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General Notes

Congratulations on your new website! First, we will inform you about some general
notes on how your website is functioning:

- Your website is based on WordPress (this is the underlying CMS [content
management system] that is controlling the functionality of your website). Some
statistics show that WordPress is powering 25% or more websites on the
Internet! So you know you have a solid base for your website.

- You website is not a closed system. It can be extended with additional
functionality in the future.

Since we have used WordPress to create your website, you can find a great deal of
additional documentation online, but - of course - do not hesitate to contact us at Hill
Productions & Media Group, Inc. to help you out with any questions, or if you would
like to make additional changes to your website. We would recommend you contact us
first if you would like to add new functions to your website or to extend it in any way.
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https://wordpress.org/

How To Login To Your Website And Access Admin
Dashboard

In order to make any changes to your website, you need to login first.
1. Go to http://www.centervilleschools.org/wp-admin
2. Enter your username and password

W,

| You are now logged out.

Username or Email Address

Password

Remember Me

Lost your password?

« Back to Centerville Community School
District

3. Click on “Login”
4. This will bring you to WordPress Dashboard. Now you can make any changes
necessary to your website.
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Adding / Editing Sliders

Home Slider

1. Login to your WordPress admin Dashboard
2. Inthe left sidebar, click on “Slider Images”

A Posts

B Website Header
7 Media

™ Slider Images

I Pages

3. Click on “Homepage Intro Slider”

# Dashboard
&) Jetpack
# Posts

B Website Header

:’_] Media

P& Siider Images

All items

Slider Images  Add New

All (1) | Published Comerstone content |

Bulk Actions ¥ Bpply All dates ¥ Al SEQ Scores
Title
Homepage Intro Slider *
Tithe

Bulk Actions ™ | Apply
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4. From here you can:
a. Add new images by clicking “Add to gallery”
b. Arrange images by drag and drop
c. Remove images

Edit Slider Image s rew

Homepage Intro Slider

P esaling. EEEgro e Cg VT n T B O KT Ol S el i D i) bt i, Soemnty wileD lady

Front-ered Display

Visast SEO
ity e
Gallary *
Delete
Slick and drag
o move
@

5. Once you are done, click on “Update” in top right corner of the screen
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School Slider (Same steps for ALL school pages) - Add a Slide

1. Login to your admin Dashboard at: http://www.centervilleschools.org/
2. Navigate to Slider Revolution > Slider Revolution.
3. Here you will see all the Sliders (Activities & Schools pages)

. SLIDER REY J

Revol =

4. Hover over one of the sliders you want to update, you will see all the photos that
are in the slider. If you want to add one, click on the ‘Duplicate’ button by
hovering over one of the photos.

#2 5lide

B Duplicate

B Thumbnail

[Gal Main Background

5. Click on the new photo thumbnail and then under ‘Main/Background Image’
select ‘Media Library’
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[Ea] Main Background €D General Settir B Thumbnail 23 Slide Animation

source  Source Settings  Filters  Parallax ¢ ken Burns
vlain / Background Image O & Media Library
xternal URL
Transparent
6. Choose the image from your Media Library, or Upload an image from your
computer.

Add Mediz

Upload Files Me. a Library

7. Click the blue ‘Insert’ to add it to your slider.

You can always move slides around by clicking and dragging the thumbnails.

9. Click on ‘Save Slider’ to Save your slider & navigate to the page that your slider
is on to view your changes.

School Slider - Delete A Slide

1. Do the same thing as step 1-4 above.

2. Hoover over the slide that you want to be deleted and wait for the drop down
menu to drop down.

3. Select the ‘Delete’ option. A pop up box will ask you if you want to delete this
slide.

©

PRODUCTIONS
& MEDIA GROUP

8



4. Select ‘OK’ if you want to delete it or ‘Cancel’ if you don’t want to delete it.
5. Click on ‘Save Slider’ to Save your slider & navigate to the page that your slider
is on to view your changes.

Managing and Editing Text (Only if you are adding
new text to an existing page)

Add Text

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Navigate to your homepage and then to the page you would like to edit.
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Tip: You can simply click on your website name to get to homepage. Since you are

@ | E& BeaverBuilder = | 1.03s

1t

Home Parents & Families

logged in, you will be able to open the page editor from any page.
3. Once you get to the page you would like to edit, click on “Beaver Builder” at
the top of the screen.
4. This will open this page in Beaver Builder.
5. Once you are in Beaver Builder you will see a ‘+’ button in the top right hand
corner.

_|_

6. Click the button & another menu will drop down. Select the Text Editor button
and drag and drop it on the page where you want it to be. You can always move
the box around later by simply dragging and dropping.

Modules Rows Templates
Group  Standard Modules W c)\
BASIC
3] video <> HTML
Jd Audio == Text Editor
[a] Photo
|

7. A Text Editor box will pop up as soon as you drop it onto your page. Here you
can add text, add links, add photos, and format the text as desired.
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Text Editor

General Advanced

03 Add Media Visual  Text
Paragraph v B I £ Z¢¢ = = = & :'C[E] [l l%]

Formats » 16px y— ATHB ¢ O = =

Save Cancel

8. When you are done, remember to select the ‘Save’ button and your changes will
be saved and visible on your page.

Save

9. Once you are done editing, click on “Done” in top right corner of the screen in
order to save changes, and “Publish” and your text additions will be saved.

+ ENEEE

= i

Edit Existing Text (Much more common)

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Navigate to your homepage and then to the page you would like to edit.

Tip: You can simply click on your website name to get to homepage. Since you are
logged in, you will be able to open the page editor from any page.
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3. Once you get to the page you would like to edit, click on “Beaver Builder” at the

top of the screen

E3 Beaver Builder »

Parents & Families

4. This will open this page in Beaver Builder.
5. Hover over the part of the page you would like to edit. Once you see a wrench
icon on blue background, click on the wrench to edit that part.

trict Proerams

Text Editor Settings

The ¢
responsibility, wellness, and a

Support Services

Text Editor

General Advanced

B Add Media

Heading 4 v I = i

Formats v 16px

Visual Text

opportunities for students and families. Our vision is for every student to discover responsibility,
wellness, and accountability to lead them to a productive lifestyle.

Student Support Services Team:

Ryan Hodges, School Counselor at CHS and Howar

Matt Kovacevich, Student Advisor at CHS

Marcia Bowen, Student Advisor at CHS and Howar

Jason Reed, Student Advisor at Howar

Jessie MeDanolds, School Nurse at CHS and Howar

Tino Terrones, Student Advisor at Lakeview

Megan Kirkland, School Counselor at Lakeview and Central

Denise Howe, School Nurse at Lakeview, Central, and Preschool G,

h4 » strong

Save Cancel

6. Make changes in “Text Editor” window. Once you are done editing text, click on

“Save.”

7. Once you are done editing on the page, click on “Done” in top right corner of
the screen in order to save changes.

+

8. Then click on ‘Publish’ and your page will be updated.
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I
B A

Delete Text

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Navigate to your homepage and then to the page you would like to edit.

Tip: You can simply click on your website name to get to homepage. Since you are
logged in, you will be able to open the page editor from any page.
3. Once you get to the page you would like to edit, click on “Beaver Builder” at the
top of the screen

E3 Beaver Builder = | 1.03s

1t

Home Parents & Families

4. This will open this page in Beaver Builder. Hover over the part of the page you
would like to edit. Once you see a wrench icon on blue background, click on the
wrench to edit that part.

trict Programs
TextE:!itanetﬁnp
R
b (I UDPU arv

The 1 Support Services

responsibility, wellness, and a

5. Highlight the text you need to delete and delete it.
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STudent Support Services (LUudance)

The Student Support Services (S88) Team mission is to promote a positive experiel
opportunities for students and families. Our vision is for every student to discover
wellness, and acecountability to lead them to a productive lifestyle.

Student Support Services Team:

Rvan Hodees. School Counselor at CHS and Howar

Matt Kovacevich, Student Advisor at CHS

Marcia Bowen, Student Advisor at CHS and Howar

Jason Reed, Student Advisor at Howar

Jessie McDanolds, School Nurse at CHS and Howar

Tino Terrones, Student Advisor at Lakeview

Megan Kirkland, School Counselor at Lakeview and Central
Denise Howe, School Nurse at Lakeview, Central, and Preschool

p» span

6. Once you are done editing text, click on “Save.”
7. Then click on ‘Publish’ and your page will be updated.

I -
B A

If you need to delete an entire text box, simply click on the X’ in the blue box of the Text
Editor. The website will ask if you are sure you really want to do this.

Adding PDF and (Single) Images to your Media
Library

11.Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
21.Navigate to the ‘Media Library’ menu option on the left hand side menu.
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@ Dashboard

@ Jetpack

#* Posts

B Website Header

Library
Add New

31.Click on it, so it opens more options, here you will see on the right hand side of
the screen all of your files. Click on the ‘Add New’ button at the top of the page.

Media Library

41.Then you will see where you can drag & drop images and/or PDFs or you can
click ‘upload’ to find the files on your computer.

Drop files anywhere to upload

ar

Select Files

Maximum upload file size: 64 MB.

51.For single images: Use size: 1920x1200 as the maximum size and maximum
of 72dpi. Images should always be JPEG files and be saved as web
optimized.

61.Find the files that need to be upload them on your computer and click on the
‘Open’ button. This will upload your image or document to the website

Open

71.0nce you upload your image, click on the thumbnail image of it to open it. To
remain ADA compliant, you have to add the ‘alt text’ and “description”.
a. Alt text (alternative text) is a word or phrase that can be inserted as an
attribute in an HTML (Hypertext Markup Language) document to tell Web
site viewers the nature or contents of an image. The alt text appears in a
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blank box that would normally contain the image. For example what is in
this section of the webpage? Red apple photo

b. Alt Description is what is happening in this image, for example, Little girl
eating red apple at lunch.

URL https:/fwww.center.hillproductionsandme
Title Slider

Caption

Alt Text
Description

s

81.0nce you click anywhere on the gray part, not on a text box, the website will
automatically save your text. Click the ‘X’ on the upper right hand corner and
your image will close.

Managing Single Images

Edit Single Images (Replace Single Image) (Not slider images)

Pages such as: Home (the school photo), About Preschool, About Lakeview, About Howar

Middle School, About Central Ward School, About CHS)

Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
1. Navigate to your homepage and then to the page you would like to edit.

Tip: You can simply click on your website name to get to homepage. Since you are
logged in, you will be able to open the page editor from any page (this will be
discussed in next steps of this manual).

2. Once you get to the page you would like to edit, click on “Beaver Builder” at the

5 Beaver Builder =

top of the screen.
3. This will open this page in Beaver Builder.
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4. Hover over the image you would like to edit. Once you see a wrench icon on
blue background, click on “Edit single image” to edit that single image.

o s i e RN

5. In order to upload new image, you can simply “Replace” the existing image.

— _
';; Photo l

ull Size - 800 x 533 vE

m
E g
Pﬂ
F

=
=
e s —— —

entery

CAPTION

Show Caption

LINK

Link Type @ i) i

Save Cancel

6. Then upload (from computer) or select an existing image from Media Library.
Click on “Save” once you set the image.

7. Once you are done editing, click on “Done” in top right corner of the screen in
order to save changes, and “Publish” and your photo image change will be
saved.

+ B3

Managing Forms

In short, in order to publish a new form on your website, you will need to add the new
form to the Media Library. It is recommended to use PDF file format. You can do this
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by adding to the Media Library first, or as part of this process. Please follow these
steps to ad a form:

How to upload a new form (Example Announcements and Newsletters)

Steps below showcase how to add a new Newsletter link in the Newsletter tab on one of the
school pages.
(Newsletters are only present for Preschool and Central Ward Announcements button)
1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Navigate to the front end of the website and then to the announcements page
with that the newsletter needs to go on.

Preschool Announcements

ANNOUNCEMENTS _

MNewsletters go here.

3. Click on “Beaver Builder” button.

Ef Beaver Builder =

4. Click on the wrench to edit.
| A0 D x EEETIE

10 Ways to Prepare You

1. Read books everyday.
2. Develop fine motor skills: holding a pencil, c
R Print firet nams with anlv the firet letter rn

5. If you want to add headers, text and photos directly to the page here’s how to
do it:
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- 3

a. Click on the ‘Plus’ symbol in the upper right corner.
b. A drop down will come down.

Edited @ X

1

s Modules WS Templates
Group Standar les v O\
BASIC
J9d Audio <> HTML
& Photo = Text Editor
B video

LAYOUT

] sidebar

; THEME MODULES

(¥ WM Accordion & WM Button
@ wMcallto Ac... @ wM content ...
(¥) WM Divider / ... @ WM Message
(¥ WMPosts/C.. @® WM Table

& WM Tabs ® WM Testimoni...

c. Here you can add Photo, Text or even Video.

== Text Editor [a] Photo
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d. Once you click on ‘Text Editor’ a pop up box will show up. This is putting
a text box on your page. No you can add a header, text and a photo.

Text Editor a

General Advanced

Q) Add Media [z Types Visual  Text I

Paragraph ¥ B I = = & = = = &£ =

Formats v 16px y— AR Q@ Q€ =

2l

Save Cancel

e. Add a header or title and change the text settings from ‘Paragraph’ to
‘Heading 2.’ This sets the font, size and is consistent with the rest of your
website.

Heading2 v B I = = 6 = £ = & = s~ |&=2

Forr v 24px y — A v Q@ Q E =

Announcements: Week of August 27th
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f. After that, then you can add paragraph text for the actual announcement.

Paragraph v | B T = = €6

Forr v 16px v — A v &

Announcements: Week

Add Announcement text here

g. If you need to add a photo, you can do so from this box as well. Just

select the ‘Add Media’ button.
07 Add Media [ Types

Paic ph ¥ B I EE IE “

Formialts v 16px v | — LA ¥

Announcements: We

Add Announecement text here

h. Find your photo in the Media Library or upload a new one

Upload Files | Media Library

i. Remember to select ‘Insert into post.’

Insert into post
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j- Now you can adjust the image - and by holding the ‘shift’ button on your
keyboard it will keep the image proportional.

o )

k. Once you have it where you want it - you can now save your text.

Announcements: Week of August 27th

Add Announcement text here

[. By saving your text/image your announcement is now on your page. This

Save Cancel
will close this box.

m. If you need to move announcements around on the page, you can simply
do this by finding this symbol on the text editor box. Simply drag and
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drop to where you need them to go.

™ wwious Announcements:

#dd Announcement text here

n. If you are done editing this page, click on the ‘Done’ button in the upper
right hand corner.

+ 2

=

o. Then click on ‘Publish’ and your page has been saved and the public can

view it.
XY I -

6. A new window will pop up, and you’ll see that each ‘Tab’ is a section
“Announcements and Newsletters Edit Section”, choose the section you would
like to edit and add a form.

7. Next simply click on the ‘Add Media’ button and your Media Library will load.
Choose the form and click ‘Insert Into Post’.

CONTENT

Q9 Add Media

Paragraph v B I =

Formats v 16px v | =

Newsletters go here. |

8. If you do NOT have the file already in the Media Library, choose, ‘Upload Files’
and then navigate to the ‘Select Files’ button to find the file on your computer or
drop your file anywhere in the box to upload the file.
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Drop files anywhere to upload

ar

Add Medis

Select Files

Upload Files Me. a Library

Maximum upload file size: 64 MB.

9. Click ‘Insert Into Post and the pop up window will close.

Insert into post

10.The website will automatically create text with the title of the document or
newsletter with a link to the correct file. Next follow the steps to be sure that
this will open in a new tab.

Newsletters go here Activity Ticket Senior Citizenl

11.Click anywhere on the linked text, and a popup menu will come up to edit the
link. Click on the pencil icon to edit

Newsletters go here. Activity Ticket Senior Citizen

center.hillproductionsandmediagroup.com/.../Activity-Ticket-Senior-Citizen.pdf = ¢ 3;?

12.Then click on the gear icon for more options.

Newsletters go here. Activity Ticket Senior Citizen
)Ioad5:’2018!03!Actiuihp'l'|cket—Seniar—Cit'rzen.pdf] o

13.Here you can change the link text (you can shorten it, if needed). You will also
need to check the ‘Open link in a new tab’ box.

Insert/edit link x

Enter the destination URL
URL | https:/fwww.center.hillproductionsandmediagroup.comfwp-

Link Text  Activity Ticket Senior Citizen

Open link in a new tab

Or link to existing content
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14.This will open a new tab, every time someone reads a newsletter, so they don’t
navigate away from your website.

Open link in a new tab

15.Click the ‘Update’ button in the lower right hand corner. This will
close this window.

16. 1t will now bring you back to the newsletter section of the tab. Click on the
‘Save’ button and that will close this window.

Save Cancel

17.This will bring you back to the tab button and click the ‘Save’ button again and
that will close this WM Tab window.

Save Cancel

18.1f you are done editing this page, click on the ‘Done’ button in the upper right

hand corner.
+ E3
Yy |

19.Then click on ‘Publish’ and your page has been saved and the public can view

it.
[ o] rore [0

N R,

Replace an existing form

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin

2. Navigate to the front end of the website and find the page where you would like
to replace the link/form.

3. Click on “Beaver Builder” button.

E§ Beaver Builder »
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. Hover over the section on the page and click on the wrench to edit.
. Click Media Library (here you will upload the form or choose the new form from
the Media Library

Drop files anywhere to upload

Add Mediz 2

Select Files

Upload Files, Me. 4 Library

Maximum upload file size: 64 MB.

. Next Copy the FULL URL for this form and cancel out of this window.
. Click anywhere on the linked text, and a popup menu will come up to edit the
link. Click on the pencil icon to edit.

Newsletters go here. Activity Ticket Senior Citizen

centerhillproductionsandmediagroup.com/.../Activity-Ticket-Senior-Citizen.pdf = & 3@

. Paste the full new URL here.

. Here you can change the link text (you can shorten it, if needed). You will also
need to check the ‘Open link in a new tab’ box.

Insert/edit link x

Enter the destination URL
URL | hitps:/fwww.center.hillproductionsandmediagroup.com/wp-

Link Text  Activity Ticket Senior Citizen

Open link in a new tab

Or link to existing content

10.This will open a new tab, every time someone reads a newsletter, so they don’t

navigate away from your website.

Open link in a new tab

pdate
11.Click the ‘Update’ button in the lower right hand corner. This will
close this window.

12. It will now bring you back to the newsletter section of the tab. Click on the

‘Save’ button and that will close this window.
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Managing School News, Public Notices and Student

Showcase (Posts)

Add New Article/Post

1 Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2 Hover over Posts and click on Add New

@ Dashboard

Home

Updates /5

@ Jetpack

B We Header
M

T Slider Images

3 Fill in the form

All Posts

= WebsiteHeader [focnew ]

01 Media Categog
Tags
" Slider Images
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http://www.centervilleschools.org/

Edit Post  Add new

There is an update available for: Beaver Builder.

Begin updating plugin | Dismiss this notice | Other useful plugins »

Demo Post 3

Enter subtitle here

Permalink: https:/) nter.hillproducti group, -3/ Edit

Text Editor

O Add Media || & Add Weather | @ Add Form

Paragraph  + B T f = 0 8- B

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer non tincidunt
arcu. Aliquam aliquet lectus fringilla vulputate pharetra. Pellentesque
habitant morbi tristique senectus et netus et malesuada fames ac turpis
egestas. Maecenas tempor mauris vitae quam tristique, in elementum tellus
bibendum. Quisque cursus porttitor enim quis auctor. In nec tellus nec nulla
sagittis ultricies. Quisque sed ligula ex. Vestibulum ut malesuada lectus, vitae
tempus mauris. Nullam facilisis velit elit, sed commodo nibh ultricies vitae.
Mauris convallis fermentum mi, vel pharetra magna viverra id. Suspendisse
varius porttitor venenatis. Sed eu mi quam. Interdum et malesuada fames ac
ante ipsum primis in faucibus. Integer tincidunt libero a urna luctus viverra.

4 Select “News” and choose School News, Public Notice or Student Showcase
category in the right sidebar

Categories i
All Categories  Most Used

v Mews Primary

+| School News Make primary

Case st ‘=5
™I

POSt i

Uncategorized

Public Motices

Student Showcase

+ Add New Category

5 Next, if you are wanting this article to display on the home page be sure to type
in the Tags field: Featured

6 Set Featured image in the right sidebar (This will be the image which will display
with the article each time.
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Featured Image &

Featured Image i

Click the image to edit or update

Set featured image Remove featured image

Saving Your Post (Drafts & Publishing)

1. If you aren’t ready to publish your post yet - or you need someone else to
approve the post, before it’s live on your website it’s easy to do - once you are
done creating your post and adding images (if needed) simply click on ‘Save
Draft’ instead of ‘Publish’ on the right side bar.

Publish "

Save Draft Preview
§ Status: Draft Edit
a8 Visibility: Public Edit

filil Publish on: Feb 26, 2018 @ 11:06
dit

Ty

3{_ Readability: Needs improvement

Y| SEO: Not available

Copy to a new draft

Move to Trash m
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2. Once you hit the ‘Publish’ button, it will be live on your website for anyone to
see. If you see in the list of Posts you can quickly tell which posts are published
and which one is the Draft.

Public Motices — Draft
Public Motices

Public Notices

3. Sometimes a post is outdated, so it doesn’t show up as the most recent post
this one was published back in February, but we need people to see it now, so
we can click on ‘Edit’ under the ‘publish on’ options for the post. We can even
schedule the post in the future.

Publish &

Save Draft Preview
T Status: Draft Edit
& Visibility: Public Edit

Publisk on: Feb 26, 2018 @ 11:06

Edit

¥ Readability: Needs improvement

/| SEO: Not available
Copy to a new draft

Move ta Trash m

4. Choose the date you want and be sure the year is correct and click the ‘OK’
button. Your post will not publish until the date and time it says on this option.
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& Visibility: Public Edit
¥T) Revisions: 3 Browse

fil] Publish on: Feb 26, 2018 @ 11:06

[ 02-Feb #] 256 |, 2018 @ 11 108

OK

5. Edit any and all text for the post, as needed, be sure to preview first and then

click ‘Publish’ to save the post. m

6. If you wish to schedule a post to expire you can do so by locating Post Expirator
on the far right sidebar.

Tags A
Add

Separate tags with commas

€ Featured

Choose from the most used tags

Post Expirator a

V| Enable Post Expiration

Year Month Day

2018 ¥ July v||22
Hour(UTC) Minute

@ 12v 35

How to expire:

Draft
Delete
Trash i
Private
Stick
Unstick

s Category: Replace

Category: Add

.s Category: Remove :
Select in the dropdown menu if you would like for the post to expire and update
to draft, delete or replace etc.

Featured Imag

Adding a photo to a post (new or existing)

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin

2. Click on Posts
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http://www.centervilleschools.org/

3.

@ Dashboard

Home

Updates (5

@ Jetpack

B We Header

a1 M

B Slider Images

In the list of Posts, click on the post you would like to edit or add a photo image
to.

Place your mouse/cursor in the area of the post where you want the image to
go. Find the button under the title, but above the actual text of the post where it
says ‘Add Media’ and click on it.

04 Add Media [% Types || g Add Weather | €3 Add Form
b link b-guote || dal ins img ul ol li cod

Loren sum dolor sit amet, consectetur adipiscing elit.
vulputate pharetra. Pellentesque habitant morbi tristigus

Doing this will open more options and you can either add a photo that you’ve
already uploaded from your library, or upload one at this time, please follow the
instructions and photo guidelines.
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Add Media

Upload Files  Media Library

> ia item = All dates
m L 2018
53 Cale

DRA

6. Find the photo you want and click the ‘Upload’ button and it will be placed into
your post.

7. You should see the image in your post and when you click on it, you can see a
few more options. You can have the text wrap the image on either the left or
right side, you can have the image break the text (no wrap), or you can just have
the image left aligned. You can use the boxes on the image to increase or
decrease the size it appears. Be careful with this, if you go larger, it may appear

pixelated and look unclear on your website.
WIAUris COomvains Terimencurm mi, vel pnaretrda n

o @ ‘? w (i*d eumiquam. Ini
stz =15, Integer tincidun

L
oy

Suspendisse commaodo tellus mauris, non bibe
mollis sem ex, vitae dictum ex dapibus ac. Alig

8. Always preview your post and then make sure you click the ‘Update’ button on
the post to save your changes.

Update
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Adding a link to a post (new or existing)

Hoon =

Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
Click on Posts

In the list of Posts, click on the post you would like to edit

Find the text you want to link and highlight it.

About Us page far
Commodo tellus m
vitae dictum ex daf

Find the link button at the top of the post menu and click on it.

=|2= |

e B LRI LR E LR B o

This will give you a pop-up options. If you already have the URL selected, you
can paste it in the text box. Click on the gear button to give you more options
regarding this link.

About Us page for more information.

-

e = o = lat non
Paste URL or type to search . @ ;

! = =di | < > gleife
vitae ante. Phasellus eu nulla sit amet qua od

sagittis ut justo sed maximus. Nulla elementur " ac neq

dapibus porttitor lacus malesuada. In viverra er sapien |

consectetur arcu dictum. Donec ut est magna.
Once you have clicked on the gear, another pop up window will be visible. Here
is where you can enter the URL, Enter the Link Text (usually kept shorter than
the URL), check the box ‘Open link in a new tab’ if it is a website outside of your
website. You can also use the search box to find a page, or posts to link to. Hit
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‘Add Link’ and the link is now inserted on the text that you selected.

Insert/edit link *

Enter the destination URL

URL |

Link Text About Us

QOpen link in a new tab

Or link to existing content

Search

I Mo search term specified. Showing recent items.

Copy Centerville High School PAGE
Public Notices 2018/02/26
Public Notices 2018/02/26
Student Support Services PAGE
Guidance Department PAGE
Homepage Intro Slider SLIDER IMAGE

Arti-Rulluins and Harseemant Dalicw AASE

Cancel Add Link

8. Once you preview your post, you should see that your text is linked, be sure to
test the link that it goes to the correct page that you want it to go to.

ULAD I R LT W T B LA Py ek Ak B R LRI F R B

ante ipsum primis in faucibus. Integer tincidw

About Usipage for more information.

Commodo tellus mauris, non bibendum nisl o
vitae dictum ex dapibus ac. Aliguam quis est ¢

9. Always preview your post and then make sure you click the ‘Update’ button on
the post to save your changes.

Update
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Add a link to a (single) image

Click on Posts

In the list of Posts, click on the post you would like to edit
Find the image you want to link and select it and click on the pencil.

PVICILED 12 AP IWalis 11T ny

Hoon =

5. This will open a larger window with more options regarding the image. Find
where it says ‘Link to’ and click on ‘None’ this is the default for all images.

Image Details

Caption

Alternative Text Tom Rubel

DISPLAY SETTINGS

Align | eft | Center | Right | None

Media File 50
Attachment Page
Custom URL

Link T¢ « None

Sizt

Edit Orig

6. Move your cursor to ‘Custom URL’ to select it. You can now paste your URL
into the text box.

Link Toe  custom URL =

l http:f/

Update
7. Click and the link is now tied to the image.
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8. A quick way to tell if your image is linked properly is if on the ‘Preview’ page a hand

comes up when you mouse over the image. Always preview and test out your image link,
before publishing the post.

Edit an existing post
1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin

2. Click on Posts

@ Dashboard

Home

Updates (5

@ Jetpack

BB We Header

g9 M

B Slider Images

3. Inthe list of Posts, click on the post you would like to edit
4. This will open post in editor

5. Once you are done editing, click on ‘Update’ in top right corner of the screen

Update

Delete an existing post

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Click on Posts
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@ Dashboard

Home

Updates (5

@ Jetpack

B We Header

a1 M

T Slider Images

3. In the list of Posts, hover over the one you would like to delete, and click on
“Trash” under it

Demo Post 5

Edit Quick Edit Trash | View  Page Builder
Clone | Mew Draft

Unpublish a Post

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Click on Posts
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@ Dashboard

Home

Updates (5

@ Jetpack

B We Header

a1 M

T Slider Images

3. In the list of Posts, hover over the one you would like to unpublish, and click on
“Quick Edit” under it. This will expand this area a slight bit.

Demo Post 5

Edit Quick Edit Trash | View  Page Builder
Clone | Mew Draft

4. In the expanded section you will see you can edit the author, and update the
status of the post.

QUICK EDIT Categories Tags
Title ‘ Public Notices Case studies
Siug demo-post-5-2-2 Nutrition P
Date 02-Feb ¢ 26, 2018 @ 11 : 06 | Mews Allow Comments |v| Allow Pings
Author sasa.hpmg {sasa.hpmg) J b Hinlices Status  Published ¢ Make this post sticky
School News
Password —OR— Private

5. Click on ‘Published’ to bring up a toggle menu and select ‘Draft.’ This will make
your post no longer visible on your website.

ek o Published

Pending Review
Draft

6. Click ‘Update’ in this expanded Quick Edits menu and your post is no longer

Update
Published or live on your website.
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Managing Staff Members

Edit Existing

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Click on Staff in left sidebar
W Pages

¥ Comments

E Testimonials

5 cidmes
A

3. Click on Staff Member you would like to edit

Tiffany Rose
Edit ' Quick Edit
Trash View

Page Builder

4. Once Team Member is opened in editor, scroll down to contact information
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Contact Details

Email

tiffany.rose@centervillek12.org

Phone

Google Classroom

Full Google Classroom URL

https://classroom.google.com/

Facebook

5. Click on Update in top right corner of the screen

Add New

Note: New staff member will be created by making a copy of an existing team member.
1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Click on ‘Staff’ in left sidebar.

® Comments

E Testimonials

ap Staff

odules

Staff AddNew
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http://www.centervilleschools.org/wp-admin

4. Enter the Staff persons name

Last Name, First Name|

5. Scroll down to the contact details and input the staff members email, phone
number and classroom website (optional) as well as any social media links (if
desired).

Contact Details

Email
email@centerville.k12.ia.us

Phone
641-555-5585

=

~ Add new

Google Classroom

Full Google Classroom URL

| https:ﬂclassmom.google.comf

Facebook

6. Upload the staff members photo on the right hand side of the page. If you do
not have their photo please use the Logo from the Media Library size 150 x 150.

Person photo A

Click the image to edit or update

Remove person photo

7. Locate the staff members building (if applicable)
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Building i
All Building Most Used

Administration Office
Appanoose Co Campus
Centerville Comm. Preschool
Central Ward Elementary
District
Fleet/Maintenance Facility
Transportation

High School

+ Add New Building

8. Choose the staff members Grade Level (optional). Choose the staff members

Title.
Grade Level i Title i
All Grade Level Most Used All Title Most Used
6-8 .
v'| Custodian
7-12
Accounts Payable
7-8 .
Aide
9-12
g Athletic Director
District e
i Athletic Director's Secretary
;< 1 Building and Grounds
. Maintenance
Prek
gt Bus Driver
+ Add New Grade Level + Add New Title

9. Once you are ready, click on “Publish” in top right corner.

Delete

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Click on Staff in left sidebar
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[ Pages
¥ Comments

El Testimonials

BB Cﬁdules
A

3. Hover over team member that you would like to delete and click on “Trash”.

Tiffany Rose

Edit | Quick Edit
Trash  View
Page Builder

4. Hint: If you can not find the staff member that needs to be deleted, you can
always look for the ‘Search Staff’ text box in the upper right hand corner, and
type in first name or last name or both and click ‘Search Staff’ button.

Search Staff

217 items 1 0f3| > »

Change PDF link in Main Menu

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
2. Click on the ‘Media’ menu item on the left hand side.
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@ Dashboard

Home

Updates (5

@ Jetpack

# Posts

B Website Header

27 Media

Slid ages
& F

3. This will open the Media Library, click on ‘Add New’

Media Library Add New

There is an update av= ~Beaver 8

Begin updating_plugin | i this notic

FH  Allmediaitems 4 All dates
4. Select on the button ‘Select Files’ and navigate to the location on your computer
that the file is located in.
5. Select ‘Open’ and it will upload it to the Media Library.

Cancel Open

6. You may need the URL to add it to 3 menus, open the document by clicking on
it in the Media Library. The 3 menus are: Parents & Families, Students, and Staff.
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Home  pyrents & Families Staff Community

Announcements Fees and Cafeteria Student Support Services
accounts

Annual Notices PowerSchaool
Food Service, Cafeteria

District News School Board
Forms and Documents

Athletics and Activities School Nurse
Handbooks

Course Guide Staff Directory
Lunch Menu

District Calendar Supply Lists
Our Schools

District Pr Technology
Reftrak

Transportation
Student Scholarships

Home Parents & Families Staff Community

Announcements Farms and Documents Schoal Nurse
Anti-Bullying and Handbooks Staff Directory
Harassment Policy

Lunch Menu Student Scholarships
Athletics and Activities

Qdyssey Student Support Services
Course Guide

Qur S5chools Technology
District Calendar

PowerSchoal

School Board Policy for
Students

Home Parents & Families Students E Community

Announcements Forms and Documents Special Education Delivery
Plan

Anti-Bullying/ Harassment Lunch Menu
Handbooks

District Calendar Odyssey
Technology

District Cr a5 Power Teacher

Employment Opportunities

School Board Policy

7. Select the URL code from the information on the document - this tells the
website where to look for this particular document.
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File name: June-11-2018-Centerville-C5D-Board-Minutes.pdf
File type: application/pdf

Uploaded on: June 28, 2018

File size: 288 KB

URL https://www.center.hillproductionsandmediagrouj
Title June 11, 2018 Centerville CSD Board Minutes

Caption
Description

Uploaded By Sarah Howk

Uploaded Te  School Board

View attachment page | Edit more details | Delete Permanently

8. Select & Copy this full URL.
9. Navigate back to the Dashboard > Appearance > Menus
Activity

an Staff

Recently Published
EZ Content Modules

Feb 26th, 11:06 am
Themes
K¢ Plugins (s Customize

Widgets

o Users

#~ Tools

Header

10.Please make sure that you are on the correct menu and choose ‘Main navigation
(Primary Menu)’ and push the ‘Select’ button.

Select a menu to edit: | Main navigation (Primary Menu) #. Select

11.This menu is really long, but you you need to find the 3 places that the lunch
menu is located. In the ‘Parents’ section, under ‘Subtitle 3’. In the ‘Students’
section under ‘Subtitle 2’ and under ‘Staff’ section under ‘Subititle 2.’
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Parents & Families Custom Link v Students Custom Link ¥

Subtitle 1 sub item Custom Link ¥ Subtitle 1 sub item Custom Link ¥
Announcements sub item P v
i il Announcements sub item Page ¥
Annual Notices sub item Page v
Anti-Bullying and Harassment Page ¥
Policy sub item
District News sub item Page ¥

Athletics and Activities sub item Page ¥ Athletics and Activities sub item Page ¥
Course Guide sub item Page ¥ Course Guide sub item Page ¥
District Calendar sub item Custom Link ¥ District Calendar sub item Custom Link ¥
District Programs sub item Page v
Subtitle 2 sub item Custom Link ¥
Subtitle 2 sub item Custom Link ¥
Staff Custom Link ¥
Subtitle 1 sub item Custom Link ¥
Announcements sub jtem Page ¥
Anti-Bullying/ Harassment sub Page ¥
item
District Calendar sub item Custom Link ¥
District Committees sub item Page ¥
Subtitle 2 sub item Custom Link ¥
Forms and Documents sub item Page ¥
Lunch Menu sub jtem Custom Link ¥

12. For each one, you will need toggle down on the down arrow and you will then
need to paste that URL you just copied into the ‘Custom Link URL’ text box
field. Be sure to check the box for ‘Open link in a new tab.’ This is standard
practice on websites, it allows users to view or print the page and go back to
your website quickly.

District Calendar sub item Custom Link'

LIRI

tent/uploads/2@18/07/2018-2019-Calendar-DRAFT . pd]

MNavigation Label
District Calendar

¥| 'Open link in a new tab

CS55 Classes (optional)

Move Up one Down one Out from under Subtitle 1
Under Course Guide

Remove | Cancel
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18.Click the ‘Save Menu’ next to the ‘Menu Name’ on the top to update the menu

Save Menu
and the link will be changed.
14.You can now visit the front of the website and test out your links. They should all

open in a new tab, so people can return to the website, if desired.

Replace Handbook PDF from school page

(Note, always replace handbooks on Handbook pages both under Parents & Families and
Staff)

1. Login to your admin Dashboard at: http://www.centervilleschools.org/wp-admin
A Posts

B Website Header

07 Media

S T ages

' F

2. Click on the ‘Media’ menu item on the left hand side.
3. This will open the Media Library, click on ‘Add New’

Media Library Add new

There is an update avz ~Beaver Builder.
Begin updating plugin | i this notice | Other useful plugins »
EH  Allmediaitems 4  All dates %  Bulk Select

4. Select on the button ‘Select Files’ and navigate to the location on your computer
that the file is located in.
5. Select ‘Open’ and it will upload it to the Media Library.

Cancel Open

6. Select the URL code from the information on the document - this tells the
website where to look for this particular document.
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File name: 17-18-Centerville-High-School-handbook. pdf
File type: application/pdf

Uploaded on: January 3, 20718

File size: 675 KB

URL https://fwww.center.hillproductionsan
Title 17-18 Centerville High School handb

Caption

7. Select & Copy this code.
8. Navigate back to the Dashboard > Appearance > Menus
Activity

an Staff

Recently Published
EZ Content Modules

Feb 26th, 11:06 am
Themes

A& Plugins (5 Customize

Widgets

s Users

# Tools

Header

9. Please make sure that you are on the correct menu and choose the menu you
need to change (High School, Howar Junior High, Lakeview, Preschool, Central
Ward) and push the ‘Select’ button
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Central ward

Footer menu

High School

Homepage Intro - w..ebar - Menu On The L...
Homepage Intro - Sidebar - Menu On The R...

Howar Junior High

Lakeview Elementary

Mobile bar (NOT USED)

Preschool

Short navigation

Sidebar Menu - Home

Sidebar Menu - Schools —
Social links v|| Select
TEST o

10. Navigate to the ‘Student Handbook’ or ‘Handbook’ option and click on the
down arrow.

Student Handbook Custom Link |

Hours & Schedules Custom Link v

11.This will open more options, here you can paste the URL you just copied to
update the document.

< ? X

File name: 17-18-Centerville-High-5chool-handboak.pdf
File type: application/pdf

Uploaded on: January 3, 2018

File size: 675 KB

URL https:/fwww.center.hillproductionsan

Title 17-18 Centerville High School handh:

Mamtinmn

12.Click the ‘Save Menu’ next to the ‘Menu Name’ on the top to update the menu

and the link will be changed.

13.You can now visit the front of the website and test out your link. It should now
open to the desired handbook.
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School Board Agenda / Minutes / Videos

How to Archive

1. Go to the School Board page. Click on Beaver Builder

2. Click on the ‘Wrench’ icon to edit the Tabs at the top of the page

January B, 2018 Agenda N

3. Select the Board Meetings tabs and select ‘Edit Selection’

WM Tabs

General Oth Ad) d

Layout Tabs on topv

SECTIONS

Section 1 Board Meeting
Edit Sectio

Section 2 Board Policies...
Edit Secti

Section 3 Board Members
Edit Sectic

Add Section

Save Cancel
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4. Select and Copy the text in this section.

Paragraph v B J = £ &8 = £ = &
Formats v 16px - ATHE ¢ O

January 8, 2018 Agenda Minutes
December 11, 2017 Agenda Minutes
November 13, 2017 Agenda Minutes
October 23, 2017 Agenda Minutes
October g, 2017 Agenda Minutes
Septemeber 25, 2017 Agenda Minutes
September 18, 2017 Agenda Minutes
August 28, 2017 Agenda Minutes
August 14, 2017 Agenda Minutes
August 1, 2017 Agenda Minutes

July 14, 2017 Agenda Minutes

July 10, 2017 Agenda Minutes

5. Select ‘Cancel’ and ‘Cancel’ again.
6. We are now going to move this information to the accordion below.
7. Click on the wrench on the accordion section below.

Archives

]
]
]
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8. You are now going to click on the duplicate button, and this will make an
exact duplicate of the ‘2016-2017 School Board Meeting Minutes...’

Accordion (only one section openys

2016 - 2017 Schoel Beard Meeting Minutes... + b
Edit Section
2015 - 2016 School Board Meeting Minutes... o+ B x

Edit Section

2014 - 2015 School Board Meeting Minutes... + X
Edit Section
2013 - 2014 School Board Meeting Minutes... o+ @ x

Edit Section

Add Section

9. Click on ‘Edit Selection’ to edit the new section.

-

SECTIONS
SR 2016 - 2017 School Board Meeting Minutes...
Edit Section
Section 2 . ;
ot 2016 - 2017 School Board Meeting Minutes...
Edit Section
Section 3

2015 - 2016 School Board Meeting Minutes...

10.Change the title to the next school year.

Lo P016 - 2017 School Board Meeting Minutes
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11.Now select all the current text in the text box and paste from the top
section above.

Formats » 16px x —|A ~EH ¢ 0 & =

June 28, 2017

June 26, 2017

June 12, 2017

June 6, 2017

May 26, 2017

May 22, 2017

May 15,2017

May 8, 2017 - Meeting Video
April 24, 2017

April 10, 2017 - Meeting Video
April 3, 2017

March 27, 2017 -Meeting Video

Save Cancel
12.Select the Save button.

13.You can now go back to the top section and delete the text above and
you are ready for the next year’s Board Meeting Minutes.
14.Select the ‘Done’ and ‘Publish’ buttons to save your changes on your

page.

Add Agenda & Minutes to ‘Board Meetings’

1. Go to the School Board page. Click on ‘Beaver Builder

E3 Beaver Builder =

2. Click on the ‘Wrench’ icon to edit the Tabs at the top of the page.
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ORI EER, Sh o iet

3. Click on the ‘Add Media’ button and your Media Library will load.

Section

General Others

Title
Mewslet

CONTENT

03 Add Media

Paragraph v B I = = 66

Formats v 16px v|—| A ~|E

4. Choose the tab ‘Upload Files’ and then navigate to the ‘Select Files’
button to find the file on your computer or drop your file anywhere in the

box to upload the file.

Add Mediz

Upload Files' Me. 4 Library

Drop files anywhere to upload

ar

Select Files

Maximum upload file size; 64 MB.
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5. Click ‘Insert Into Post’ and the pop up window will close.

Insert into post

6. The website will automatically create text with the title of the document
with a link to the correct file, change the text as desired.

7. Tip:When typing in another date above the previous dates, to save space
hit ‘Shift’ and then ‘Enter’ or ‘Return’. This will do a soft return to the next
line, rather than a hard break.

8. Click on the ‘Pencil’ icon to edit the link.

February 12, 2018 2016-2017 M;]n' utes Minutes

January 8, 2018 A T s .
December 11, 2017 center.hillproductionsandmediagroup.com/.../2016-2017-Minutes.pdf = & ﬁ‘g

November 13, 2017 Agenda Minutes
October 22. 2017 Arenda Minutes

9. Now click on the ‘Gear’ icon to make the changes. Here’s where you can
change the URL (if needed to update), change the Link Text to either
‘Agenda’ or ‘Minutes’ and click the ‘Open link in a new tab’ button for all
uploads. Click update and your link and text will be saved. This will close
this box.

Insert/edit link x
Enter the destination URL
URL https:ffwww.center.hillproductionsandmediagroup.comwp-
Link Text  2016-2017 Minutes

Open link in 2 new tab

Or link to existing content

Search

No search term specified. Showing recent items.

Public Naotices 2018/02/26
Public Notices 2018/02/26
Public Notices 2018/02/26
Student Support Services PAGE
Guidance Department PAGE
Cancel m

10. Click ‘Save’ on the Tabs options.

Save Cancel
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<L m Upgrade Tod:
11.And then ‘Done’ l“m on the page and ‘Publish’ and

your changes will be saved.

N I -

Add Video link

1. Click on ‘Beaver Builder’

3 Beaver Bullder

2. Click on the ‘Wrench’ button for the tabs.

. PAIMARTR SIS, SLOTeRR L =_|Aaas Ao A

3. Select the Board Meetings tabs and select ‘Edit Selection’
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4.

WM Tabs

General Others Advanced

Layout

SECTIONS

Section 1

Section 2

Section 3

Tabs on topwy

Board Meetings...

Edit Section

Board Policies...

Edit Section

Board Members...

Edit Section

Add Section

- x
+ x
+ x

Save Cancel

Another pop-up window will open. Here you see a table with dates, Agendas
with links and Minutes with links as well. Some videos have links, and some do

not.

Section

General Others
Title

CONTENT

07 Add Media [ Types

Paragraph ~ B I =

Formats v 16px v

Date
June 25, 2018
June 19, 2018
June 11, 2018
May 14, 2018
April 23, 2018
April 9, 2018
April 2, 2018
March 12, 2018
February 12, 2018
January 8, 2018
December 11, 2017
November 13, 2017

Board Meetings

Visual  Text

E«E = =@ B e-[H
— AL~ |2 | Q%= |

Agenda | Minutes @ Videos
Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Agenda Minutes Video

Minutes

Agenda
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Save Cancel



5. Visit this address:
https://www.youtube.com/channel/UCNbd2NbnmFycN1waKaVcaFA (where
they are currently being uploaded). Find the video you want to insert on the June
25th line. Select the ‘Share’ button.

B o) ooo

Centerville Board Meeting 6/25/2018
22 views il L1 -

6. A pop up window should come up.

- QOOO0C

Embed Facebook Twitter Google+ Blogger reddit
https://youtu.be/GBt__cJXNVO COPY
[ startat

7. Here’s the code we want to copy. Click on the blue ‘Copy’ and then it should
copy to your clipboard. You should see this pop up as well:

Link copied to clipboard

8. Navigate back to your website. Select the ‘Video’ text from the June 25th line.
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https://www.youtube.com/channel/UCNbd2NbnmFycN1waKaVcaFA

B I =i &5 & = Em.

ite Agenda ‘Minutes  Videos 7

§ Agenda Minutes Video

i Agenda Minutes ¥idea
Agenda Minutes Video
Apenda Minutes Yideo

3 Apenda Minutes Video
Agenda Minutes Video
Agenda Minutes Video

18 Apenda Minutes Video
2018 Apenda Minutes Video
s Apenda Minutes Video

9. Locate and click on the link button up above the text window. Once you click on
it, a small pop-up window will appear.

HENEE El
— | A |~k & | DEER | 52
- h - D
Abcnda Min s | Videos
A;:,cnda ~ ‘Minu...  Mideo
Ag T '
Adpaste URL or type to search | E o |
égénda Minutes Video
Acenda T'uﬁnnh.'lc' - Vidon

10.We need to paste the URL you copied from step 7 above. Right click on your
mouse and paste the link. (CTRL V)

11.Make sure when a user clicks on a video it takes them to YouTube in a new tab.
To do this, click on the ‘Gear’ button to the right of the link.

= (P -
- A-B o Q& =

L r:l:l

= = ]

!
lifi

TSR]

: : ]
Abcnda Minutes | Videos
A;:,cnda _ Mmutm - Video

[https /lyoutu. be}GEt cJXNVO ] % |

Agenda Minutes Video
d.il'ﬂ'l'\l"]‘.'lﬂ T'L'T':'nnfnc' ‘:r':.r]-’an

12.0nce you click on the ‘Gear’ button another window will pop-up. The check box
that says ‘Open link in a new tab’ will need to be checked (not checked
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automatically). Click the ‘Update’ button and this link has been saved to this
text.

Insert/edit link »

Enter the destination URL

URL  https:/fyoutu.be/GEt__cJXNVO

Link Text  Video

Open link in & new tab

Or link to existing content

Search

I Mo search term specified. Showing recent items.

Public Notices 20180711
Copy Centerville High School RAGE
Public Motices 2018/02/28
Student Support Services PAGE
Guidance Department PAGE

Cancel Update

13.Click ‘Save’ in the Board Meetings Section window and ‘Save’ in the Tabs
options. Click ‘Done’ in the upper right hand corner and ‘Publish’ to save all
changes.

Save Cancel
Vhirdan
14.0nce you do that, if you click on your link you just put in there, it should open a
new tab that goes to the video. If it doesn’t work, try it again and make sure the
URL is correct and the checkbox is checked.

Remove Archive

1. Click on ‘Beaver Builder’
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Ef Beaver Builder

2. Scroll down to the ‘Archives’ list. Click on the wrench icon to edi

Archives

M % ird Meeting Minute

| 2015 -"2016 School Board Meeting Minute
| 2014 - 2015 School Board Meeting Minute

3. Find the year you need to delete and click on the ‘x’.

2018 - 2017 School Board Meeting Minutes... e
Edit Section

2015 - 2016 School Board Meeting Minutes... $ & %
Edit Section

2014 - 2015 School Board Meeting Minutes... e
Edit Section

2013 - 2014 School Board Meeting Minutes... + o
Edit Section

Add Section

4. The website will then ask if you really want to delete this content. Click on ‘OK’
to remove it, and click on ‘Cancel’ if you don’t want to remove it.

Do you really want to delete this item?

Cancel OK
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Save Cancel

5. Click ‘Save’ on the Tabs options.
6. And then ‘Done’ on the page and ‘Publish’ and your changes will be saved.

Ay
1

Add or Delete Board Members

Add Board Member

1. Click on ‘Beaver Builder’

ES Beaver Builder = | 1.03s

2. Click on the ‘Wrench’ button for the tabs.

% e L .. Aa =|AAS e el

3. Select the Board Members tabs and select ‘Edit Selection’
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WM Tabs =

[ S CHhars Airanced

i

Talig on Lophs

BECTIONS

o 1 S
Hcan Board Meetings.. T E X

Edit Section

E z Heee
Shcron Board Policies... 40 ox

Edit §ection

k- 13 S
S B Mombars.. @ ox

it fection

Add Saction

Another window will open up with a list of board members and contact information.

The three things that you will need to change or add are Alternative Text (to keep your
website available to those who are visually impaired), we aligned the images to the Left,
and had the width x height at 150x150(px). Enter/replace the name and email address of
the board member.

Here are the settings that we have used:

Image Details x

Caption
Alternative Text Brooke-Johnson

DISPLAY SETTINGS
Align |eft Center = Right = None

Size cystom Size =
Width (px} Height (px)
150 % | 180

Link To \one =

ADMANCED OPTIONS &
Once the photo is uploaded into the text box, click on the image and make sure the left
E] ' = 2 X P
align option is selected. L
right of the image.
Add an email using the same techniques talked about in this section of the manal:

Adding a Link - just add ‘mailto:” in front of their email, instead of http://.
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8. Once you are done, click ‘Save’ to save your changes in this section. Do it one more
time to ‘Save’ the changes in the tabs.

Save Cancel
Vhirdan
9. Once you are done with making changes to this webpage, hit the ‘Done’ button at the
top and ‘Publish’ button to make the edits public.

Delete Board Member

1. Click on ‘Beaver Builder’

E8 Beaver Bullder = | 1.035 106,84

2. Click on the ‘Wrench’ button for the tabs.

January B, 2018 Agenda N

. PAIMARTR SIS, SLOTeRR L =_|Aaas Ao A

3. Select the Board Members tabs and select ‘Edit Selection’
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WM Tabs =

Gaanrs CHEvar Arranced

[ |
Lot | ".J!ll_.q::lu;;v:l
S

BECTIONS

Saction 1
Board Meetings.
Edit Saction

Section T
il Boaed Policies.
Eit Saction
Section 3
L Fd Boad Members
Edfit Section
Add Saction

4. Another window will open up with a list of board members and contact information.

5. Simply select the board member that you want to delete - the information and the photo
and press the delete key. Push the ‘x’ on the photo when you click on it and that will

delete it as well.
l[_i] = % ||

6. Once you are done, click ‘Save’ to save your changes in this section. Do it one more
time to ‘Save’ the changes in the tabs.

Save Cancel
Vhidam

7. Once you are done with making changes to this webpage, hit the ‘Done’ button at the
top and ‘Publish’ button to make the edits public.

Agenda and Minutes from District Committees page

Add

1. Click on ‘Beaver Builder’

® | EE Beaver Builder = | 1.035 106,84

2. Click on the ‘Wrench’ icon to edit the Tabs at the top of the page.
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Teacher Quality Committee

(5= 1 ILICLr 1R Il-ll-ﬁ

3. Navigate to the committee that needs information added. Then click on the
wrench icon to edit the section, then hit the ‘Edit Section’ link.

Section 1 i :
sehien 2016 - 2017 School Board Meeting Minutes...
Edit Section
Section 2 MR - N7 Grhaal Rrard Mestine Mintas

4. Click on the ‘Add Media’ button and your Media Library will load.
Section

General Others

Title
Mewslet

CONTENT

3 Add Media

Paragraph v B I = = ¢ =

Formats v 16px = | A=

5. Choose the tab ‘Upload Files’ and then navigate to the ‘Select Files’ button to
find the file on your computer or drop your file anywhere in the box to upload the

file.
Add Mediz

Upload Files Me. 4 Library

PRODUCTIONS
& MEDIA GROUP

68



Drop files anywhere to upload

ar

Select Files

Maximum upload file size: 64 MB.

6. Click ‘Insert Into Post’ and the pop up window will close.

7. The website will automatically create text with the title of the document with a
link to the correct file, change the text as desired.

Tip:When typing in another date above the previous dates, to save space
hit ‘Shift’ and then ‘Enter’ or ‘Return’. This will do a soft return to the next
line, rather than a hard break.

8. Click on the ‘Pencil’ icon to edit the link. Now click on the ‘Gear’ icon to make
the changes. Here’s where you can change the URL (if needed to update),
change the Link Text to either ‘Agenda’ or ‘Minutes’ and click the ‘Open link in a
new tab’ button for all uploads. Click update and your link and text will be
saved. This will close this box.

Insert/edit link x

Enter the destination URL
URL  https://www.center.hillproductionsandmediagroup.comfwp-

Link Text  2016-2017 Minutes

Open link in & new tab

Or link to existing content

Search

Mo search term specified. Showing recent items.

Public Notices 2018/02/26
Public Notices 2018/02/26
Public Notices 2018/02/26
Student Support Services PAGE
Guidance Department PAGE
Cancel

9. Click ‘Save’ on the Tabs options.
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Save Cancel

s m FrEE——
10. And then ‘Done’ .'_' .! ! on the page and ‘Publish’ and your

changes will be saved.

T N U,

Remove

1. Click on ‘Beaver Builder’

Ef Beaver Builder A

2. Scroll down to the ‘Archives’ list. Click on the wrench icon to edit.

-

Bt

| TQ Agendas & Minutes 2015 - 2016
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3. Find the year you need to delete and click on the ‘x’.

TG Agendas & Minutes 2016 - 2017... + N ox
Edit Section

TQ Agendas & Minutes 2015 - 2016... & vy
Edit Section

Add Section

4. The website will then ask if you really want to delete this content. Click on ‘OK’
to remove it, and click on ‘Cancel’ if you don’t want to remove it.

Do you really want to delete this item?

Cancel OK

7. Click ‘Save’ on the Tabs options.

Save Cancel

8. And then ‘Done’ on the page and ‘Publish’ and your changes will be saved.

Archive

1. Navigate to the Page:_/district-committees/
2. Click on ‘Beaver Builder’
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Ef Beaver Builder

3. Select the Committee Meeting desired, and select wrench icon for the tabs

I‘
TQ Agendas & Minutes 2015 - 2016

WM Accordion

General Others Advanced

MarlE Accordion (only one section opemes

SECTIONS
DR Current Agenda/Minutes... v,
Edit Section
Add Section

4. Select the text and copy (PC:ctl+c, or Mac:cmd+c)
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Section

General Others
P Current Agenda/Minutes
CONTENT
03 Add Media
Heading4 ~ B T ®is == :':l%]
Formats » 16px AYE ¢ Q8 3%

TQ Committee Agendas & Minutes zo17-2018

T Agenda for September 20, 2017

T Minutes for September 20, 2017
TQ Agenda for October 18th, 2017

TQ Minutes for October 18th, 2017
T Agenda for November 15, 2017
TQ Minutes for November 15, 2017

5. Select ‘Save’ and then ‘Save’ again, don’t worry about leaving the text there, we
want to make sure we move the text & the links to the correct place, then we
can go back and delete this information.

Save Cancel

6. Navigate to the Archived section of the same committee on this page. Click on

the wrench to edit these options.
WA Bernind STNTE

I ‘
| TQ Agendas & Minutes 2015 - 2016
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7. We can now duplicate the latest Agendas & Minutes and with a little change we
can update it.

TQ Agendas & Minutes 2016 - 2017... + £ (%
Edit Section

TQ Agendas & Minutes 2015 - 2016...
Edit Section

Add Section

Click on the ‘duplicate’ icon on the right of this section.

8. So we need to change 2 things in this new copy we made. We need to change
the Title, so it doesn’t show up the same as the one below it, and we need to
Paste (Win: ctl+p or Mac: cmmd+p) the text we copied from the other side. Now
we can save this and the window will close.

ditle 1 | frQ Agendas & Minutes 2016 - 2017 ‘
-
CONTENT
07 Add Media Visual  Text
Paragraph v B | I = = 6 £ = = & = E] [s] = [El

Formats v 16px v.— A~ B ¢ 0 ¢ =

T Agenda for September 21, 2016

TQ Minutes for September 21, 2016

TQ Agenda for October 19, 2016

TQ Minutes for October 19, 2016

TQ Agenda for November 16, 2016

T Minutes for November 16, 2016 2.
T() Minutes for January 18, 2017

TQ Agenda for February 15, 2017

TQ Minutes for February 15, 2017

TQ Agenda for March 20, 2017 3 5
TO Minutes for March 20. 2017

Save Ca

9. Now we need to go back to the current year and refresh it for the upcoming
year. Select all the text and delete.
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Section

General Others
e Current Agenda/Minutes
CONTENT
03 Add Media
Heading4 ~ B T HiZEEE L :-:[]
Formats v | 18px A v &N 5 =5

TQ Committee Agendas & Minutes 2017-2018

TQ Agenda for September 20, 2017
TQ Minutes for September 20, 2017

T(Q Minutes for October 18th, 2017
TQ Agenda for November 15, 2017
T Minutes for November 15, 2017

10.Click the ‘Save’ button, if this is not done, or the ‘Cancel’ button is clicked it will
show the previous year’s minutes that we just archived.

Save Cancel

11. Click on ‘Done’ on the page and ‘Publish’ and your changes will be saved.

w

Add/Remove Scholarships

Add

1. Login to your admin Dashboard at: http://www.centervilleschools.org/
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2. Navigate to the Student Scholarship page and click on “Beaver Builder”

E3 Beaver Builder =

3. To keep the same formatting, click on the duplicate button.

Im%arship

()pen to: Applicant must be a high school senior working for Hy-\e
rnonths employment AND Applicant must be enrolling in college fa
I\wards: $1,000 college scholarships

lleadline: February 10 of the current year

Sitart at: Hy-Vee Scholarships

4. How to change the link text: Click on the text and by either clicking on the pencil
or the unlink button. Clicking on the pencil button will bring up another menu.

Awards: $1,000 college scholarships
Deadline: February 10 of the current vear
Start at: Hy-Vee Schplarships

hy-vee.com/...any/scholarships/default.aspx  g* ﬂ

5. Click on the ‘gear’ button and another menu will pop up.
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Insert/edit link X

Enter the destination URL
URL https:,.','mvw.hy-vee.camxcompanwschnlarshfps;default.as:
Link Text  Hy-Vee Scholarships

7 Open link in a new tab

Or link to existing content

Search

I Mo search term specified. Showing recent items.

Public Notices 2018/02/26
Public Motices 2018/02/26
Public Notices 2018/02/26
Student Support Services PAGE
Guidance Department PAGE

6. Paste the URL into the First box, Change the text in the second box, and make
sure the ‘Open link in a new tab’ box is checked. Click ‘Update’ to save your
changes.

7. Edit the rest of the text as needed and click the ‘Save’ button

Save Cancel

8. Click on ‘Done and then ‘Publish’ and your changes will be saved.

.“]
L

Remove

1. Login to your admin Dashboard at: http://www.centervilleschools.org/
2. Navigate to the Student Scholarship page and click on “Beaver Builder”
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http://www.centervilleschools.org/

E3 Beaver Builder »

3. Click on the ‘x’ button of the scholarship that has expired or time limit has
expired.

e arshi
Hy\Vee Schrlarship

{)pen to: Applicant must be a high school senior working for Hy-Ve
rnonths employment AND Applicant must be enrolling in college fo
Iwards: $1,000 college scholarships

eadline: February 10 of the current year

Sitart at: Hy-\ee Scholarships

4. The website will ask you if this is okay to do?
5. Click the ‘Ok’ button to delete this scholarship.
6. Click on ‘Done’ on the page and ‘Publish’ and your changes will be saved.

+ B3

Official New Website User Manual prepared for Centerville Community School District
by Hill Productions & Media Group, Inc. | August 2018
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