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1. Accessing Website Login

All pages on the district website are edited using tempEDIT, a content management system
(CMS) created by the CNYRIC. To access tempEDIT, bookmark the following page (be sure
to insert the correct district website into address):

http://www.yourdistrictwebsite.org/protected/adminmain.cfm

Enter your
Username and
Password

When you first
login, this is the
page you will
see.

3!l Secure Web Login

Enter Username & Password:

User name: |

Password: |

@ Site Administration

@ tempEDIT @) addarage E@Emuiler

Select a Page to Modify:

CNYRIC C i CNY Data Analysis Community (CNYDAC): id:782

Add a User

M| Modify User

View EDemailer archive

Manage Calendar
Model Schaols Calendar
Virtual Kits

Log Out
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2.Adding a Page

1. To add a page, click on the

purple “Add a Page”
icon.

2. Enter the required
information.

3. Click “Add this Page”

4. Selectthe green
tempEDIT icon to locate a
newly created page from
the “Select a Page to
Modify” dropdown menu.

5. Congrats! You'’re ready to
use tempEDIT!

Revised: 02/19/2015

o Add A Page

& Site Admini.cration ° tempEDIT @Emﬂiler Logout B

Page name- [ |

[default

Homepage
Leave =5 default if using = page crested with OCM page builder

Rank: :'cs'ts list on menu
Hide this page
Put page in group CNYRIC Committees

CNYRIC Connections
CHNYRIC Main Pages

CNYRIC News Stories
CNYRIC Staff Only (protected)

Page name: Enter page name. Tip: This name will
appear on the left-hand navigation column of the page
(unless you check “Hide this page’).

Homepage: Leave as “default”’ unless the page will
direct to an outside website; then insert appropriate URL.
Rank: This is the order the pages appear in the left-hand
navigation column. Tip: Begin with “1” and skip every
other number to provide list spacing.

Hide this Page: Check this box to hide the page from
the public.

Put page in Group: Check on the appropriate group for
the page to be stored. Tip: If you need additional groups
created, contact Danica Kaltaler at dkaltaler@cnyric.org.

@ Sit< Adnmaztration

@ tempeDiT ([ rcsarege  PEMailer  Logourn

Select a Page to Moairy.
[[cnvrIC Committess: CHY Data Analysis Community (CNYDAC): id:782 v |E

Add a User

| Burke, Melanie: id: 1034 v |

View EDemailer archive

Manage Calendar
Model Schools Calendar

Virtual Kits

Log Out
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3. Using tempEDIT

Use tempEDIT to modify your webpage by using the various features on . .
the editing toolbar. Similar to working on a MS Word document, the content [l L11[=134 [ Tip:

of your webpage appears in the large white box and can be edited by

adding text, images, and special formatting. Always save
Make sure to save changes before navigating away from your page Changes petore
g gating away your page, navigating away

and before uploading files in tempEDIT.
from page for any

reason. If you
save unwanted
changes, click
“Restore Page” to
retrieve previous
version.

To view your page, save changes first, then click on the “View My
Page” link at the bottom of tempEDIT.

tempEDIT at a Glance

Tip: Hover over any tempEDIT button to view its capabilities.

Select a Webpage to Modify

d

° tempEDIT _ Insert a Table
Images and Files @ Site Administratiy/ Add A Page @EMUi|ET/;gouc [
e i
Modify: ‘ My Pages - My Home Paae XK / E”

Save Changes

Main Page Content | Announcements, Links, Files Table Layout / Advanced Properties

Insert Hyperlink

body

Drag & Drop picsffiles  Get a backup of this page
View my page (be sure to save changes first)

Save Changes
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4.Creating a Page with tempEDIT

1. Now that you've created a blank page, you can add content such as text and
images. To add text simply type into the body of tempEDIT. Additionally, you can
copy and paste text using the “Paste from Word” button.  Tip: If you do copy
and paste text it’s important to highlight the text and select the “Remove
Formatting” button before saving

2. To add an image to the page, it needs to first be uploaded via the “Images and
Files” button. Once the image is uploaded, it is accessible via the “Drag & Drop’
button in the lower left-hand corner. Locate image and drag into the tempEDIT.

3. To change the size of the image, right click it and select “Image Properties.”

4. The below image shows a page with text and an image that was “dragged and
dropped.” Notice there is no space or padding between the photo and the text.
To fix this problem, simply right click the photo and select “Image Properties.”

T &

5. Once you access “Image Properties,”
make the following adjustments:
a. Width: If the photo is too big,
decrease the width to 300.
b. Height: The height will change
in proportion to the new width s

Image Properties. @

(as long as the keypad icon is S =
“locked”) so you can leave this & ‘} o
box empty. - o —
c. Border: Leave box blank for no u
border; change to 1 for a thin,
black border.
d. HSpace: Change to 10.
e. VSpace: Change to 10. 6. Once you are happy with the layout of the
f.  Alignment: Select “Left’ text and image, click “Save Changes”
g. Select “OK” to save. and then “View my page” to review.
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5. Uploading & Managing Files

To insert images or files into your webpage, you must first upload them. Do this by
clicking on the “Images and Files” icon on the top navigation of tempEDIT.

@ Images and Files

o tempEDIT @ Site Administration o Add A Page @E’mu“er Logout b

Upload a New File Choose afile: | Choose File | No file chosen ‘

Description of file: | |

Automatically display link on page

Upload File

Your current files:

Choose a file to upload.

@ Images and Files

° tempEDIT @ Site Administration o Add A Page I@E»muiler Logout b

Upload a New File Choose a file: | Choaose File | o file chosen ‘

Description of file: | ‘

Automatically display link on page

Upload File

Your current files:

File 1: File name: schoolprincipalsda

Description: ‘

Rank: EI

Display link on page "/

7 Current size: width: 496 X height: 453
MNew width - l:l [height will be calculated autematically)
.

Save Changes

Delete

The uploaded file will display toward the bottom of the screen. At this point, you have the
ability to adjust the width of the image, if desired.

Click on the tempEDIT icon to return to the page you would like to place the file.
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Click on the “Drag & Drop Pics/Files” link near the bottom of tempEDIT. A window will
display with all of the images and files that you have uploaded for this specific webpage.
Please note: The only images available will be those previously uploaded to this
SPECIFIC PAGE; not any other location within district website.

Drag and drop an image or file into the body text area.
- . g

, “ Desk Support

l @ Site Administration o Add A Page @E’ma“er Logout b

[Bccial Media (hidden)(id 1221) v |

|[Es, Links, Files Table = Layout / Advanced Properties
‘S) | |

#weeE mEOOSE® @K
AT Y Y.

jze 'V wr A~ 4
* _lifledium Font

Your content here in Arial, x-small font.

[y
&
v &

£ g

Drag & Drop picsffiles ~ Get a backup of this page
4 - - »

Save Changes

Simply drag the desired image and drop it into your tempEDIT workspace to place it on
your webpage. See “Step 4: Creating a Page with tempEDIT” for details on resizing
image.

For electronic files, such as a PDF, highlight the text of the file and drag it into your
tempEDIT workspace. You can change the text title once it’s in the editor.

Example: Change “votingprocedures.pdf”’ text to say “Click here for voting information.”
To do this, insert your cursor in the middle of the string of text and edit/delete text.
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6. Working with Tables, Rows, and Cells

Insert a table to manage the layout of your pictures and text or for when you need
special formatting. Refer to “Step 3: using tempEDIT” for a screenshot to find the
Insert Table icon.

A common page design features a 2-column layout: one column for an image and one
column for text.

Column 1: Insert
image(s). Use
consistent image

Column 2: Place
text here. Use
consistent font, size
and color.

size throughout
website.

)% BAB e B o=ace @5
B I Uwmxx & i E Y w a N« BA&AF

] Source [

Normat(,, ™ | Font P s B A N-

Featured Teacher: Marcia Cornell

ey

a

Marcia Cornell
Chemistry and SUPA Forensics Teacher

Marca worked in the prvate Secior 85 3 Semor prosct engineer with Malcolm Prnie, Inc

What are some of the innovative ways you are into your ?

placemmewm Further, students brought the devices home and treated them as € they were thew own

How have students benefitted from your technology integration initiatives?

below for student testmonals in response 1o a survey that was administered at the beginning and end of the project

Marcia Coenell 15 @ Chemestry and Forensics teacher at Westhill Hgh School She began her second career 16 years ago. Prioe 10 launching her tea

Duning the month of March, Marcia had a unique opportundy o pdot a “Bring Your Own Device” project in collaboration with the CNYRIC's Instructions
Team. The CNYRIC prowided 20 mobde dewices for students n Marcia's senwor-devel SUPA Forensics class—10 Chromebooks. 10 iPads, and 10 Go
Tablets Prior to depioying the devices with students, Marcia met weth the CNYRIC's Model Schoots Coordinator, Rob Leo, to plan a unt and integrate
technology tools into her lessons, Her goals were 10 provide students with a space (o collaborate and communicale 33 they prepared a presentation.
riegrate two man tools nto her teaching, Edmedo and Google Drive. Edmodo provided a space for Marcia 1o delver digeal documents and links for
analyze Students were able 10 post notes, reply to other students’ posts, and collsborate n small groups. Google Drive prowded the students with 3

budd ther In 33dtion 1o using the mobile devices n Marcia's classroom, students were also afforded the op
moeme:wmmexmammmm: permisson. They utiized apps bke Evernote 10 take notes for a of ther classes and keep them

q Students thoroughly engoyed being part of the peot project. They raved about Edmodo as & provided them with a sense of “commundy” where they co
with ther classmates, and only thew classmates, 24/7. t afforded them an opportunty to extend the leaming process beyond the four walls of the cla
could post notes and share krics ameme, They aiso the ¢ of hawng access 1o computing technology i all of thes

*The biggest benefit for me 15 being able 10 use a devioe of my choice a3 | please in the classroom 1o faciitate fo my own indwidual learning fendenc
that we can use the devices at home and at school in the classes that we prefer. In SUPA Forensics, Mrs. Cornell has tried o infegrate our devices i
mmhmm«smmwm mmmysuw 1 feed that the true test of the Pilol is the reflected in allom

o A, othac ol ol chancad thaic la: Mex_Cornal b £ oo i chacca t6 S b,
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Table Properties:

1. Set border to “0” to
eliminate table lines.
2. Set cell padding to
“8” for a clean layout.
3. Set width to “100%.”

To open the properties box for a
Table, Row or Cell, simply right-
click on a row or cell and make the
appropriate selection from the box
that appears.

To adjust the cell properties select
Cell\Cell Properties. Select the
alignment from the dropdown
options.

Revised: 02/19/2015

Table Properties

Table Properties  Advanced

Rows

Width

Columns Height
Headers Cell spacing
L]
Border size Cell padding
Alignment
<ot sets[x|
Caption
| |
Summary
|
o G |,
i
|5 Paste l
Cell * Insert Cell Before
Row v Insert Cell After
1
Column 4 Delete Cells
Delete Table erge Ce
7] Table Properties Merge Right
Merge Down

Split Cell Horizontally

Split Cell Vertically
Cell Properties

Cell Properties .
Nidth Cell Type
50 | | percer.q Data [
Height
pixels Rows Span
Word Wrap Columns Span
|
Horizontal Alignment Background Color
Genter [~ e
Vertical Alignment
Tap || Border Color

o (G
y

o
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7.Linking to External Websites, Documents, or
Email Addresses

Return to the
tempEDIT window.
Highlight the text
you want to link to
the uploaded file,
external website or
email address.
Click on the globe
icon (located in
right-hand corner).

This dialogue box
appears.

Enter appropriate
information (URL,
email address) and
click OK.

Save changes and
then view the page
and test the link.
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o tempEDIT

Images and Files & Site Administration o Add A Page @Emaller

Modify- [ CNYRIC News Stories - Test Social Media (hidden)(id 1221)

9

‘Save Changes

Main Page Content = Announcements, Links, Files Table

Layout [ Advanced Properties

Brief description of news item (255 «:hars}‘

El source  [& | B B W G«
B I U X x* & =i =
- = - b AT

Your Title Here in Arial Medium Font

This is where you highlight the text |

Brief description of news item (255 chars,

H

iy

i ey

BEOS & B

==f+ BamE

Link

LinkInfo Target Advanced

Link Type

URL v

Protocol URL

hitp ¥

Logout b
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8. NEW! Organizing Files, Links, and
Announcements in Tab System

The CNYRIC recently updated the announcements section in tempEDIT.
Previously users could only display announcements in a right-hand column as
shown in the example below. While this is still possible, there is an additional
display option available.

This is a sample of putting the files, announcements and links in a right-
hand table.

Smithville High School

Daily Announcements

New website is up and

EVENTS: mnning
B = Check your email for news
Boys Track and Field informational « & ] about new features to the
meeting | Principal website!
Main Office:

(315) 638-
Bville Soﬂba_ll pre-season player 6000
rent meetin | Attendance: Smithville Pride
| 638-6003 Magnet Sale
Health Office: Show yeeur Lancer Pride
= 638-6018 while driving around town!
i % \ Magnets are only $5 and
Parent meeting for upcoming W& -~ help support the After-Prom
Junior Boston trip Webmaster Party. Contact Jessica at
0 29 East . Tiskinnersi@aol.com or Kim
Oneida Street - at agedalk@gmail.com to
Baldwinsville, purchase.
New York
13027

Baldwinsville Scholarship Varsity Football Wins
Foundation Phone-a-thon State Title!
S MA 1 2115 o S S Congrats to the varsity
football team on winning
their first ever state
championship!Congrats to
the varsity football team on
winning their first ever state
championship!Congrats to
the varsity football team on
winning their first ever state
championship!Congrats to
the varsity football team on
winning their first ever state
championship!

Scheol Links

Google

Download the Permission
Slip Form for District Events
Math and Science - 7th
Period

To do this, select “Put Files, Announcements, and Links in a table.”

@ Images —I'KN'* @ Site Administration o Add A Page @E»mailer Logout b

Modify: [ Student Services - Studant Sdyicas Home (id 763) =]
Page title: [Student Sarvices | Hide Announcements, Links, Files Table [-]

Put Files, Announcements, and Links in a table

Announcements heading: [

Manage Announcements

Links heading: [
Manage Links

Files heading: |
Manage files
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This is a sample of the new display option for files, announcements, and
links.

Smithville High School

EVENTS: CONTALT:

Fiobert | Edvwands - Frincipal
Boys Traok and Fisia =
. , o * Mon O (315 538.5000

- Health OFfice: 538-5012

|_ Attendance: 336003

Eville Bofiball pre-season player
marand mesding

T

S

Wik Fossier - Wisbmasisr

25 East Oneida Street
Baldvinsville, Hew dork
130zF

Esicar HE FTEA Maading
N Fas 23, 3451 s Tl w3
Lers

Farent mesting for upsoming
Junior Exsdon tri

s

EEETT Program Agesncy Wislisr T

Daily Anneuncem

New webshe iz up and running
Checic your email fr news about new

Smithvillz Pride Magnet Sake

WITTLE Enep Essfcar Hilgh Sodvood fo Praesent SLis Shop of Horrors™ Mansh 52 & 7 The Seker High Schoo Muscs Saecs el prese "Lt

Shop of Moo, March 258 @ Tpmo o Mach Tat I pmoand Tpmo i the high schoo sustorum. Ticksts ane §2. 10 e §12 ane can
o cromned through the ;oo by caing E3EEINE. I i campy mucal Seme on the T20a cut homor T, 8 i (o ahop ok,
Syrrour e, st moroEn @ Ve My brap-oe. gl which he rama Aoy e e

Evills Sudsnis Plsos in Raglonsl Arls Compadsiorn The IS Cerirsl Fegon ST s snounced the winnens o Hhe regonsl portion

o the Mol FTA Refecion compettion. Tenty-loa Sdens n the Secwne Ceninl Schod Diinc necsved seands in the gl o o

the CoToETn, which RGRIGHET L ITDSIENCE o BT n etusao. TH JEErT e . The wan woad e 8 Dete pece £ Fretccs
TS It PG TN BEancE £ U Tt e Tha ioeng GECWTSS TRty pEces (I, eI and thind In the ragen

m compaten DANCE INTEEIEIATE 2t Simos - Sophm Grssna. L S Sumar SaTantar; o Tn Smos - Shaon Nk Vs
Simyrecicy Ewmartary Schod UTEAATURE SRMATY 2 Fmce - Al e mere e

To do this, DO NOT select “Put Files, Announcements, and Links in a table.”

AN

\' les @ Site Administration o Add A Page @Emuiler Logout B

Modify:[ Student Services - Student'ervices Home [id 763) [+]
Page title: |s:uden: Services | Hide Announcements, Links, Files Table [-]

Put Files, Announcements, and Links in a table
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Whether you decide to display announcements in the new tab format or right-hand
column, the following directions remain the same for populating information.

Select the “Advanced

tempEDIT

\ngu>mxdﬁ\u> €D sice Administration oAddAPagc

Options” link in the top

right-hand corner of your
tempEDIT workspace.

Logout P

Wodify: [ My Pages - Home Page

Page title:

Customize your announcements based upon your needs.

Page title:

Announcements section heading: |

Announcements section rank:

Manage Announcements

Links section heading: |

Links section rank: | 1

Manage Links

Files section heading: |

Files section rank:
Manage files

Show an additional text area [+

Add a news feed [+

Put Files, Announcements, and Links in a right justified column [

How to add
announcements:
1. Select manage
announcements.
2. Provide title/text.
3. Insert hyperlinks
(if appropriate).
4. Select order.
5. Add the
announcement.
6. Save changes.

Note: There is
no limit on the
number of
announcements
that can be
added or
deleted.

Revised: 02/19/2015

Manage Announcements

o tempEDIT @ Site Administration 0 Add A Page

Add an announcement:

Logout b

Announcement title: ‘

Announcement text:

Order on page:

Add this announcement

Your current announcements:

New options!

Advanced options [+]

Page 14 of 18
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How to add links:

1. Select manage
links.

2. Add link title
such as
“District Alumni
Club.”

3. Add link to
page.

4. Select “Add this
link.”

5. Save.

Note: There is no limit
on the number of links
that can be added.

How to add files:

1. Select manage
files.

2. Choose afile
from your
computer.

3. Adda
description of
the file.

4. Select upload
file.

Note: Reference Step
5 on page 8 to review
how to place a file onto
a page (if you do not
select “Automatically
display link on page”).

How to add
additional text box:
1. Select
“Advanced
Options.”

2. Choose “Show
an additional
text area.”

Note: The additional
text area will be
displayed below your
main text area.

Revised: 02/19/2015

Manage Links

Add a link:

° tempEDIT & Site Administration o Add A Page

Link title: |

Link URL: |

Order on page:
Add this link

Your current links:

Upload a New File

Description of file:

Your current files:

Save Changes

Page title:|

Choose afile:

| No file selected.

Logout b

Automatically display link on page [

Upload File

Announcements section heading:

P

Manage Announcements

Links section heading:

Links section rank:

Manage Links

Files section heading; |

e ]

Manage files

Show an additional text area [+]

Add 3 news feed [+

Hide advanced options ]

Page 15 of 18
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How to add a news

fee(i'. Select Hide news feed [ -]
“Advanced
Options.”
2. Choose “Add a
news feed.”

3. Select which
news feeds you
would like to
add to your
page.

4. Save.

Add any of the following feeds to your page

District Mews

[ HS News

] Grimshaw News
1 ONS News

[ Big Picture News

Mews section rank:| 1

Revised: 02/19/2015
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9. How to Add a News Story to a News Feed

1. Go to Site Administration. @ Site Administration
2. Select
o tempEDIT o Add APage () AddANewsStory  Logout B
Select a Page to Modify:
[athletics: Athletic Buaster Club: idi1346
Select a News Story to Modify:
‘ District News: Chromebooks at the High School: id:1329
Add a User
[ 5th and 6th Grade Vocabulary, : id:538
3. Insert “Story Headline.” Add a News Item
“pg: . 9 Site Administrati Add AP Li
4. Select “Hide this Page” if you would @ sie Administration ° tempEDIT ) ge 08
like to work on the article before
making visible. You can unhide the )
. " Story Headline: “ |
article once it's complete.
Homepage: |default |
5 Select WhICh news CategOI’Ies the “Leswve as default if using & page crested with tempEDIT
news article will display within on Hide this page:  []
website. News Categories! [ District News
. . [ HS News
6. Select featured item to display news [ Grimshaw News
on the district homepage. ] oNs News

[ Big Picture News

7. Click “Add this Page.” Feotured tem: [
8. Once the page is created, select e s
“tempEDIT” button to locate page
and add text and images.

How to add a thumbnail image to

Modify: | District News: District News: News Article Test: (hidden) id:1380

news article:
1. Select “You still need to upload a Story Healine [News Artidle Test
thumbnail.”

o\’ou still need to upload a thumbnail

2. Either upload a new image or select
a current image to be used as a

Main text area

£ | Source L V- R ER C L W BE=Q =@ |8 S
thumbnail image. B 71 UGS%e @ E= 228 ni == == T
Format > Font = Size

Note: The built-in cropping tool allows you
to crop your uploaded image to fit the
thumbnail dimensions.

3. Once thumbnail is selected, you will
- ) tempEDIT
see the following message:
Thumbnail selected.

Images and Files & Site Administration o Add A Page

4. Save work.

Mcdify:| District News: District News: News Article Test: (hidden) id:1380

Save Changes

Story Headline | News Article Test |

Thum bnail selected
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Tip Sheet

When you create a page, you now have the option to make it
password protected.

Do not define fonts on your page unless necessary. Your district
has predefined fonts in place.

Hide any page that is not complete. Do not display “Page Under
Construction,” or “Information Coming Soon.”

Always left-justify content including page title, images and text.

Padding is pleasing. Add padding to images and text via
“Image Properties” and/or table properties.

S e o A

Photos make a page “pop”. Use an image whenever possible.
Encourage colleagues to capture photos during all appropriate
events.

Please contact CNYRIC Public Information
Specialist Danica Kaltaler at 315-433-8379 or
dkaltaler@cnyric.org for additional assistance.
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