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Introduction

hen you add content to your website, you Wale access to the

SchoolwiresEditor. ThisWhatYou See Is What YoweG

(WYSIWYG) editoruses finctions similar to those found ather
text manipulatiorapplications such as MicrosBftVord and Excél.

Audience and Objectives

We recommend that all users who wilveediting privileges on your website
read this chapter.

In this chapter, you will la&rn how to:
1 Use the functions of thEeditor

To add text

Work with Images

Work with Links

Work with Tables

Work with Text Boxes

=4 =4 4 A A -2

Use the Toolbox
1 View and editcontentusing the Source Editor (HTML)
Getting Started

Whenyou add content to your website, youlwften be usinghe Editor as
shown inFigurel. This is whathe full-function Editor will look like if you
are using a P@nning Internet Explor@ or Firefox®, or a Ma® running
Firefox. This is an HTMLEditor.

If you are editing with Safdfi usi ng a® il be anJavdaséd
Editor and willl ook sl ightly diff ekdéondna See AWor ki n
MacRunningSaf ari Eo | ater in this chapter for mc

TheEditor is client software that allows you to create and edit ednte
directly on the server. With tHeditor, you can customize the look and layout
of your content.
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Figure 1: Schoolwires Editor
How the Editor Works

Beforeyou beginusing theEditor, it is important to understand hdhe
Editor works.

WebpagesuseHyperText Markip Language (HTML)While having
experience with HTML or web design will be beneficial, you do not need to
be able to code HTMLo use théeditor. TheEditor convertsyour text into
HTML for you.

However, theprocess of converting text into HTML is not perfeurticularly
from other applications. Consequently, you may still need to adjust the
formatting slightly after th&ditor converts it.

In order for theEditor to function properlyyour computer must:
1 Meet the minimum technical requirements
1 Havepopblockersturned of.

Technical Requirements

You can find the minimum technical requirements for editing with a PC or
a Mac® athttp://help.schoolwires.com/tech
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Popup Blockers

When pp-up blockersareturned onin the browsr, theyblock certain
featuresof the Editor . Turn popup blockers off before editing.

Note Some adeon browser dolbars such as Google or MSKay also
have a pojpup blocker feature that musiso be turned off.

TurningOff PopUp Blockers onRC
To check ifthe pop-up blockeris on or off in Internet Explorer

1. On the Menu Balick on Tools
2. SelectPop-up Blockerfrom thedrop-downlist.

3. Ifthegpt i on s a y-w BldckanQff n apBpeupblocker
is on. Slect thisoption to turn it off.

4. Ifthe gptionsag A T u wumBloBkerPn, the popup
blocker feature is off. You do not need to make a change.

To check ifthe pop-up blockeris on or off in Firefox (PC):
1. On the Menu Barlick on Tools and therselectOptiors.
2. An Optionswindow will open
3. SdectContentfrom thetop menu.
4

. Ensurethat theBlock Popup/Nindowscheckbox is deselected.
If it is selected, click in the checkbox to deselget, turn it
off) the option.

Turning @ PopUp Blockers on aail
To check ifthe pop-up blocker ison or off in Firefox (Mac):

1. On the Menu Balick on Firefox.

2. SelectPreferences (secondtem). Anotherwindow will open.
3. SelectContentfrom thetop menu.
4

. Ensurethe Block PopupWindowscheckbox is deselectedlf it
is selected, click in the checkbox to dese(ee., turn it off)
the option

To check ifthepop-up blocker ison or off in Safari Mac):
1. On the Menu Balick on Safari(first item).

2. Confirm thatBlock PopUp Windowss not checkedf it hasa
checkmark, lick on this item to turn it off.

Note Rather than turning pepp blockers off, gu may add your
Schoolwireswebsite to the list of websites on which to allow fups.
It is imperative that popip blockers are off on yogchoolwires
website in order foall the features of thEditor to work goperly.
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Working with the Editor

Overview

An Editor like the oneshownin Figure2 will displaywhenusing a PC
runningMicrosoft Internet Explorer oMozilla® Firefox, or a Maaunning
Firefox. If you areusing a MacunningSafari a Javabasededitor will
display  SWoekingiwith theEditor on a Ma€ RunningS a f a taterfind
this chaptefor more information.

Since its features are similar to most word processing programs, you may
already bdamiliar with someof them Some of thepagesirom which yau

will access théditor, however, access a version of Euditor that does not
use allthe functions (i.e., a limitetunction Editor). We cover both thaull
functionEditor and thdimited functionEditor in this chapter.

Home = Edit "About Your Teacher® {Flex Page)
VRaGh s HB23H ¢ x99 @
A Styles - FortMame» Sizz -~ A B i U ¥

BBl -422e@ Ot M2l EF ek

1
i
Iilil
i
i
i
i
i

S VIEW HTML  EDITIN @ EDITIN

Save Cancel Send for Approval Create E-Alert

Q Active: []

You must route this item before the item is published.

Figure 2: Full-function Schoolwires Hlitor with enhancement modules & routing activated
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Full-Function Editor

Each ion or button in th&ditor has a unique functiois you will see,
which icons and buttons appeathe full-function Editor depends on which
premium enhancement modules your organization has pucch&gain
sectionstheEditor is also affected by th&ectionoptions that have been set
by a Site or Subsite Director.

If you are uncertain of thieinctionof an icon or buttoniyou can roll your
mouse over the icon or button and tbel tip for thatfunction will display.
The icons, buttons and their fuions are:

1 v Spell CheckChecks spelling on the oppageusing a
web-based spell checker. It also has a thesaurus and grammar checker.

1 Q Preview Opens a pojup window displaying youpageas it
will appear in a browseutionsfBaBynce your Vi
vary, you can preview yoyragein various screen resolutions (i.e.
640X480, 800X600 or 1024X768).

i = Print: Printsthe contentyou have placed ithe Editor. The
pageURL will print in the footer.

o Search Opens a Find & Replace dialog box that can use to
find text on youmpageandreplacethattext if you choose.

1 * | cut Removes a selection that you have highlighted. The
selection is saved to the clipboa¥thu can theruse theéPastebutton
to moveit to another locationroyour website, th&ditor or another
doaument that allows you to pasiteote If you are using Mozilla
Firefox, you will need to use the keyboard shortcut to cut.

1 B Copy. Copies a selection that you have highlighted. The
selection is saved to the clipboard. Then you canthePastebutton
to copyit to another locationroyour website, th&ditor or another
document that allows yoto pasteNote If you are using Mozilla
Firefox, you will need to use the keyboard shortoutopy.

1 S| Ppaste Inserts a selection (that hlasen saved to the clipboard
by cuttingor copying into a chosen place within tiiglitor . Note: If
you are using Mozill&irefox, you will need to use the keyboard
shortcut to paste.

i to Paste from Wordinsertstext copied from Microsoft Worthto
a chosermlace within theEditor . Some formatting is retained without
unnecessary HTML.
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1 Paste TextInserts plain text into a chosen place within the
Editor. Formatting is not retained.

&
1 ‘| Unda Reverses the last action completed.

1 Redo Repeats the last acti@ompleted.

i Clear All: Deletes all content from theditor .

i = Full ScreenResizes th&ditor to utilize the fullworkspace
frame. Clicking again will restore th&ditor to its original size. The
SaveandCancelbuttons ar@nly available in the originadized
window.

View Tutorials Links to a library of Interactive Tutorials
designed to help you use tAeademic Portal

Template StyleApplies a style that has been defined in the
active Template usinGascading Style Shee8%9 in StylerE .

1 Styles Applies a defaulheadingstyle. These are not

designed for body copy.

1 Font NameApplies a font chosen from tligop-down

list to selected text.

1 Font Size Applies a font size chosen from tti®p-down
list to selected text.

1 2| Font Color Applies a font color chosénom apalette to
selected text.
ab

1 i Background ColarApplies a background color chosen from
the palette to selected text.

1 & Formatting Allows you to format selected text, paragraphs,
lists, text boxes and CSS.

i E Bold: Changeshe appearance of selected texBtud.

i i Italic: Changes the appearance of selected telio.

i v Underline Underlineshe selected text.
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1 hid Strikethrough Appliesstrikethrougiformatting to selected
text.

1 = Justify Left Aligns text at the left nrgin.

1 = Justify CenterCenters text between the margins.

1 L=l Justify Right Aligns text at the right margin.

1 = Justify Fult Aligns text evenly along the left and right margins.

1 = Numbering Creates a numbered list.

1 = Bullets Creates a bulleted list.

1 =] Indent Moves selected text to the right, one tab at a time.

1 =1 Outdent Reverses indention by moving selected text to the left,
one tab at a time.

1 .@ Insert Image Opens a wizard you can use to insert an image
into yourpage

1 e Edit Image PropertiesAllows you to modify an inserted

image. You can edit the source, title (alternate text), alignment,
borders, style, size and spacing.

i 0 Insert File Link Opens a wizard you can use to insert a file
into yourpage

1 Horizontal Rule Inserts a horizontal line.

This is an example of a horizontal rule. It can appear above or
below a line. Be careful, it will replace any selected text.

- Bookmark Opens a wizard you can use to insert a bookmark
into yourpage To link to that bookmark once it is created, use the
Insert Linkwizard.

i & Insert Link Opens a wizard you can use to insert a link into
your page You can insert links to site, se¢ion or page an email
address, a different website or a bookmark.
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1 € Edit Link PropertiesEdits a previously inserted hyperlink.
You can also insert a hyperlink inbo and removat from your page

1 2 Insert Form Link Opens a wizard you can use to ingelink
to an existing form or survey into yopage The form must already
exist within the workspace in which you are working to use this link.
Note Your organization must have purchasedRkbems & Surveys
Premium Bhancemeniodulefor this link to apear in theeditor. In
addition, if you are working in section Forms & Surveysnust have
been enabled for thaectionbefore this link will appear.

1 E Insert Photo GalleryOpens a wizard you can use to insert a
link to anexisting photo gallery. Thigon is only available in the
Editor on OverviewandFlex PagesThe photo gallery must already
exist within theSectionWorkspacen which you are working to use
this link. Note Your organization must have purchasedRheto
Gallery Premium EnhancemeModule for this link to appear in the
Editor. In addition, if you are working in section Photo Gallery
must have been enabled for tattionbefore this link will appear.

1 © Insert Directory Opens a wizard you can use to insert a ik
anexistingMiniBase This icon is only available in tHeditor on
OverviewandFlex PagesTheMiniBasemust already exist within the
Section Workspade which you are working to use this linKote
Your organization must have purchasedfhriBase Premium
Enhancenent Module for this link to appear in thgditor . In addition,
if you are working in aection MiniBase must have been enabled for

thatsectionbefore this link will appear.

T LBl Insert Table Inserts a table into yoynrage Tables are
comprised of rows ancblumns of cells that you can fill with text and
images.

1 %7 Edit Table/Cell Allows you to edit and format a table or cell in
your page.

1 L= Show/Hide GridlinesDisplays or hideshie borders of cells in a
table.Note Thisis not supported by Mozillgirefox.

Insert Text BoxInserts a text box into the upper left corner of
your page You may then position it where you desire.

[r1

Special Characterdnserts symbols and special characters not
found on the keyboard.
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=
F—

Open ToolboxProvides access #collec¢ion of layouts,
objects andictiveBlocksE (tag9g to assist you in creating yopages

]

1 Position by PixelMoves content anywhere in tBglitor. This
is also called Absolute Positioning or AP
1 = Remove FormattingRemoves formatting applied to text.

q ActiveBlocks InsertsActiveBlocks (tags) nto yourpage
Note Not all ActiveBlocksthat are in the Toolbox are available from
thisdrop-downlist.

=
<y VIEW HTHL View HTML Displays theSource Editopop-up

window in which you can preview and edit HTML of yquage Note
Current Selected Element Highligldlis not supported by Mozilla
Firefox.

EDITIN &

1 Edit in Dreamweavét: Allows you to edit youpagein
Macromedia®DreamweaverDreamweaver must be installed on your
computer before you can use this ichiote Thisis notsupported by
Mozilla Firefox or Apple® Safai.

1 Eoir v [ Edit in FrontPagé&: Allows you to edit youpagein
Microsoft FrontPageFrontPage must be installed on your computer
before you can use this icddote Thisis notsupported by Mozilla
Firefox or Apple Safari

Send for Approval

Send for ApprovalAppears at the

bottom of theEditor if Content Routindpas been activated for your
siteand you have not been exemptatlows you to send thpagefor
approval (i.e., begin content routing). If content routing is active, you
will also see a reminder to route the itenthat bottom of thé&ditor .

q | Create E-Alert... |

Create EAlert: Appears at the bottom of the
Editor if your organization has purchased Byélerts Premium
Enhancementodule Allows you to send a ContentAert to
subscribers comrning changes to a homepagagein asedion or
calendar event

ﬂ Yiew routing status

View Routing Statug\ppears at the
bottom of theEditor if Content Routindpas been activated for your
siteand thepagehas been routedhis dlows you to view the status of
apagethathas been routed for approval.
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Restricted Formatting

If your organization purchasettyler, Site Directors and Subsite Directors
can restrict formatting within th&te andsubsitegespectively. They can also
restrict formatting for garticularsection

If formatting has been restricted, sonidte Editor icons will not be present.
In this instance, Site Directors must set up additi&ulitor Stylesin Styler
or use theeditor styles that are included as defatilheseEditor Styleswill

beaccessible from the Template Styl iconin theEditor.
SeetheAcademicPortalc hapt er s, fASite &adSubsi te Wor ksp

ASecti on Maforangre infematioroh festrioting formattingSee
the AcademicPortal chapter Styler, for more information ofeditor Styles.

r'-,. . . - . . .

= |mportant : The sectionconfiguration determines the settings for
restricting formatting on all sectionsusing that configuration. This setting
cannot be overridden tgjte or subsitesettings. Teensurehat the settings for
sectiors created aftesite or subsitesettings are changgea Site Director must
changehe restrict formatting optiofor that £ctionconfiguration as well.

As you can see by comparifggure2 andFigure3, the icons that are not
presenin thefull function Editor if formatting has been restricted are:

0 FontName
i Font Size
i Font Color

1 i Background Color

1 = Formatting

g Lo AL | iow HTML

q [T @ Edit in Dreamweaver
q [ETN = Edit in FrontPage
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Save Cancel Send for Approval Create E-Alert

e Active: []

You must route this item before the item is published.

Figure 3: Full-function Schoolwires Editor when formatting has been restricted
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Limited -Function Editor

Certainpagetypes or elements ofgagecontainlimited functionEditor s.
Limited-function Editor sappears on

 Announcements

|

File Library Pages
1 Link Library Pages
1 Maps & Directions Page
1 Evensin the Calendar
Note In Apple Safari, the limiteefunction Editor appears as a text box.
In mostlimited-function Editor s you have acess to the following:
* con will not appearfiformatting is restricted

1 ¥ spell Check

7 L1 Cut

1 L2 copy

1 & Paste

| Lo Paste from Word
1 Paste Text

7 L2 undo

1 Redo

7 L2 Special Characters

1 Justify Left

1 = Justify Center

1 L=l Justify Right

1 e Insert Link

i g Edit Link Properties

i @ Insert Form Link(if your orgarization has purchased this

premium enhancement module and it has been enabled &edtier)
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1
il

Fortiame 7| Font Namé
> 7| FontSizet

B] Bold

£ talic

O Underline

2| FontColor

Entering Content into the Editor

Introduction

You can type directly into thEditor or copy ad paste from other
applications. By clicking on théIEWHTML icon on the bottom of the
Editor, you can also copy and paste from an existing HTML document.

Copying/Pasting Material from Other Applications

Once you have copied desired matdrain anothe application, the
Editor offers three options for pasting content.

Note If you arerunning Mozilla Firefox, use the keyboard shortcut to
paste.

The three options are:

T

3| Pase Insers an item(thathas been saved to the clipboard
by cuttingor copying into a chosen placwithin theEditor. All
formattingwill be retainedYou might use this when you are
pasting from within thé&ditor or when you are copying from a
program likeMicrosoft Excel and want to retain the formatting.

to Paste fromWord Insertstext copiedfrom Microsoft Word
into achosen placwiithin theEditor. Some formatting is retained
without unnecessary and sometimes problematic HTixt can
be formatted irthe Editor as requiredSchoolwiresrecommends
that you always choose this optisthencopyingfrom Microsoft®
Word into theEditor.

PasteText Inserts plain text stripped of all formattingo
achosen placwithin theEditor . Text can be reformatted the
Editor as requiredYou might use this when you are copying from
aprogran like Microsoft Excel, but only wsh to paste the text.

Padks



School/Eeiityl.2 Editor

Template Styles

With Template Styles/ou can apply a style thiatis been defined in the active
template using CSS iatyler. Template Styles are defined by the Site Director
using theEditor Styleson theAdvanced Stylesibin Styler. Seethe
AcademicPortal chapter StyierE ,0for more informationlf your

organization did not purcha&gtyler, you will see the default styles from the
standard templatenderTemplate Styles

Styles

You can use th8tylesdrop-downlist to apply a default heading style. These
styles are not dggned for body copy.

Assigning Font Color and Background Color

The Font Color andBackground Coloicons allow you tselect and apply
font or background coloiThese twdconsfunction the samway. To select
and apply font or background color:

1. Access tk Editor for thepageon which you wanto modify fontor
background color.

2. Select the text to which you want to apply a different color or
highlighting.

3. Click on theFont Color icon to changéhe color of textor the
Background Colorcon to apply highligting. The Color Picker will
display.

4. Selectacolor by clicking on the desired color. T@elor Pickemwill
close automatically and the selected text will reflect the chimseor
background alor.

TIP: While it is fun to be creative with color, youwa nt your visitors to be able
to easily read your page. Keep legibility in mind as you select colors.
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Formatting

You can format selected text, paragraphs, lists, text boxes and CSS by using
the Formatting icon.

Text Formatting

Text Formattingallows you b modify the appearance giecifictext.
When you selectextFormatting a window like the one shown in
Figure4 will display.

ﬁexl Formatting -- ﬁeh Page Dialog

Fonk :

[
2rial g
Arial Black

Arial Marrowy

a0

Bold Italic 11

4
EBock Antiqua - %
Fronlnan i E 14 E
Foreground: [ | Background: [ |
Decoration: Text Case: Minicaps: Werkical:
(&) Mot Set (&) Mat Set (&) Mot Set (&) Mat Set
) Underline () Capitalize () small-Caps () Superscript
O Owerline () Uppercase () Mormal () Subscript
() Line-through () Lowercase O Relative : _
C None O Hone () Bassline

Character Spacing : l:l

Nhttp:,l',l'schoolwiresapq .schoolwires, com)'60& 10981 5026/ site |! Internet a

Figure 4: Text Formatting

Text formatting allows you to format the following:

1

=4 =4 4 A4 -4 -2

1

Font

TIP: Visitors to your page must have the same font loaded on their
computer in order to view the particular font you are using. Keep this in
mind if you elect to use a unique font.

Style

Size

Decoration

Text Case

Minicaps

Vertical

Character Spacinderning)

Note ThePreviewpane at the bottom allows you to view the dafeauf the
selected options before applying them.
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Paragraph Formatting

Paragraph Formattingllows you to modify the formatting of an entire
paragraph. When you seldtaragraphFormatting a window like the one
shown inFigure5 will display.

&) Paragraph Formatting -- Web Page Dalog o I

F\&ment: Indentation: l:l

WWord Spacing: I:I Character Spacing: l:l

Line Height: I:I Texk Case:
White Space:

Lorem ipsur daolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmaod
tempor inwidunt ut labore et dolore magna aliguyam erat, sed diam voluptua, At
vern eos ek accusam et justo duo dolores et ea rebum, Stet clita kasd gubergren, no
sea kakimata sanctus est Lorem ipsur dalor sit amet.

Figure 5: Paragraph Formatting

Note ThePreviewpane at the bottom contains nonsense(sathetimes
called greeking). Thiallows you toview the effects of the selected
optionsbeforeapplying them.

1

= =4 =4 =2

Alignment Align text to the leftright, centeror justify.

Word Spacinginsert additional spa&cin pixels between words.
Line Height (leading)increase the space in pixels between lines.
White Spacelnsert white space.

Indentation Change the indent spacing in pixels of the first line of
the paragraph.

Character Spacingkerning):Changehe amout of space in
pixels between characters.

Text CaseChange the case of all text in the paragraph.
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List Formatting

List Formattingcan be used either to edit an existing numberduibeted
list or to create a numbered or bulleted list. There are tveovtghin List
Formatting:

T

T

TheNumberedab will display as the open tab if you have not yet
applied list formatting to text or if you have already created a
numbered list that you wish to edit

TheBulletedtab will display as the open tab if you have athe
created a bulleted list that you wish to edit.

TIP: To quickly change to or from numbered or bulleted, use the Numbering
and Bullets icons in the toolbar. Put your cur sor in the list to be changed;
then click the Numbering or Bullets icon as required.

To set or change a numbered list:

1.

Access theschoolwiresEditor for thepageon which you want to
set or change a numbered list.

Position the cursor where you want to create a numbered list or
select the text to which you want to apply numbering.

Click onthe Formattingicon.

4. SelectList Formattingfrom thedrop-downlist. When you are

working in theNumberedab, a window like the one shown in
Figure6 will display.

&1 List Formatting -- Web Page Dialog ﬁl

Numbered  Bulleted

Starting Mumber
Left Margin :

“http:,l',l'schoolwiresap‘t.schc |Q Internet JJ

Figure 6: Numbered List

Select one of the five numbered list styles by clicking in the
desired box.

Enter theStating Numberf desired.
Use thedrop-downlist to apply a left margin indent.

Pagk/



School/Eeiityl.2 Editor

8.
9.

Click the Apply button.

Click the Ok button. TheEditor will return as the active window.

To set or changelaulletedlist:

1.

Access theeditor for thepageon which you want toet or change
a bulleted list.

Position the cursor where you want to create a bulleted list or
select the text to which you want to apply bulleting.

Click on theFormattingicon.

4. SelectList Formattingfrom thedrop-downlist. When you are

working in theBulletedtab, a window like the one shown in
Figure7 will display.

—
% List Formatting -- Web Page Dialog E

Numbered  Bulleted

Using Image - url l:l
Left Margin :

lhttp:,l',fschoolwiresap4.schc |ﬂ Internet A

Figure 7: Bulleted List

Select one of the three bulleted list styles by clicking in the desired
box. If desired you can use an imader which you have &RL.
Type the full URL in the field labeledsing Imagd url.

6. Use thedrop-downlist to apply a left margin indent.
7. Click the Apply button.

8. Click theok button. TheEditor will return as the active window.
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Box Formatting

BoxFormattingallows you to format an existing text box. When you
selectBoxFormatting a window like the one shown Figure8 will
display.

% Box Formatting -- Web Page Dialog EI

Ma Border i 1px
- |=| | —/
............

3px

Shading:

O

4px

M Spx

Targin Padding
Lefk: I:l px  Right: l:l px | Left: I:I px  Right: I:I pi
Top: I:I px  Bottom: l:lpx Top: l:lpx Botkarm: l:lpx
Dirnension

| |httpe: fischoobwiresaps. schoolwires. comf 602 |ﬂ Internet a
_

Figure 8: Box Formatting

You can format the following:

T

Style:Select the style of border ranging from a solid line to dashes
to threedimensional. (Text boxes are inserted without bordbes
default.)

Weight Select the boraehickness in pixels from 1px to 7px.

Apply: Select where you would like to apply the border. You can
apply it to the outside borders, left border, top border, right border
and/or the bottom border. The first optiddg Border, will remove
aborder.

Color andShading Use the Color Picker to choose a border color
and shading (fill) color.

Margin: Enter the amount of space in pixels the text box should be
indented from the margins.

Padding Enter the amount of space in pixels surrounding the
contents of th text box.

Dimension Change the width or height of the text box by pixels or
percent.
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CustonCascading Style She€&S%

To editaCustan CSS
1. Access théeditor for thepageon which you want edit CSSxie
2. Click ontheFormattingicon on theEditor toolbar.

3. SelectCustom CS8&om thedrop-down A window like the one
shown inFigure9 will display.

% iiustnm iiEE -~ ieE Ea.ge iilaiig EI

—

C55 Text:
&ONT-WEIGHT: bold|

Class Name: |

Name:
Email Address:
Phone number:

”http:,l',l'schoolwiresap‘i Jschic |ﬂ Internet j’

Figure 9: Custom CSS
4. Edit CSS text as required.

5. Click theApply button.

6. Click theOk button. TheEditor will return as the active window.
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Working with Images
Preparing an Imag

Before inserting an imagato theEditor, be certain it is either @IF ora
JPGfile. You must also consider size. There are two considerations
related to image size:

1 The image shoulbe the size you want it to appear, that is, the
height and width ofhe image as it is to be displayed opage
Within theEditor you can howevercontrol tre display size of the
image inStep2 of thelnsert Imagewizard.

1 You will also want to be aware of the size of the image file (e.g.,
35 Kb, 1 Mb) A good file sizefor the web ranges between 5and 10
Kb. Schoolwiressrecommends thanimage file size not exceed 40
Kb. Files larger than 40 Kb will mean that yqaagewill require
more time to load. You must plan for visitors who have slower
Internet connections, sues diatlup. You cannot change file size
within theEditor. You will need to use an image creation tool to
resize the fildoeforeuploading it. SeécademicPortal chapter,
ATempl at e St yl enorgiGf@mBationGui de, 0 f or

Note Images inserted from yoeomputer or network or uploadéal
Files & FoldersusingtheBatch Uploadare compressed. Howevere
recommend you still follow these guidelines.

Youcan inseran imagdrom:
1 Your computer or network

1 YourFiles & Folderson your site subsiteor sectionif the image
has already been uploaded

1 The Shared Library

The SchoolwiresClip Art & Graphics Library if your
organization has purchased this premium enhancement module

InsertinganImagdrom your Computer or Network
Once the image file is appropriatelged (not to exceed0 Kb):

1. Access théeditor for thepagein which you want to insert the
image.

2. Position the cursor where you wish to insert the image.
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3. Click on thelnsert Imagaconon theEditor toolbar Step 1 of the
Insert Imageavizardwill display. If your organization has
purchased th€lip Art & Graphics Library Premium
Enhancement Module, Step 1 wiiclude a fourth option to select
an image from th&choolwiresClip Art & Graphics Library as
shown inFigurel0. Inserting images frorthis library is covered
later in this chapter.

Step 1 of 3

This wizard will guide yau thraugh the insertion of imagery. Please d

oose an option below to get sl

® Select new image from my computer or network...
Choose this option to select the image from your computer or netwaork.

O Select image already uploaded to your site...
Choose this option to select an already uploaded image from your site,

O Select image from shared library...
Choose this option to select an already uploaded image from your site's shared library.

O Select image from Schoolwires Clipart Library...
Choose this option to select animage from the Schoolwires Clipart Library.,

Next = Cancel

Figure 10: Step 1 of Insert Image wizard with Clip Art & Graphics Library
4. Click onthefirstrado button to fASelect new i mage

BN

computer or network. o

5. Click on theNextbutton.Step 2 of therisert Imagevizardlike the
one shown irFigure11 will display.
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Step 2 of 3

t and upload the image. ..

{ |[ Browse... |

QO custom @

O Thumbnail Size (125px width)
@ Medium Size {(300px width)

O Large Size (S00px width)

Width: Height:

O No Resizing

Figure 11: Step 2 of Insert Image vizard

6. Click on theBrowsebutton.A browsing window like the one

shown inFigure12 will display.

Choose file

Laak, i I (£ Pictures

r'e

== Mame
@ | 100_0009.9pg

Dacumems | 5100001050
%] 100_oo30.2PG

@ [@ 100_0038.maov
[ 100_0054.1pq

Deskt
" [ 100_0055.3p0
» [ 100_n0056.1pq
i~ [} 100_0064.3pg

[} 100_0433.3pg
[} 100_0434.3pg

—r [ 100_0435.3pg
El [} 100_0437 3pg

Ay Connputer @:}_DD

D438.jpg___

Size

879 KB
1,011 KB
953 KB
2,364 KB
632 KB
630 KB
597 KB
939 KB
982 KB
1,839 KB
2,190 KE
1,556 KB
1,745 KB
807 KB

|

@ -

by Metwork File narne:

Placesz

Filez of twpe:

|100_0439,pg

RN = Y =:
Type Date |
JPEG Image 1188
JPEG Image 1188
JPEG Image 1111
QuickTime Mavie 11/z0
JPEG Image 11/z20
JPEG Image 11/z20
JPEG Image 11fz20
IPEG Image 1120 =
JPEG Image Slzark
JPEG Image Slzark
JPEG Image Sl2ar
JPEG Image Sl2ar
JPEG Image 51281
IPEG Image 5/ |
2
j Open I

| &l Files )

LI Cancel al

Figure 12: Browsing window

a. Browse your computer or neork until you locate the file.
b. Highlight the file.
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c. Click theOpenbutton. Step 2 of thimsert Imagewizard will
return as the active window, populated with tike fath for the
file you selected as shown figure13.

Step 2 of 3

Select and upload the image. ..

|C:\Documents and Seftingsikcraigihdy Documents\Schoolwwes_H Browse...

® Thumbnail Size (125px width)
© Medium Size (300px width)

O Large Size (SD0px width)

O custom @
Width: Height:

O No Resizing

Nexrt = Cancel

Figure 13: Step 2 populated with file path
7. Click in the radio button to the left of the file size you desire.

Note If the width of the size you selected exceeds the maximum
width for imagesset for the entire website or yosgction the
image will be sized according to the maximum width.

TIP: If you select Custom size, enter the desired height or width. If
you enter only the width or height, the wizard will assign the other
dimension proportionally. Unless you know the exact dimensions,
Schoolwires highly recommends you enter only one dimension. The
wizard will calculate the other dimension based on the aspect ratio

of the original image. (Aspect ratio is the ratio between height and
width. It maintains image proportions when increasing or decreasing
the size of an image.)
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8. Click on theNextbutton.An upload message will display than
ImageOptionswindow (Step 3 of thénsert Imagewizard)like the
one shown irFigure14 will display.

Step 3 of 3

Set your image options.

Preview

MuTex:[ |
Height:

Width:

Align:
Border: EI

Insert Image Cancel

Figure 14: Image Options window (Step 3 of Insert Image wizard)

Note The size selected féiigurel14 was thumbnaisize with a
width of 125 pixels. The height was automatically calculated.

a. EnterAlternateText (Alt. Text).

TIP: The Alt. Text field ensures compliance with this item of section

508 of the Rehabilitation Acttext 0A text eq
element shall be provided which requires a name or label to be
associated with every image used within a

is intonated by assistive devices used by visitors with vision
impairments, alt text labels should appropriately and succinctly
describe the image. For more information, see  www.section508.gov.

b. The other fields are optional. You can set the alignment, adjust
the size of the image on tpageor add a border to the image
prior to inserting it.

9. Click on thelnsert Imagebutton. TheSchoolwiresEditor will
return as the active window with the image displayed. In addition,
the imagewill be uploaded to youFiles & Folders

TIP: If the image displays larger or smaller than you would like it to appe ar,
do not resize it on the page. The aspect ratio cannot be locked and you
could distort the image. (Aspect ratio is the ratio between height and

width. It maintains image proportions when increasing or decreasing the
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size of an image.) Instead, delete th e image and resize it in the Image

Options window (i. e., Step 3 of the Insert Image w izard) as you insert it.

Inserting an Image from Files & Folders or the Shared Library

Using thelnsert Imagewizard,you can insert an imageeviously
uploaded tdheFiles & Folderson yoursite, subsiteor sectionor one
from the Shared Library.

The Shared Library exists within tisete Workspacand is used as a
repository for commonly used files and images such as a logo. Only Site
Directors can uploadlés to the Sared Library. All €litors can access
Shared Library files from angageon anysite or subsiteby using the
Insert FileandInsert Imagewizards within theEditor .

To insert @ imagefrom Files & Folders or the Shared Library:

1.

Access thdeditor for thepagein which you wantda insert the
image.

Position the cursor where you wish to insert the image.

Click on thelnsert Imagdcon on theEditor toolbar Step 1 of the
Insert Imageavizardwill display. SeeFigurel5.

insertion of imagery, Please & an option below to get started,

& Select new image from my computer or network...
Choose this option to select the image from your computer or network,

O Select image already uploaded to your site...
Choose this option to select an already uploaded image from your site.

O Select image from shared library...
Choose this option to select an already uploaded image from your site's shared library.

O Select image from Schoolwires Clipart Library...
Choose this option to select an image from the Schoolwires Clipart Library.

Next = Cancel

Figure 15: Step 1 of Insert Image wizard with Clip Art & Graphics Library

4.

Click on either the second radio buttoro fi Sel ect i
upl oaded tFdes & Folderg ORithe thid radio button
to NnSelect i mage from Shared

Click on theNextbutton. Awindow like the one shown in
Figure16 will display.

Note The[_versions folddrthat you seen Figure16 will not
appear in th&hared Librarwindow for Step 2

mage alrea

Library. o
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Step 2 of 3

Select an image already uploaded to your site. ..

O appleschonlio.gif O chamberjpg

Next = Cancel

Figure 16: Files & Folders (Site) window
6. Open the appropriate folder if required.

7. Click on the radio button to the left of the file name for diesired
image.

8. Click on theNextbutton. Animage Optionsvindow (Step 3 of the
Insert Imageavizard)like the one shown ikigure17 will display.

Note If you insert an image from the Shared Librarys ihot

uploadedo yourFiles & Folders The image remains in the

Shared Library. You are Apointingo to
Library.
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Step 3 of 3

Set your image options.

Preview

AeText: [ |
Height:

Width:

Align:
Border: [D

Insert Image Cancel

Figure 17: Image Options window (Step 3 of Insert Image wizard)
a. Enter Alternate Text (Alt. Text).

TIP: The Alt. Text field ensures compliance with this item of

section 508 of the Rehabilitation Act: O0A
every non-text element shall be provided which requires a name

or label to be associated wi th every image used within a

website. 6 Since the alt text is intonated
used by visitors with vision impairments, alt text labels should

appropriately and succinctly describe the image. For more

information, see www.section508.gov.

b. The other fields are optional. You can set the alignment, adjust
the size of the image on the page or add a border to the image
prior to inserting it.

9. Click on thelnsert Imagebutton. TheEditor will return as the
acive window with the imageidplayed.

TIP: If the image displays larger or smaller than you would like it to
appear, do not resize it on the page since the aspect ratio cannot
be locked, and you could distort the image. (Aspect ratio is the
ratio between he ight and width. It maintains image proportions
when increasing or decreasing the size of an image.) Instead, delete
the image and resize it in the Image Options window (i. e., Step 3 of
the Insert Image wizard) as you insert it.
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Inserting an Image from @ig Art & Graphics Library

With the SchoolwiresClip Art & Graphics Library Pramnium
Enhancement Moduleditors have access to over 1,000 hseldcted,
educatorapproved, royaltyree images. This library features categories
that focus on education. Tireages are inserted using tBehoolwires
Insert Imagewizard

If your organization has purchased thedule,theInsert Imagewizard
will contain a fourth optio@ to insert from the&schoolwiresClip Art &
Graphics Library 8 as shown irFigure18.

Step 1 of 3

This wizard will gquide vou through the insertion of imagery. Please choose an option below to get started,

® select new image from my computer or network...
Choose this option to select the image from your cormputer or netwaork.

O Select image already uploaded to your site...
Choose this option to select an already uploaded image from your site.

O Select image from shared library...
Choose this option to select an already uploaded image from your site's shared library.

O Select image from Schoolwires Clipart Libragy...
Choose this option to select an image from the lwires Clipart Library.
Fourth Image Source with

Clip Art & G raphics Library

Next > Cancel

Figure 18 Step 1 of Insert Image wizard with Clip Art & Graphics Library
To insertan image from th€lip Art & Graphics Library :

1. Access thdeditor for thepagein which you want to insert the
image.

2. Position the cursor where you wish to insert the image.

Click on thelnsert Imagdcon on theEditor toolbar Step 1 of the
Insert Imagewizard like the one shown FRigure18 will display.

4. Click on the fourth r a6&dhalwhkestt on
Clipart Library.o

5. Click theNextbutton. Step 2 of thmsert Imagewizard
(Figure19) will display.
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6. Choose a category from thdeop-down list and/or enter a key

word.

Step 2 of 3

Select an image from the Schoolwires Clipart Library,

Search
Plzase select a category or enter a key word. To search &l Categories, you MUST enter a key word.

All Categories

All Categories

Academic

Agriculture

Animals & Wildlife
Athletics

Business & Industry
Communication
Fantasy & Myth

Food

Gow't, Politics, Histony
Health Care

Haolidays & Special Occasions
Landmarks & Location
Music

Feople & Occupations
Feligion

Science & Technology
Seasons & Weather
Shapes & Backgrounds
Transporation

Trawel

Next =

Cancel

Figure 19: Step 2 of Insertimage wizard with Clip Art Library

Note You MUST enter a key word to search all categories.

7. Click on theGo button. The results of your search vdisplay as
you see irFigure20.

Search
Please select a category or enter a key word, To search all Categories, you MUST enter a key word,

| All Categories hd | Ihorse

8 image(s] were found.

@ Mo, 20538161 (O Ma. 30485365

O Mo, 30480186

O Mo, 19021661

Zoom: 42% @

<

Nent =

Cancel

Figure 20: Results of the search
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Note Use theZoomcontrol to display a larger or smaller number
of images. This will not change the size of the image that is
inserted. It simply changes the sizes of the images in the display
window.

Click in the radio button undehe image you wish to insert.

Click on theNextbutton.An ImageOptionswindow (Step 3 of the
Insert Imagewizard)like the one shown ikigure21 will display.

Step 3of 3

Set your image options.

[>

Preview

At Text:[ |
Height:

Width:

Align:
Border: EI

Insert Image Cancel

Figure 21: Image Options window (Step 3 of Insert Image wizard)
a. EnterAlternateText (Alt. Text).

TIP: The Alt. Text field ensures compliance with this item of
section 508 of the Rehabilitation Act:
every non-text element shall be provided which requires a name

or label to be associated with every image used within a

website. 6 Since the alternate text 1is
devices used by visitors with vision impairments, alt text labels

should appropriately and succinctly d escribe the image. For

more information, see www.section508.gov.

b. The other fields are optional. You can set the alignment, adjust
the size of the image on tpageor add a border to the image
prior to inserting it

Note The defaulsitesetting for maximum image width will
not affect images inserted from t6&p Art & Graphics
Library.

10. Click on thelnsert Imagebutton. TheEditor will return as the
active window with the image displayed.
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TIP: If the image displa ys larger or smaller than you would like it to appear,
do not resize it on the page. The aspect ratio cannot be locked and you
could distort the image. (Aspect ratio is the ratio between height and
width. It maintains image proportions when increasing or d ecreasing the
size of an image.) Instead, delete the image and resize it in the Image
Options window (i. e., Step 3 of the Insert Image w izard) as you insert it.

EditingmageProperties

Edit ImagePropertiesis used to edit an existing image. You can also
insert a new imagesing this icon, thougBchoolwiresdoes not
recommend it

Editing an Existing Imagardthe Edit Image Properties Icon
You can use thEdit ImagePropertiesicon to edit an existing image.
To do this:

1. Access thé&ditor for thepagein which you want to modify an
image.

Click on the image you want to edit.

Click on theEdit Image Propertiegon. A window like the
one shown irFigure22 will display.

% Image -- Web Page Dialog E

Source: |http:,|',|'sch00|wiresap4.schoolwires.c0m,l'd0cument,I'Iib,l'document,l'nppleSch0|
Title: |Sch00|wires lago | Spacing:

Alignment: | [ll Top: I:I P
Border: [ Border Skyle ] Bottom: I:I P
Width: 53 Lef: | | px
Height: P } Right: I:I P

Larem ipsurn dolot sit amet, consetetur sadipscing elitr, s=d diarn
nonumy eirmod tempor invidunt Uk labore et dolore magna aliquyam erat, sed
diam woluptua. At wero eos et accusam et justo duo dolores et ea rebum. Stet [l]

| |http: fischoclwiresapd.schoolwires.com/dac |° Internet 4

Figure 22 Edit Image Properties for existing image
4. To edit the image:
a. Source Edit thesource locatiomnformation as needed
b. Title: Edit thealt textinformation as needed
c. Alignment Align the imageon page.
d. Border. Selectborder style, weight, placemesmd color.
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5.
6.

e. Width and HeightChange the width and height of the
image.Resetrestores the image to original size (before
changes to witth and height).

f. Spacing Enter the amount of space in pixels surrounding
the image.

Click the Apply button.

Click the Ok button.TheEditor will return as the active
window with theeditedimage displayed.

Inserting a New Imagsihthe Edit Image Propges Icon

You can use th&dit ImagePropertiesicon to insert a new iage.
However,Schoolwiresrecommends that yause thdnsert Imagecon

to insert an image.

To insert an image using tiklit Image Propertiegon:

1.
2.

Upload tre image to youFiles & Faders

Obtain the URL for the image from yobiles & Folders
Note Only Site Directors can access the Shared Library to
obtain the URLs for the images containedk.

Access thdeditor for thepageon which you want to insert the
image.

4. Place your cursovhere you wish to insert the image.

5. Click on theEdit ImagePropertiesicon. A window lke the

© ® N O

one shown irFigure22 will display.

Enter the URL in th&ourcefield. This is required.

Enter a title for the image in thetle field. This is required.
Enter thewidth andheightfor the image.

Edit other properties as required.

10. Click thelnsertbutton. TheEditor will return as the active

window. The image will be displayed.

Deletingan Image

To deletean image from youpage

1. Select the image. Handles Idisplay around the image.

2. Click the Delete key on your keyboarthe image will no longer
display.

3. Click Save The image will be permanently deleted from your
page
Note Deleting an image from theagedoes not delete it frorfiles &

Folders
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Inserting aFile

When you insert a file, you will have the choice of inserting it from:

il
il

T

Your computer or network

FilesandFolders of yousite subsiteor sectionif it has already been
uploaded

The Shared Library

You insert a file into th&ditor the same way yoinsert anmage. Most of

the windows that will display when you insert a file will be the same as the
ones that display when you insert an image. However, the windows will be
labeled for a file rather than an image.

1.
2.
3.

Access thdeditor for thepagein which you want to insert the file.
Position the cursor where you wish to insert the file.

Click on thelnsert FileLink icon on theEditor toolbar An Insert File
wizard like the one shown FRigure23 will display.

€] Upload File Wizard - Microsoft Internet Explorer

will quide you through the insertion of files, Please choose an option below to get

@ Select new file from my computer or network...
Chioose this option to select the file from your computer or netwaork,

O Select a file already uploaded to your site...
Chioose this option to select an aready Lploaded file from your site.

O select a file from shared library...

Chioose this option to select a file that has already been uploaded to your site's
shared libary,

Next = Cancel

Figure 23 Insert File wizard

Click on the radio button that describbs tocation of thdile you
want to insert.

Click on theNextbutton.

a. If you are selecting a file from your computer or netw@&tep 2 of
thelnsertFile wizard like the one shown fRigure24 will display.
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Step 2 of 3

Select and upload the File. . .

(l[ Browse.. |

Next = Cancel

Figure 24: Step 2 of Insert File wizard insert from computer or network

i. Click on theBrowse button to browse your comgmr or
network and locate the file you want to upload.

ii. Highlight the file you want to uploaid the browsing window.

iii. Click on theOpenbutton. The browsing window will return as
the active window with the file path for the file displayed.

iv. Click on theNex button. You will get a message saying the
file is uploading A File Optionswindow like the one shown in
Figure26 will display.

b. If you are inserting a fd already uploaded to yosite (Files &
Folderson site, subsiteor sectior) or from the Shared brary, a
window like the one shown iRigure25 will display. Note The
files and folders that display will be different. For instance, the
[_versions foldgrwill not appeain the Shared Librarywindow,
but it will in the Files & Folderswindow.
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Select a file from the Shared Library., ..

.-
D AppG. pdf ®

Mext = Cancel

Figure 25: Step 2 oflnsert File wizard from Shared Library
i. Open tle appropriate folder if required.

ii. Click on the radio button to threght of the file name for the
image you want to use.

iii. Click on theNextbutton. AFile Optionswindow like the one
shown inFigure26 will display.

Note If you insert a file from the Shatd.ibrary, itis not uploaded
to yourFiles & Folders The file remains in the Shared Library.
You are fApointingo to. that fil
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% Upload File Wizard - Microsoft Internet Explorer M

File: link options. ..

Lirk Text: |

Target: | Open in MNew window (_blank) M
Hone

Open in Mew yindowe © blank) ..
Qpen in Same window [parent

Insert File Cancel

Figure 26: File Options window

6. EnterLink Text. This is the text that will display in the body of your
pageon your websiteVisitors will be prompted to open or save the
file when they click on it.

7. Choose &argetfrom thedrop-downlist. The choices are:
1 None Closingthewindowtakes user back to the hopage.

1 Open in New Window (_blank}losingthe window does not
close the browser.

TIP: It is a good practice to use Blank as your target. When a
visitor opens the window, it will open in a new Browser window.
Consequently, when the user closes the window, the original
Browser window will remain open.

1 Open in Same Window (_parentjosng the windowcloses
entire browser window.

8. Click on thelnsert Filebutton. TheEditor will return as the active
window with the link to the file displayed.

Note If you insert a file, such as a PowerP@iindeshowusing the
Insert Filefunction, vistors will have to click on the file name to view
it. If you want the fie to open automatically for visitgrslick on the
Open Toolboxcon in theEditor toolbarand use the Embed Complex
ContentActiveBlock.

In the example of a PowerPoint file, both neath of inserting the
slideshow will require visitorto click onthe PowerPoinpage to
advanceslides. A third-partyapplicationis required to run a
PowerPoint fie like an automated slide show on a webgp&ome
websites to explore includemww.articulate.comwww.speechi.net
andwww.presentationpro.com/Products/powerconverter.asp
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Inserting a Horizontal Rule
To insert a horizontalule into theSchoolwiresEditor :

1. Access thé=ditor for thepagein which you want to insert the
horizontal rule.

2. Position the cursor where yauishto insert the horizontal rule.

TIP: Position the cursor at the beginni ng of the line (to the left of the
first word, image, etc.) to insert the horizontal rule above that line.
Position the cursor at the end of the line (to the right of the last word,
image, etc.) to insert the horizontal rule below that line.

3. Click ontheHorizontal Ruleicon. The horizontal rule will display
above or below the line depending on the position of the cursor.

TIP: If you select text or an image and click on the Horizontal Rule
icon, the selected text or image will be replaced by the horizontal  rule.

Inserting a Bookmark

Bookmarks are sometimes referred t@ashorsThey allow visitors to move

quickly and easily within the content of yquaige Placingbookmarks in an

article, for instance, will allow visitors to move easily within that artitfle

you havebookmarkedtems on gpageand link them tonenuitems at the top

of apage for instance, aisitor can move to the bookmarked items simply by

clicking on their titles in the menu. If you place a bookmark at the top of a

page visitors caneturn to the top ofthgtageby c¢cl i cking on the word
of Page. 06 Bookmar ks, however, are invisibl

In order for bookmarkto work, you must do two thingm this order:
1 Insert the bookmark on thpage.

1 Create a link (using thimsertLink icon) at another place on tpagethat will
jump to the bookmark.

To insert a bookmariato the Editor :

1. Access théeditor for thepagein which you want to insert the
bookmark.

Position the cursor where you wish to insert the bookmark.

3. Click on theBookmarkicon on theEditor toolbar A Bookmarkpop-
up window like the one shown Figure27 will display.

#1Bookmark -- Web Page Dialog E

Mame: |

http:/fschoolwiresapd. so |ﬂ Internet i

Figure 27: Bookmark window
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4. Enter the name of the bookmark. (It is common practice to name

bookmar ks AA0, ABO n Ggwe2bhthreed 10 ,
bookmar ks mBamdCon var e i nserted.

5. Click on thelnsertbutton. You have now inserted a bookmark on the
page Tocomplete the proceg®u mustow insert a linkto the
bookmark

Working with Links
Inseringa Lirk

To insert a link into th&choolwiresEditor :

1.

Acces theEditor for thepagein which you want to insert the
link.

2. Select the text or image to which you wisHiid.
3. Click on thelnsert Linkicon on theEditor toolbar. Step 1 of the

Insert Linkwizard like the one shown figure28 will display.

Step 1

This wizard will guide you through the insertion of links, Please choose an option below ko get
started,

(® Insert a link to a site, section or page...
() Insert a link to a email address...
) Insert a link to a different website...

() Insert a link to a bookmark in this page...

Next = Cancel

Figure 28: Step 1 of Insert Link wizard

Click on the radio button to the left of the type of item to which

you want to link.

TIP: If you just created a bookmark to which you want to link,
choose, linktaaboakmarkan this page é 6
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5. Click on theNextbutton.

a. If you are linking to asite, sedion or page within your website,
a window like the one shown Figure29 will display.

Step 2 of 4

Select a Sike or Subsite from the list. ..

HAPPY WALLEY AREA SCHOOL DISTRICT {ALPHAY
HAPPY WALLEY ELEMEMTARY

Next = Cancel

Figure 29: Select a Site or Subsite
i. Selectthesiteor subsiteto which you want to link

ii. Click on theNextbutton.A window like the one in
Figure30will display.
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Step 3 of 4

Select the Site or a Section under the Site from the list. ..

*HAPPY wALLEY HIGH SCHOOL
Acadamics

kathe's Section
Staff

Mrs. Zawistowski

Mrs. Eraraha

Mrs. Dodge

Mrs. Gentry

Mrs. Bellawia

Mrs. Seu

>

Mext = Cancel

Figure 30: Select a Section

iii. If you wish to link to a site or &isite dick on name of the
site or subsite to whityou wish to linkagain Proceed to
step(5.a.vi).

iv. If you wish to link to asection choosehesectian from the
list.

v. Click on theNextbutton.A window like the one shown in
Figure31 will display. Thisprovides you with a list of all
thepagesn thatsection

Step 4 of 4

Select a page link from the list. ..

Orversyiem
Arficles
Calendar

Mext = Cancel

Figure 31: Select Page Link
vi. Select gpagefrom the list
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vii. Click on theNextbutton. An Insert Linkwindow like the
one shown irFigure32 will display.

@ Insert Link Wizard - Microsoft Internet Explorer E]@

Step 4 of 4

‘four link has been selected.

Please click the Insert Link button to insert your link.

Insert Link Cancel

Figure 32 Insert Link window

Viil. Click on thelnsert Linkbutton. The link will be
inserted.

b. If you arelinking to an emaibddressa window like the one
shown inFigure33 will display.

Email Address:

Next = Cancel

Figure 33: Enter Email Address
i. Enter the email address to which you want to link.

ii. Click on theNextbutton.An Insert Linkwindow like the
one shown irFigure32 will display.

iii. Click in thelnsert Linkbutton. The link will be inserted.

c. If you are linking to another website, a window like the one
shown inFigure34 will display.
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Stho 2 of 3

Flease enter the address for your external link...

uRL: [t ]|

Target: | Open in MNew Window (_blank)  [s]

Mext = Cancel

Figure 34: External link window

i. Select the type of URL (e.g., http://) from tthep-down
list.

TIP: The default is http://, which is the most common URL.
You will probably select this default URL most of the time.

ii. Enter the addresg.Q., wwwschoolwirescom) for the
website to which you want to link in the field to right of the
URL type.

iii. Enter the Target

1 Open in New Window (_blank}losingthewindow
doesnot close the browseNote This is recommended.

1 Open in Same Window (_parertjosingthewindow
closegheentire browser window.

iv. Click on theNex button.An Insert Lnk window like the
one shown irFigure 32 will display.

v. Click on thelnsert Lirk button. The link will be inserted.

d. If you are linking to a bookmark, a window like the one shown
in Figure35will display.
TIP: You need to insert a bookmark on a page before you can

link to it. See olnserting a Bookmarké in this chapter for more
informatio n.
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Step 2 of 3

Please enter your bookmark name below,

Bookmark Name: | c

Figure 35: Link to bookmark

i. Enter the name of the bookmark to which you want to link.
I n this example, we are |linking to

ii. Click on theNextbutton.An Insert Linkwindow like the
one shown irFigure32 will display.

iii. Click in thelnsert Linkbutton. The link wl be inserted.
EdiingLink Properties
You can edit or remove an existing limkth Edit Link PropertiesYou
can also ins¢m new link using this icon, thou@thoolwires
recommends usintpe InsertLink icon[®] to insert a link.
Editing an Existingnk
To edit an existing link:

1. Access théeditor for the pagecontaining the link you want to
edit.

2. Click on the link you want to edit.

3. Click on theEdit Link Propertiescon. A window like the one
shown inFigure36 will display. The properties for the seted
link are displayed. In this example, we are editing an email
link.

—
% Hyperlmg - Web Ba.ge Blaﬂg E

@ Source: |mailt0: teacher@anywhere.com |
() Bookmark:

Target: .

Title: | |

http: fischoalwitesand, schoolwi Inkernet 7 |

Figure 36: Edit Hyperlink Properties
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4. Edit the link.Note that the source radio button is already
selected.

a.

To change the source (e.g., http://, mailto:), use the
drop-downlist. Edit the information in the field to theght
of thedrop-downas required.

To change the bookmark:
i. Click in the radidoutton to the left of Bookmark.
ii. Select the bookmark from tlieop-downlist.

To change the targethoose a new target from the
drop-downlist.

To change the title (sometimedled a tool tip or mouse
over), make the desired edits in the field.

5. Click theApply button.

6. Click theOk button. TheEditor will return as the active
window.

Inseringa New Link Using the Edibk Properties Icon

You can use thidit Link Propertiescon to insert a new link or
bookmark.

TIP: To insert a link to an internal URL (a site, section, or page within
your site), Schoolwires recommends using the Insert Link icon instead
of the Edit Link Properties icon unless you know the URL for the site,
section or page to which you want to link.

To insert a new link:

1. Access théeditor for thepagein which you want to insert the
link.

2. Position thecursor whereou wish to insert the link. Be suite
is not on an existing link or bookmark.

3. Click on theEdit Link Propertiescon. AnEdit Hyperlink
Propertieswindow like the oneshown inFigure36 will
display.

a.

If you are entering a bookmark, choose the bookmark from
thedrop-downlist.

For allotherlinks, use thedrop-downlist to select the
source type (e.ghttp://, mailto:).

For allother links enter the appropriate information in the
field to the right of the source typkop-down

If the source is a URL, you must designate a target.
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TIP: It is a good practice to use Blank as your target. When a
visitor opens the window, it will open in a new Browser
window. Consequently, when the user closes the window ,
the original Browser window will remain open.

e. If you want a tool tip to display when a visitor raikeir
mouse over the link, enter the tool tip e itle field.

4. Click thelnsertbutton.
5. Click theApply button.

6. Close theEdit Hyperlink Propertiesvindow by clicking theok

button orclicking theE| in the upper right corner of the
hyperlink window.The Editor will return as the active
window.

Removing Link

To remove a link and the text or image with which it is associated, select
the text or image and hit tfizeletekey on your keyboard.

Note To remove a link to a bookmark, you MUST delete the text or
image with which it is associated.

To removea link from theEditor without removing the text or image:

1. Access thdeditor for the pagefrom which you want to remove the
link.

2. Select the text or image from which you wish to remove the link.

3. Click on theEdit Link Propertiescon. AnEdit Hyperlink
Propertieswindow like the oneshown inFigure36 will display.

4. Delete all contenfrom the field to the right of the source
drop-downlist.

5. Click theApplybutton.

6. Close theEdit Hyperlinkwindow by clicking on th button.
TheEditor will return as the acte window.

Linking to a Form or Survey

If your organizatiorhaspurchasedhe Forms & SurveysPremium
Enhancemem¥loduleand it has beeactivatedn thesectim (if you are
working in asectior), you can use thimsert Form Linkicon to insert a link to
an existing form or survey.

TIP: You must create and save your form or survey at the level you will use it.
For example, if you want to link to a form or survey on a  site homepage, you
must create itinthat s i t fer@ssand surveys. However, if you know t he URL
for the form, you may insert it as a link anywhere regardless of the level at
which it was created, but you cannot use the Insert Form Link function to do
this. You must use the Edit Hyperlink Properties function.
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To link to a form orsurvey

1. AccesgsheEditor for thepagein which you want to inses link to
the form or survey.

Enterandselect the text to which you want to link.

Click on thelnsert Form Linkicon. A window like the one shown in
Figure37 will display.

Select the form or survey: | Getting Started Survey

Next = Cancel

Figure 37: Form or survey selection window
4. Use thedrop-downlist to sdect the desired form or survey.

5. Click theNextbutton. A window like the one shown fgure38 will
display

Targst: | Open in Mew Window (_blank)

Next = Cancel

Figure 38 Form or survey target window
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6. Choose & argetfrom thedrop-downlist. The choices are:

1 Open in New Window (_blank}losingthe window does not close
the browser.

1 Open inSame Window (_parent}losing the windovweloses entire
browser window.

TIP: It is a good practice to use Blank as your target. When a visitor

opens the window, it will open in a new Browser window.

Consequently, when the user closes the window, the origin al Browser
window will remain open.

7. Click theNextbutton. A window like the one shown figure39 will
display

nsert Forms and Surveys Wizard - Microsoft Internet Explorer

Step 3 of 3: Your link has been selectad.

Please click the Insert Link button toinsert your link,

Insert Link Cancel

Figure 39: Insert Link to form or survey

8. Click thelnsert Linkbutton. TheEditor will return as the active
window with the link to the form or survey displayed.
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Linking to a Photo Gallery

If your organization has purchased #fgoto Gallery Premium Enhancement
Moduleand it has been activated in thection (if you are working in a
sectior), you can use thimsert Photo Gallerycon available in théeditor on
anOverview Pager Flex Pageto insert a link to @hoto gallery that you
created within thasection

To do this:

1. Click on thePageNameof theOverviewor Flex Page An Editor like
the one shown ikigure40 will display.

TG LABBB o D @
M Styles - FortMame~ Sizz -~ A B ; U B E = = E £ E 3= =

Beo - 4%&@3 EEPH 2R E P ookt

~~

Insert Photo Gallery icon

2 oviewnme  eoimin @ eomin (Y

Active:

Save Cancel Create E-Alert

Figure 40: SchoolwiresEditor

2. Click on thelnsert Photo Gallerycon. Aninsert Ploto Gallery
wizard like the ae shown irFigure41 will display.

3. Select the photo gallery from tkeop-downlist.
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Insert Photo Gallery Wizard

Select the Photo Gallery you would like to display.

Select Photo Gallery
from drop -down list

FPhoto Gallery: | SRRl v

Figure 41: Insert Photo Gallery wizard

4. Click on thelnsert Gallerybutton. TheEditor will return as the active
window. Thetagfor that gallery will display in th&ditor .

5. Click on theSavebutton.If that pageis active, you can view the
change on the end user website.
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Linking to a MiniBase (Directory or List)

If your organization has purchased MmiBase Premium Enhancement
Moduleand it has been activated in thection (if you are working in a
sectior), you can use thimsert Directoryicon available in théeditor on an
Overview Pager Flex Pageo insert a link taa MiniBasethat you created

within thatsection
To do this:

1. Click on thePageName of theDverviewor Flex Page An Editor like
the one shown irigure42 will display.

VREHh Lo REE Y xS @

M Styles v FortMame = Size -~ Aar g B i U B = = = =

A0 - ~08a{Q)nr s Aol B Hower

<BODY= <D=

Il
il
I}
&
Il
i
1

|
Insert " Directory icon
available on Overview
& Flex Pages
2 viewnwe  eimin @ eomin (6
Active:
Save Cancel Create E-Alert

Figure 42. SchoolwiresEditor

2. Click on thelnsert Directoryicon in theEditor . An Insert Directory
wizard like the one shown iRigure43 will display.

Insert Directory Wizard

Select the Directory you would like to display.

S Drop -down list of

lists in section

Insert Directory Cancel

Figure 43: Insert Directory wizard
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3. Choose the directory you wish to insert from dinep-downlist.

4. Click thelnsert Directorybutton. TheEditor will return as the active
window. Thetagfor the directory will display within th&ditor .

5. Click theSavebutton in theEditor . If thatpageis active, you can
view the change on the end user website.
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Working with Tables

Inserting a Table

You can insert tables with varying numbers of columns and rows into the
Editor. Tables are useful for organizing the content of yageand
structuring its layout.

To insert a table

1. Access théeditor for thepagein which youwant to insert the
table.

2. Click on thelnsert Tabledcon. A window like the one shown in
Figure44 will display.

LS
LIC I C e ]
LIE e ]
.
LIC I C e ]
LIE e ]
.

duanced Table Insert

Figure 44: Insert Table window

3. Drag the cursor down to add rows and across to add columns. The
number of columns and rows selected will appear at the bottom of
the window.In Figure45, a table with five rows and three columns
is selected.

veEQsH L L@EE 9 ¢ &
LA IR ZEEHEB-E%F 00 2 = =
B i U

& M Tays~ Peragraph ~ FontMeme = Size -
<<<<<<<<<

o | |||
N | |||

L]
L]
L]
[

[]

L]
L]
[ LI

 EEEEEEEE

]
[
[
.
[ ]
[

[]
[]
[]

Save Cancel Send Alert...

Figure 45: Table size selection

4. Click on the left button on the mouse. Tiditor will return as the
active window. The table you selected will display.
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5. For more formatting options, click dkdvancedrlable Insertat the
bottom of thdnsert Tablewindow. (SeeFigure44.) A window
like the one shown iRigure46 will display.

a.

&1 Insert Table -- Web Page Dialog gl

R.ows: Spacing: -
Columns: Padding: -
Borders: | Mo Border vl-CoIIapse: es vl

Hhttp:,l’,l’schoolw |° Internet

Figure 46: Advanced Table Insert window

Rows and Columnselect the table size by entering the
desired number of rows and columns.

Borders Choose border weight from tkeop-downlist.

Spacing Select the amount of space, measured in pixels,
between cells (if the table is not collaps&dn thedrop-down
list.

Padding Select from the&lrop-downthe amount of space,
measured in pixels, surrounding the contents of a cell.

Collaps: Insets space between cells if Yes is selected.
To merge cells, click on the cell you want to merge.
i. To merge cells in a row, click on tipan>button.

TIP: As you can see from the arrow on the button, you are
merging from left to right. Select the cell thati s furthest to the
leftto begin the merge and click in that cell. The selected cell
will appear highlighted in orange. Click the Span>button once
for each cell you want to merge. The sample table will preview
the merged cells.

ii. To merge cells in a columalick on theSpanv button.

TIP: As you can see from the arrow on the button, you are
merging from top to bottom (hence the direction of the arrow in
the button). Identify the top -most cell where the merge should
begin and click in that cell. The selected cell will appear
highlighted in orange. Click the Span vbutton once for each cell
you want to merge. The sample table will preview the merged
cells.

Once the table is formatted, click thesertbutton. TheEditor
will return as the active window with thable displayed.
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Editing a Table or Cell
Once a table is inserted, you can edit its size and formatting. When you

click on theEdit Table/Cellicon, thesedrop-down options will appear:

1 Add/Remove Columns or Rows
1 Edit TableProperties
M Edit Cell, Column orRow

TIP: Position the cursor in the cell or table you want to edit since the
formatting will be applied according to the location of the cursor.

Addingr Removing Columns or Rdsisg Edit Table/Cell

To change the size of your table, sekedt/Remov€olumns or Rows

from theEdit Table/Celicondrop-down A window like the one in

Figure47 will display.

TIP: Position the cursor properly in the table since inserting, deleting
and merging of rows and columns are based on the location of the

cursor.

&1 Table Size -- Web Page Dialog

Insert Fow:

= s
e W

.........

Increase/Decrease
Rowspan:

il | =e
Delete Row:

=

Insert Calumn:

u s mu

d@ || &

Increase/Decrease
Colspan;

|| B
Delete Column:

¥

Close

I!http:,l',l'su:hu:n:ulwiresapf’r.s |ﬂ Internet

Theoptions are:

Figure 47: Add or Remove Columns or Rows

1 Insert Row(Above/Below): Inseda row of cells either above

or below the row where the cursor is positiortedch cell of

the new row will be labeleNew Cell

1 Insert Column(Right/Left): Insers a column of cells either to

the right or tolie left of the column where the cursor is
positioned Each cell of the new colummill be labeledNew
Cell.
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91 Increase/Decrease Rowspdncreaseor decreassthe span in
the rowwhere the cursor is positioneda span (merge) across
rows was applied wheahe table was créed.

1 Increase/Decrease Colspamcreaseor decreasgthe span in
the columnsvhere the cursor is positionddai span (merge)
across columns was applied when the table was created

i Delete RowRemovesthe row and its contents where the
cursor is positioned.

i Delete ColumnRemoves the column and its contents where
the cursor is positioned.

Editinga Table Using Edit Table/Cell

To edit table formatting, seleEdit TablePropertiesfrom theEdit
Table/Cellicondrop-down A window like the one inFigure48 will
display.

5 Table Properties -- Web Page Dialog E

AutoFit  Properties  Style

‘Width:
(") AuboFit ko contents

() Fixed table width: l:l

(&) AutoFit ko windaw

Height:
(8) AuboFit ko contents

() Fixed table height: l:l

() AutoFit ko windaw

http: ffschoobwiresaps . sch |‘ Internet A

Figure 48 Edit Table Properties window
There are three tabs in thiable Propertiepop-up window:
1 AutoFit
1 Properties
1 Style
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Table AutoFit

When you seledEdit Table Propertiesrom theEdit Table/Cellicon
drop-down, a window like the one iRigure48 will display. As you
can see te window opens to th&utoFittab.For both table width and

height,AutoFitallows you to determine dimensions of the table based
on:

1 AutoFit to contentsShrinks or expands the table to the size of
its contents.

Note For height, tis is the default and is already selected.

1 Fixed width/heightSizes the table to a specified width or
height measured in pixels or percent of original table size.

1 AutoFit to window:Shrinks or expands the table to the size of
the window.

Note For width, his is the default and is already selected.

Table Properties

When you select theropertiestab, a window like the one shown in
Figure49will display.

5 Table Properties -- Web Page Dialog E

AutoFit  Properties = Style

Alignment: | [+]
lef: | |px Righti | |px
Top: | |px Bottem: | |px
Borders: VI Collapse: M
Background: [ |

Cell Spacing: | |

Cell Padding: | | px

Margin

http:/fschoohwiresapd, sche |Q Internet A

Figure 49: Edit table properties window
ThePropertiestab for a table &ws you to format

Alignment
Margin

Borders

= =2 =2 =

Backgroundincluding abackground image
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1
1

Cell spacing
Cell padding

To add a background image to a table:

1.

Upload the desired image to the Shared Library fold€iles
& Folderson the mairsite OR in theFiles & Foldersfor a
section if only onesectionwill be using the backgund
image.

Once the file has been uploadelick on theURL button to
right of the desiredile in Files & Folders

3. Copy the URL.
4. Open thepagecontaining the table to which you want to apply

the background image.

5. Position the cursor in a table cell.
6. Click on theEdit Table/Cellbutton.
7. SelectEdit Table Propertiefrom thedrop-downlist. An Edit

8.
9.

TablePropertieswindow like the one shown ifigure49 will
display.

Click onthe Propertiestab.
Click on thelmagebutton.

10. Paste the URL into thienage Sourefield.
11.Choose the Repeat pattern and alignment.
12.Click the ok button in both open windows. Tlaalitor will

return as the active window, and your table should display with
the background image.
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Table Stle

The Styletab allows you to edit th€SS Textwhichrepresents the
existing formatting for the tablie CSStext When you select th&tyle
tab, a window like the one shownfigure50 will display.

ﬁable Properties -- ﬁeb Page Dialog

AutoFit  Properties  Style

55 Texk:

BORDER-RIGHT: black 4px =zolid; BORDER-TOP:
black dpx solid; BACKGROUND: #S00000;
MARGIN-LEFT: 20px; BORDER-LEFT: black 4px
salid; WIDTH: 100%; BORDER-BOTTOM: black
4px solid; HEIGHT: 100%

http:/fschookwiresapd sche |ﬂ Internet

v

Figure 50: Table Style window
Once the tablstyleis formatted:

1. Edit the CSS as desired.
2. Click theApply button

3. Click theok button. TheEditor will return as the active

window. The formatting will reflect the changes made in the
CSS.
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Editinga Cell Using Edit Table/Cell

Note For each of the taBsAutoFit, Properties, Sty you will see
anApply todrop down in the lower right coen. You can choose to
apply formatting selections to ti@urrent Cel|l Current RowCurrent
Columnor Whole Table

To edit a cell of your table, sele€tlit Cellfrom theEdit Table/Cell
icondrop-down A window like the one ifrigure51 will display.

TIP: Position the cursor in the cell you want to edit since the formatting
will be applied according to the location of the cursor.

E Cell Properties -- Web Page Dialog

AutoFit  Properties Style

‘Width:
(&) AutoFit to contents
() Fixed cell width: I:I .

Height:
(&) AutaFit to contents

() Fixed cell height: l:l

Apply ko: | Current Cell

http:fischoolwiresapd, schookwires, comfd |0 Internet jg

Figure 51: Edit Cell window

Cell AutoFit

When youselectEdit Cellfrom theEdit Table/Celicondrop-down a
window like the one irfrigure51 will display. As you can seehé
window opens to thAutoFittab.AutoFitallows you to determie
dimensions of a&ell by clicking in the radio button to the left of the
option you want. The options are

9 AutoFit to contentsShrinks or expands the cell to the size of
its contentsNote For both width and height, this is the default
and is already selected.

1 Fixed cell width/heightSizes the cell to a specified width or
height measured in pixels or percent of original cell size.
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Cell Properties

When you select theropertiestab, a window like the one shown in
Figure52 will display.

ell Properties -- Web Page Dialog
AutoFit  Properties = Style
Text Alignment: |not sef not set .
Left: l:l P Right: I:l P
Padding
Top: I:I px  Botkom: I:Ipx
wWhite Space: | Mok Set
Background: 1]
Previen:
Text 123
[ Texk Formatting ] [ Border Skyle ]
|http:,|',|'sch00|wiresap4.schoolwires.com,l'd |Q Internet A

Figure 52: Cell Properties window

ThePropertiestab for a cell dbws you to format

= =4 A A4 A -2

Text dignment

Padding

White pace

Backgrounl, including a background image
Text formatting

Border style
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Cell Stye

The Styletab alows you to edit the CSS Text which represents the
existing formatting for the ceih text When you select thstyletab, a
window like the one shown iRigure53 will display.

% Cell Properties -- Web Page Dialog E

AutoFit  Properties  Style

C55 Texk:

BORDER-RIGHT: 2px solid; BORDER-TOP: 2px solid; FONT-
SIZE: 11pt; BACKGROUND: #ffffe0; BORDER-LEFT: 2px zolid:
WIDTH: 20px; BORDER-BOTTOM: 2px salid; TEXT-ALIGN: |eft

Apply ko | Current Cell

http: ffschoolwiresapd, schoolwires. com/d |ﬂ Internet i

Figure 53: Edit Cell Style window
Once the table is formatted:

1. Click the Apply button

2. Click theok button. TheEditor will return as the active
window.

Deleting a Table
To delete a table, you can:

1 Select the entire table and hit theletekey orBackspacdey on
your keyboard

91 Deletethe rows or columns one at a time, usfg/Remove
Columns or Rowom thedrop-downlist underEdit Table/Cell

1 Delete the HTML for the table.
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Showing or Hiding Table Grid lines
Note Thisis not supported by Mozillgirefox.

Gridlines are the dottelines that form borders (or a grid) around tedscof

your table. While the gricheswill be visible in theeditor as you work in

Site Manager,they will not be visible to visitors to your websithe default

is to show the gridlinest you do not want the gridlines to appear, click on the
Show/Hide Gridlinegcon.

TIPS

9 Schoolwir es recommends that gridlines show when you are formatting
the table and inserting contents. Gridlines help you to better visualize
the columns and tables and better organize table contents.

1 To make borders visible on your website apply borders to the entir e
table using Edit Table Properties under Edit Table/Cell .

9 If you are using Mozilla Firefox, you can use borders to allow you to see
the table while you are working on it. If you do not want borders visible
on your website, you can remove them before makin g the page active.

Working with Text Box es

A text box allows you to create a container within ypage Text boxes are
most commonly used for tasks such as labeling, but they can contain links,
files and images. The text baxtheEditor doesnot allow for text wrapping

or other formatting such as fill, lines, arrows or other apigou may be
familiar with in applicationssuchas Microsoft Word.

Inserting a Text Box
To insert a texbox

1. Access thdeditor for thepagein which you want to insert a text
box.

2. Click on thelnsert Text Boxicon. A text box containing the words
AEnNt er text hereodo wikEdtor8ppear at
default, text boxes are positioned by pixel. You can, therefore,
position the text box anywhere within teeitor. (Seeh Movi ng a
Text Ba@PO s atbd o Piinkhis thapter for more
information.)

TIP: Be aware that elements that are absolutely positioned (i.e.,

positioned by pixel) do not take up any space. In other words, when

using the Positioning by Pixel function, you can place content

ounder 6 (or Obehinddé) other content.
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Editing Text in a Text Box
To edit the text within a text box:

1. Doubleclick on the text box. A grey line will appear around the
text box. The cursor will be inside the text box.

2. Edit the textas required.
Resizing a Text Box
To change the size of a text box:

1. Click on the text boxHandles (i.e., small squaresill appear
around the outsidef the text box

O O
g=ample text box, Handles around the text box
O O

2. Hover over a handland a twesided arrow will appear. This
will allow you to increae or decrease the height and width of the
text ox by holding down the mouse as you drag the handle.

TIP: There is no text wrapping within the text box. The text box

will, therefore, automatically expand to accommodate text. To
maintain a certain text box size, use the Enter key to insert a break
in the line.

Copying and Pasting a Text Box

You can copy and paste a text box using the icons ikditer (Internet
Exploreronly) or the keyboard shortcuts. When you paste the text box,
however, it may paste evthe existing text box. In that case, you will
need to select and move the pasted text box.

Moving a Text Box
To move a text box:

1. Click on the text boxHandles (i.e., small squaresill appear

around the outside of the text box. A fauay arrow‘%’ will
appear over the text box.

2. Click, hold andHold down the mouse and drag the text box to the
desired location.

Deleting a Text Box
To delete a text box and all of its contents:

1. Click on the text boxHandles (i.e., small squaresil appear
around the owide of the text boXNote Be certain there is no grey
line around the text box.

2. Press th®eletekey on your keyboard he text box will be
deleted.
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Using the Toolbox

TheToolboxprovides you with access #ocollectionof layouts, objectand
scripts tohelp you quickly create your pages. When you click onTthabox
icon, you will see a window like the one showrFigure54.

Note In theEditor thatappears irstyler, this window will contain a fourth
item, TemplatéActiveBlocks.

Figure 54: Toolbox window
Inserting Page Lay®

Page Layoutgallows you to easily insert layouts (invisible tables) with a
varying number of columns and rows into &daitor. These are useful for
organizing the content of yopageand structuring its layout.

To insert apagelayout from the Toolbx:

1. Access thdeditor for thepageon which you want insert the
layout.

2. Position the cursor where you want the layout to go.
3. Click ontheToolboxicon. A window likeFigure54 will display.

4. Click onPage LayoutsA window like the one shown iRigure55
will display. Notice,Page Layoutsthe tool currently in usés in
bold.
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