Foxbright

CMS4 Editor Training Agenda

Foxbright Website Training

Content Editing Steps
1. Find Page to Edit from Page Tree

e Web Pages
e PageTree
e C(Click on page or select gear and “Edit”

Page Options
1. Click on Gear next to Page to get all options
2. Some options won’t show if not applicable

- Departments | £
- Athletics & Edit
Bl Food Service |+ Add Page
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i Reorder Menu
B Curriculum &

- Special EAUCa  proview

it
COMMUNITY 3E = 1o Web Page

Student Servi .
i _ Undo/Revert to Published
B Educationa
Bl Business @
e Copy
- Human Resou
~ Move
B Parents &
e .-lde.-ga..:e_.l Hide
- Calendars % Delete
- Closings-Dela;
- Directions @& Permissions
- PowerSchool | Settings

Home
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Add a Page
1. From Page Tree, select “Add Page” option
e Pageis added as sub page T || MonaShores District @
@ Our District %

2. Enter Menu Name
e All other fields will be auto filled

= Our Community %

Departments |

- Parents & Edit
3. Save P
B Students # Add Page
-
? Schools & Reorder Menu
Staff &

Adding / Editing Page Content

1. From Page Tree, click on Page Name or select Gear and Edit
2. “Preview” version of page will be shown with red boxes around content blocks.
3. Hover or click on the block and select “Edit”

Rich Text Editing

1. Inserting Content from WORD (or other formatted content) i=
2. Text Formatting - bottom row of editor icons

B I U & X x* [[@ | = := = 3 = || Format -
=
3. Undo & Redo =
4. Enter —paragraph break — extra white space between lines AL
5. Shift-Enter — line break — normal white space between lines Link Type
— URL [~
Adding Links |2 |g (& GF = .
1. Links to other websites — (other site — new window) hitp [~ four-communitylinks-to-the-community/
2. Links to pages on your website — (same site — same window) o T
3. Links to files or pictures — (always new window) Target
Note: Use link text that makes sense even when out of context notser [=]
Title

i 1 Links To The C i
Inserting Pictures i inke ToThe Communtty

1. Upload / Insert the picture on you page

Embedding Videos =
1. Recommend uploading all video / images to Vimeo or YouTube

e Share video from Vimeo or YouTube & Select Embed option
e Copy Embed Code

2. Paste in Embed Code

Publishing Content

1. Always “Preview” your page before Publishing
2. Revert to Published
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Content Blocks

1. Add New Content Block
2. Change Content Block Edit | Hide
3. Hide/Show Content Bock

4, Move Content Block

Delete || Change Block

Expandable Content Blocks

ti
Edit Rich Text ®
Expand/Collapse Block I Spell Check - 508/ADA Compliance I
\ [ERC £ % W %ok @ = B

na
3

=“BD®® 68 =no0z|
‘B! us % x @”gf =

| ‘ ‘ | Source | & ‘

b1]

| ‘ Format - ‘

Remember to spell check your page before publishing. It is important that your page does
not have misspellings for compliance.

How to Make Your Content 508 Compliant

Use headings to organize the structure of your content
Use unique and descriptive link names
Use appropriate Alternative Text for images

Create accessible WORD or PDF documents

Audio and Video - Transcipts/Captions

Using Tables in your content

Commonly Used Data Driven Content Blocks
e Add Data Driven Content to web page
e Manage the content elsewhere
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Photo Gallery

1. Used for Rotating Photos on District and Building Home pages
a. Will normally have a gallery “size” associated

b. When upload a photo will provide an image helper to resize and crop photo
c. Various options for button controls and placement
d. Can have show “text overlay” using photo name and description
e. Can Link photo (use alternative text if linking image)
Add Photo *®
Current Photo A

Select Photo

X Select New Image to Upload

Please enter a description of the picture for ADA compliance.
You may leave this blank if the photo is for decoration only. Otherwise please describe the content conveyed by the photo.

Image Alt Text ‘ v ‘
Name ‘ ,, ‘
Description v

Link o H

Link Text

Open Link in New Window . ves No

Save Cancel

2. Can use for Slideshows, photo boards, etc.
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