mamboSchools Tutorial

Content/Web Page Series ..

1: Introduction & Updating an Existing Web
Page

This web application print manual will educate and introduce web managers
to the content component within your mamboSchools™ site.

The content component allows you to add and edit web pages within your

site. You use the content component to update the scrolling billboard or an-
nouncement areas within your site.

© 2014 mamboSchools. A division of One Technologies, Inc.



The Content (Web Page) Component

Site Web (Content) Pages

Components are the main pages or sections
of your website. Your public users link to a
Home Info Students Athletics Parents Faculty Contact component by clicking a menu selection. As
an admin user, you are in charge of maintain-
ing the components and modules within your
mamboSchools™ site.

The content component is widely used within
your school site. This component allows you
to edit and create new web pages. These
content or web pages are a mixture of text and
media (images, video, audio, etc.).

Content may be found throughout your school
School Status site. Examples

& 1. Web Pages (like the home page)

2. The Announcement or Billboard Area.

To edit a web page and announcement/bill-
board items, you access the content compo-
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Logging into the mamboSchools™ Admin Area

Login to Admin Area

The administrative backend is a separate
area hidden from your public and regis-
tered users.

The administrative backend is accessed by
accessing the following web address:

http://<enteryourwebsitename>/adminis-
trator/

1. Click into the Username area. Type in
your assigned username.

2. Click into the Password area. Type in
your assigned password.

3. Click the “Login” button. The adminis-
trative control panel appears.

This area is locked with a password and
hidden from Public and Restricted/Teacher
Users. Only web managers and site ad-
ministrators have access to this area.




The Control Panel and Content Menu (cont.)

System ~ Users ~ Menus ~ Content ~ Components ~ Extensions ~ Help ~ mamboSchool 4. e The Control Panel & Content Menus

7 g
ntrol Panel Joomla
o 1. The mamboSchools™ administration side

- has many ways to navigate through its
You have post-installation messages commands and control panels

f ; There are important post-installation messages that require your attention. To view those messages please click on the Review Messages
Add New Article b itioe Below
Article Manager You can review the messages at any time by clicking on the Components, Post-installation messages menu item of your site's administrator F]gure 1

section. This information area wen't appear when you have hidden all messages.

B Category Manager

B Media Manager 1. The navigation menu allows access to
all functions and commands within the
administrative side of your site.

iE Menu Manager a

@ Module Manager Super User Administration B 20140222 2. You also may wish to explore the con-
trol panel sidebar. This sidebar echos
a few of the menu functions. One may

s User Manager e et choose a sidebar link for certain func-

_ e School Map B 2009-06-03 tions and commands.

© Global Configuration a mamboSchools District News Posts E 2000-06-03 3. This area lists the current “logged in

@ Template Manager ©) Activities Abound at mSD B 20111106 users” on the public side (registered/

™ Language Manager © 1-t0-1 Intiative Approved B teacher users) and backend (manag-

ers, administrators, super administra-
tors). You can access other statistical
X, Install Extensions Control Panel Article Manager ’*Joomlo! ]nformat]on by Cllck]ng the dropdown
Category Manager
JCE File Browser drawer areas.

Featured Articles

System ~ Users ~ Menus ~ Content ~ Com- ~ mamboSchools [...& & ~

. C illation messages
. Kunena 3.0.4 - Updat' now! f Add New Article Media Manager Ist-installation messages that require your attention. To view those messages please click on the Review Messages

4. To logout of the administrative back-
end click the Profile Settings link (up-
per right corner) and select Log.

Article Manager You can review the messages at any time by clicking on the Components, Post: r menu item of your site's administrator

= section. This information area won't appear when you have hidden all messages.
BB Category Manager : i ¥ 9

Media Manager
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Figure 2
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Module Manager Super User Administration = 2014-02-22

5. To access your site web pages, you
must access the Content Component.
Select the ‘Content’ menu > Article

4 User Manager
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° Global Configuration c mamboSchools District News Posts =2 Manager
@ Template Manager © Activities Abound at mSD B 2011-11-06
™ Language Manager 1-to-1 Initiative Approved B 2011-11-06
© About Our School & 20111107

. Install Extensions Figure 2



Using the Article Manager

System ~ Users ~ Menus ~ Content ~ Components ~ Extensions ~ Help ~ mamboSchools [...& % ~ The Art-icle Manager

: - Arti o .

A g A Joomial After clicking the “Article Manager” link, a
FiEdt || + Publish | € Unpublish Feawred | @ Archive || & Gheckin || @ Trash || (8 Batcn @Hep | Options list of current web pages appear in the Article
- = —_— e sscanding (o Ma’ngger window. For our efxamp’le, we will be

Catagories o Q - editing the home page article, titled, ‘School
Featured Aricles e Stati Title = Access Author Language Date Hits D Year 201 5'201 6 Opens!"
Q|| - Gategory Undefined -0001-11-30 [} B8

You can locate a web page by scrolling to search
for the title in the Article Manager. When you
have a multi-page list of web pages, searching

AR A4 1-to-1 Initiative Approved Public Super User Al 2011-11-06 0 30
Category: Front Page Tabbed News

¥+ =] 1-to-1 Initiative Approved Public Super User Al 2011-11-06 62 3

Catogory: Nows becomes more difficult. It is easier to use the
. . search function.

AR A4 A Blue-Ribbon Schooll Public Super User Al 2011-11-06 1 28
Category: Front Page Tabbed News

V|| - A Blue-Ribbon Schooll Public Super User Al 2011-11-08 48 29 Flgur€ 1 . .
Catogory: News 1. Click into the ‘Search’ area above the list-

V%] v | About Our School Public Super User Al 20111107 53 34 ings to the left. Type in a word or part of
Categony: General - Informaton the title. For our example, the title of the

o -

System + Users ~ Menus ~ Content + Components ~ Extensions ~ Help ~ mamboSchools [... &

A = web page contains the word “school”, so
Article Manager: Articles Joomial we will enter this word.
= B ﬁ FEdit || « Publish || € Unpublish @ Checkin || W Trash || (8 Bateh @Hep | 0 Options
2. Click the search icon (a magnifying glass)
olul=] A schd = = tieecereiog = or tap your enter/return key.The search
Featured Artcles - Select Status ~ | [ - Seleot Categary ~Select Max Levels + | [ - Select Access - word narrows down our article manager
elalr] 9 ~ Seloct Author <] [~ Select Language ~Select Tag = to five web pages containing the word
‘school’.
F' 1 s Status Title ~ Access Author Language Date Hits D
]gure L4 kA4 A Blue-Ribbon Schooll Public Super User Al 2011-11-06 1 28 Figure 2
Category: Front Page Tabbed News
LA R AR A Blue-Ribbon School! Public Super User All 2011-11-06 48 29 3' TO Clear Fhe S?arCh 'and return to the Com-
Categery: News plete article list, click the ‘Clear’ button.
v | 7| » | About Our School Public Super User Al 2011-11-07 53 34
Category: General - Information .
. : 4. To explore other ways to search, click the
Vil - ;ﬂ;:;:sS;:::f\:-D":;:::‘::ws Posts Public Super User Al 2009-06-03 75 2 ‘Search Tools, button_ You Will See Other
« || | School Map Public Super User Al 2003-08-03 103 13 Ways tO SearCh'
Category: General - Information
v ~ | School Year 2015-201@ Public Super User Al 2014-02-22 2 38 5. One popular Way to Search iS by the article
Category: Parents .
category. You can easily locate groups of

web pages or articles using this dropdown
Figure 2 menu.

6. To manually search all articles, set the list
number from 20 to all.

7. Click at the title. In our example, we click
at the web page titled ‘School Year 2015-
16 Opens!’



Editing Content in the Web Editor

R - Editing Content

After clicking a title you are ready to edit your
article within the web site editor:

/ Article Manager: Edit Article ! Joomlal

: =+ Save & N bs o acl Hel s : :
a. e L Y — Sitp 1. Click into the text area. Edit your article.
Title*  School Year 2015-2016 Opens! Alias | school-year-2015-2016-opens 2. If desired, use the text formatting menus
and tools. Tool titles appear as your mouse
o ) ) ) ) o moves atop each tool button. Watch for
Content Publishing Images and links Options Configure Edit Screen Permissions .
keyboard shortcuts for certain command
like CTRL-B for boldfacing.
@[ svies C. =) Format Trothomly Wl Fote=  |o - Parents v NOTE. Visually, the Fools look like M1crosoft
- Office tools. Many times they function the
Sy el IS el | ==I=1= Tags same and have the same keyboard shortcut.
Bo I |U |8 A/ -|u] ] F[P|=]-:=xE | E|— |62
5 e g. Other Helpful Commands:
Welcome to the mamboSchools Elementary web site. I believe you will find our website informative and a useful Status a. Preview - Allows you to test out links with-
tool to gather information regarding mamboSchoaols Elementary. As we enter the new decade, take note of our i Published . . .
new Twitter presence. Visit our page and follow us on the site, vour mobile or portable device. _’. = _ out returmng to the pUth side.
mamboSchools is an outstanding elementary sch where we are committed to the success of each of our t b. SC?UI'CG ° ShOWS the actu.al HTML language'
students. Strong parental involvement in the e of their children is a vital component to our success. W Featured Click to edit in HTML, click again to return
orking to e are helping the children grow into readers, writers, :
creative t , and problem solvers, as we prepare them for life in the 21st century. No baCk the Normal View
c. Spell Checker
Our school is a traditional elementary school with 320 students, kindergarten through fifth d . d |. |. f |. h . u
grade. The educators, support staff, and volunteers work together to provide an Access . Fin /Rep ace- He p ut when mlsspe 1ng a
outstanding program where each student has an opportunity to achieve his or her word throughout a document.
potential in a safe and nurturing environment. Our School Improvement Plan guides our . - . R . .
continuous schoal improvement efforts. Public e. Insert/Edit Link (See Manual #4 in this
There are many ways for you to communicate with us. Our address, phone numbers, and ser1es) . . )
email address are listed here on the website. The school site council meets monthly to Language f. Insert/Edit Image (See Manual #4 in this
discuss, support, decide, and communicate school policy. Meetings are listed in the school :
newsletter. The mamboSchools PTO meets monthly and provides solid support for the students and staff. We look forward to All hd ser1es).
hearing from you regarding anything that can help us continue to thrive as an excellent schoal. g. Table Editor (See Manual #4 in this series).

h. Document Plug-in (See Document Library
Series Manual #4).

3. After editing your article, click ‘Save &
Close’ and you will return to the Article

Path: img Words: 245, Manager.

h
- = s i~lei “ 9\
7" Magic Window 3 Article & Image {1 Page Break ¥ Head More 4. .Cl]d(mg .Save will also save, lf)Ut keep you
in the editor. As a new user, this may be

your preferred way to save. Because after
D 1 5 saving, you can view your web page on the

public side of the side and return back to

the editor (if further edits are required).
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Editing Rotating Content

The billboard area of your web site is usually
found on the home page. This area rotates
through many shorter web pages that are
stored within your Article Manager. For this
exercise, we will be calling these short web
pages ... items. Although, truly they are web
pages.

1.

Locate the billboard area of your web site.
It is usually found in below the main menu
navigation at right or along the right side
bar. You may want to count the number
of billboard items that appear. By default,
your site is set with three (3) rotating
items.

NOTE: Some sites do not have a billboard
area.

2. Move to the admin side, and select the

‘Content’ menu > Article Manager.

In order to quickly locate the billboard
content, locate and click the ‘Search Tools’
button.

. Click the ‘- Select Category -’ search drop-

down. Select the ‘Newsflash’ category.

NOTE: Newer site setups may use the follow-

ing category names:

Newsflash or Newsflashes

. Announcements or Announcement items/

Slides

. Billboard or Billboard Items

. The filter may display as many as 10 items.

No matter the number, the key is to locate
the items that are published (look at the
‘Published’ column for the green checks).



Editing Billboard/Newsflash Items (cont)

System ~ Users ~ Menus ~ Content ~ Components ~ Extensions ~ Help ~ e - - I  Editing Rotating Content (cont.)

Article Manager: Articles 2l Joomlal’ Once you have located your published billboard
: § items, click on each to locate the one you wish

to edit. Return to page 6 for a reminder on
editing. You can follow all of the steps on page
6 and continue editing each billboard item

T o J@ ) uneh complete

ﬁ @ Edit || + Publish || © Unpublish Featured || @ Archive || M Checkin || T Tresh || [ Batch @ Hep || © options

Categories
Featured Articles - Select Status - I - Newsflash - l - Select Max Levels - HELPFUL TIPS:
misloshiooces b )| [mSslectienouens v a. Rather than create new items, just edit old
ones. If you need to create more than the
- Select Tag T || - General - Classrooms y . -
number published, review #e below.
Blogs b. Feel free to open an item and review it
* Status  Title - School Blog 5 Author Language Date Hits ID without saving. If you wish to not save an
. - . ) , .
V||~ | MNewsflash1| Information Super User Al 2009-06-03 1 8 billboard 1t§m, click the “Close’ button in
. . the upper right toolbar.
Category: Newt - General - Information . . . .
. c. The titles of the billboard items are generi-
O] %]~ Newsflash1{ Toduently Asked Questions SuperUser Al 2009-06-08 0 27 cally named. So, you can rename the title
Category: News - Our School's FAQs to assist you in remembering the content.
Newsflashes Titles are never displayed in the billboard

v | MNewsflash 2 Super User Al 2005-06-03 0 9 P :
Catogory: Newd area on the public side. If you do adjust a

title remember to ‘Save’ or ‘Save & Close’

v ||+ Newsflash 3 Public SuperUser Al 2009-06-03 0 10 this change.
Category: Newsflash d. Each item is short. There is a limited num-
ber of words that can fit within the public
Q| 4| - MNewsflash Public Super User All 2009-06-03 4} 21 side area. After time and trial/error, you
Carsgory: Hem will learn proper length.
Q|| - MNewsflash 5 Public Super User All 2009-06-03 0 22 e. To add more than the default thre'e items
Category: Newsflash follow these steps (shown on the image to
the left):
Q| 4| - MNewsflash 6 Public Super User All 2009-06-03 4} 23
CoROCERe 1. Click an unpublished billboard/news-
Q|| - MNewsflash 7 Public Super User All 2009-06-03 0 24 flash or announcement item title. In our

example, we are selecting ‘Newsflash
4’. You can select any unpublished item
in your list.

Category: Newsflash

Edit the item and ‘Save’

2. To activate the fourth item,locate the
‘Status’ column and click the red X to a
green check. Return to the public side
and your item will now appear.



