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. 
3. Type a Name for your folder then click Save. 
4. You can continue adding folders and even create folders within folders if you like. 
5. Using the Navigation Pane, select a destination folder to which you will upload files. 
6. 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. 

7. What does contiguous mean? 
8. Click Upload. When complete, you are returned to Files & Folders. 
9. If desired, move a file to another folder using the Move button. 
10. 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. 
11. 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. Add an Image App to your page. 
2. Choose a picture from your computer, your site/section, a shared library or the clip art library. 
3. Browse for the picture you wish to insert. 
4. Enter Alternative Text for your picture. 
5. Adjust your picture’s Alignment and Border size. 
6. Resize your photo as desired. 
7. Save your Image App. 

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

1. Add a Table App to your page. 
2. Choose a table size. 
3. Set your Table Caption and Table Summary as desired. 
4. Choose a Table Style. 
5. Enter some content into your table. 
6. Save your table. 
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