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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

o tempEDIT oAddAPagc @Emoiler

Select a Page to Modify:

CNYRIC Committees: CNY Data Analysis Community (CNYDAC): id:782

Add a User

2 oty use]

View EDemailer archive

Manage Calendar
Model Schools 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. Select the 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!
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0 Add A Page

@ Site Admini_cration o tempEDIT I@Emailer Logout b

Page name | ]

Homepage [default |

Leave as default if using 8 page oreated with OCM page builder

Rank: Order to list on menu
Hide this page

Put page in group: CNYRIC Committees
CNYRIC Connections
CNYRIC 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.

@ Sit2z Adnmactration

@ tempEDIT () acaarae  PEMailer  wogoup

Select a Page to Moany.
[[enYRiC Committees: CNY Data Analysis Community (CNYDAC): id:782 | s |

Add a User

[ Burke, Melanie: id: 1034 {2l vodify user

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

of your webpage appears in the large white box and can be edited by
adding text, images, and special formatting.

Make sure to save changes before navigating away from your page,
and before uploading files in tempEDIT.

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.

#littleRIC
Tip:

Always save
changes before
navigating away

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

Select a Webpage to Modify

0 oAU Insert a Table
@ Images and Files & Site Administratior o Add A Page @Emailer Logout b
Modify: | My Pages - My Home Page ‘ Ell
Main Page Content  Announcements, Links, Files Table = Layout / Advanced Properties .
After Page e | | Insert Hyperlink
!’Iploadlng E] Source | [& | B % B E W e« #eE BAE 03 £
!mage§y B I Usex,x @ =i 2w us == == e« P
insert into R ey = ) g N
document Insert Horizontal Line
‘Sa Igrag & Remove Formatting with
rop Eraser
button.
body 4
Drag & Drop picsffiles ~ Get a backup of this page
View my page (be sure to save changes first)
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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

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.

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

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.”

fe assistance in any way, please feel free to contact us

5. Once you access “Image Properties,”

image Properties ®

make the following adjustments: K = TS
Width: If the photo is too big, P ez e

Ateratie Text

a.

b.

@~oa

decrease the width to 300.
Height: The height will change
in proportion to the new width
(as long as the keypad icon is
“locked”) so you can leave this
box empty.

Border: Leave box blank for no
border; change to 1 for a thin,
black border.

HSpace: Change to 10.
VSpace: Change to 10. 6. Once you are happy with the layout of the
Alignment: Select “Left’ text and image, click “Save Changes”
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

° tempEDIT @ Site Administration 0 Add A Page @Emailef Logout b

Upload a New File Choose a file: I Choose File | No file chosen |

Description of file: I I

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 @Emailer Logout b

Upload a New File Choose a file: |\ Chosse File | No file chosen l

Description of file: | ]

Automatically display link on page

Upload File

Your current files:

File 1: File name: schoolprincipalsday.ipa

Description: [

Rank: El

Display link on page

& Current size: width: 496 X height: 453
New width - ‘:‘ (height will be calculsted sutomatically)
0,

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.

Revised: 06/6/2017 Page 7 of 18



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.

' Desk Support

8 Site Administration o Add A Page I@E’nailer Logout P

Bocial Media (hidden)(id 1221) v I

IFI Links, Files Table Layout / Advanced Properties

s)| |

ReE aEo=e @R
oo @H 0P

je®

i &

[

[l

99 v

[
[

Iledium Font

Your content here in Avrial, x-small font

Drag & Drop picsffiles ~ Get a backup of this page

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.

¥ o=oze @
amPB« Baspr

& source | & ] W BEB «

B I Uex,x@}|ciE E » w

o

Marcia Cornell

Chemistry and SUPA Forensics Teacher
Westhill High School

Westhill Central School District

Marca Comedl 15 a Chemustry and Forensics teacher at Westhdl Hgh School She began her second career 16 years ago. Prior to launching her teat
Marca worked in the prvate Sector 3s a Senor propect engineer with Malkolm Prnie, Inc

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

During the month of March, Marcia had a unique opportunty to péot a “Bring Your Own Device” project in collaboration with the CNYRIC's Instructions
Team. The CNYRIC provided 20 mobie devices for students n Marcia's semwor-level SUPA Forensics class--10 Chromebooks, 10 iPads, and 10 Go
Tablets. Prior to deploying the devices with students, Marcia met with the CNYRIC's Model Schools Coordnator, Rob Leo, to plan a unt and integrate
technology tools into her lessons. Her goals were 1o provide students with a space to collaborate and communicate as they prepared a presentation
rtegrate two man tools nto her teaching, Edmodo and Google Drive. Edmodo provided a space for Marcss to deliver digital documents and links for
analyze. Students were able 10 post notes, reply to other students’ posts, and collaborate in small groups. Google Drive prowvded the students with a
build ther In addion 1o using the mobie devices n Marcia's classroom, students were also afforded the op
thew devices throught the school with their teachers’ permission. They utiized apps e Evernote 10 take notes for all of ther classes and keep them
place on the Web. Further, students brought the devices home and treated them as f they were thew own
.

How have students benefitted from your ay ?

d Students thoroughly enryed being part of the pdot project. They raved about Edmodo as it provded them with a sense of “commundy”™ where they co
with ther classmates, and only ther classmates, 24/7 lmo«!mmwmcwmkmuuﬁsmmlwwisdmech
could post notes and share knics anytme, any They aiso e of having access 10 computing technology n all of ther
bdow|o¢s!uoulImnrmloawmwasmawawmwmdwuml

*The biggest benedit for me is being able 10 use a device of my choice s | please in the classroom o facditate fo my own individual learming fendenc
that we can use the devices at home and at school in the classes that we prefer. In SUPA Forensics, Mrs. Comell has tned o infegrale our devices i
plans with the Edmodo accounts and posting assignments anline. However, fo my surprise, | feel that the true test of the Piot is the refiected in allom

tha o othac ol Taschace haua ool chanced thaic laxton olant ax. ax Mee Cornall b Fl 2t ch. tos tere ten

Table Properties .

T a b l e R::e Properties  Advanced o
Properties:
2 |

=
o
DH

Headers Cell spacing
1. Set border to “0” to L ehuang

eliminate table lines.
2. Set cell padding to <not seto[ ]
“8” for a clean layout. canten |

3. Set width to “100%.”
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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.

I=]

Paste ’

Cell "
Row ‘E‘ ’

Column B

Delete Table
7] Table Properties

Insert Cell Before
Insert Cell After
Delete Cells

Merge Right
Merge Down

Split Cell Horizontally

Split Cell Vertically
Cell Properties

Cell Properties ®

Nidth Cell Type

50 percen ’Q Data E]

Height

pixels Rows Span

Word Wrap Columns Span

Yes|v |

Horizontal Alignment Background Color

Center i
Vertical Alignment

Top Border Color

oc - (CHEE
4

7.Linking to External Websites, Documents, or

Email Addresses

Revised: 06/6/2017
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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.

o tempEDIT

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

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

I

Save Changes

Main Page Content = Announcements, Links, Files Table

Brief description of news item (255 chars)|

El source | [@ | E B &

B I Us=X x2 @ =i

Your Title Here in Arial Medium Font

This is where you highlight the text __|

Layout / Advanced Properties

(il
U0

BEO=S® @R

= = 9 M B@ [

Link

LinkInfo Target Advanced

Link Type
URL v

Protocol URL
https/ v

oc o (caneE)
4

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

Logout b

Z

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.

Revised: 06/6/2017
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This is a sample of putting the files, announcements and links in a right-

hand table.

Smithville High School

EVENTS:

Boys Track and Field informational «
meeting [ ]

i

Bville Softball pre-season player
parent meeting
L4

Parent ing for up: ing

1 638-6018

Principal
Main Office:
(315) 638-
6000
Attendance:
638-6003
Health Office:

Mikel Fosster -|

Junior Boston trip

m (LG

Baldwinsville Scholarship
Foundation Phone-a-thon

Sun, Mar 1, 2015 from 5:00pm

Webmaster

29 East
Oneida Street
Baldwinsville,
New York
12027

Daily Announcements

New website is up and
running

Check your email for news
about new features to the
website!

Smithville Pride
Magnet Sale

Show yeeur Lancer Pride
while driving around town!
Magnets are only $5 and
help support the After-Prom
Party. Contact Jessica at
Tjskinnersi@aol.com or Kim
at agedalk@gmail.com to
purchase.

Varsity Football Wins
State Title!

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!

School Links

Google

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

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

W @ Images ,\'n}\w & Site Administration o Add A Page @Emoner Logout b

Modify:[ Student Services - Student S&yices Home (id 763)

[]

Save Changes

Page title: [Student Services |

Put Files, Announcements, and Links in a table

Hide Announcements, Links, Files Table [-]

heading: [

Manage Announcements

Links heading: |

Manage Links

Files heading: |

Manage files

This is a sample of the new display option for files, announcements, and

links.

Revised: 06/6/2017
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Smithville High School

EVENTS: CONTACT:
Rovert ). Evares - Principal
Eoys Traok and Fleid ~ s
Nain Ofice: (313) £38.5000
m | Astencance: £33.5003
e a et e = |=|  vestnoRie: 32502
Eville Sofidall pre-season player || Mikel Fosster . Viebmaster
parent meeting
Tus, Fab 3¢, 2015 fomét0gm- §000m @ 25 East Oneida Sreet
Rakar 3 Lanpe Growp Room (LGR Baldwinsville, New York
13
Saker HE PTEA Mesting =z
0 Fa 5, 2045 T 000 Q akar 3
New website is up and running
Chack your amall for news about new features to the websitel

Smithvilie Pride M.

agnetSake

onfy $5 and haip support the After-Prom Party. Contact Jessica at

or Kim at

Eaker High Sohool §o Present “Litlie 8hop of Horrors™ Maroh 6. 8. & 7- The Saker Mgh Schod Muscsl Payers Wi present it
Shp T HoTIR Mech2SE ® Tom wx MachTa oM o TOm n the hgh 3chod mudtonum. Ticke:s we $2 10 an $12 wnc cn
e croerec rough the b oice by caing EXSETT  In ths camoy miscal Sasec on the 13873 Cut hoa fim. @ meek Nl 3hap warker
Seymos Kreltom, sarises sooEs 8 Venus Ny rap-ios Dt whch he nemes Aucrey me e

E'ville ftudents Plsos In Reglonal Arts Competifion: The NN¥'S Certral Rageon PTA has smounce the wimers o the regonsl portion
o the Natonsl ST A ReNections coTpetion.  Twanty o HuSents n the Secwnzle Central Schoo Datnct recened SWarcs In the regonsl roune of
e COmpELon. Whch RGNIGRE he moorance of B 0 ecucaion. THE jeer s Dheme 3 The war wouc De s Detler pace 1 Srr-omce
WIS 1 L FgSIE SOTORLSN S2UENCE T e Xae e The (Siowng Secanr e Xo0ets Dacec (rE. 3econs enc WS i e regone
In comoeton. DANTE INTERWEDATE 2 Pmce - Saohm Greene L St Ssmer Sementary Sohod 2v Smce - Shaon Neches. e &
Ry Sementary Schod UTERATURE PRMATY 'z Dace - Amels e moe e

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

es N Files @ Site Administration o Add A Page @Emoner Logout b

Modify:[ Student Services - StudentServices Home (id 763) [+]

Save Changes

Page title: |S(udent Services |

Hide Announcements, Links, Files Table [-]

Put Files, Announcements, and Links in a table

Whether you decide to display announcements in the new tab format or right-hand
column, the following directions remain the same for populating information.
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tempEDIT

SeleCt the “Advanced ’7 elmdgcsdndﬁlcs @sneAdmimsuauon oAddAPagc Logout >

Options” link in the top

right_hand corner of your Wodify: [ My Pages - Home Page

tempEDIT workspace.

Pagetitle:|

Customize your announcements based upon your needs.

Page title:

|

Announcements section heading: I

Announcements section rank: | 1

Manage Announcements

Links section heading: [

Links section rank:

Manage Links

Files section heading: I

Files section rank: | 1

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: 06/6/2017

Manage Announcements

Add an announcement:

Announcement title: I

Announcement text:

Order on page:
Add this announcement

Your current announcements:

o tempEDIT & Site Administration 0 Add APage  Logout P

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 a file
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: 06/6/2017

Manage Links

Add a link:

o tempEDIT & Site Administration o Add A Page

Link title: [

Link URL: |

Order on page:

Add this link

Your current links:

Logout b

Upload a New File Choose a file: I No file selected.
Description of file: I
Automatically display link on page (]
Your current files:

Page title:

Announcements section heading:

RS

Manage Announcements

Links section heading:

Links section rank:

Manage Links

Files section heading: [

Files section rank:

Manage files

Show an additional text area [+]

Add a news feed [+

Hide advanced options [-]
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How to add a news
feed:

1.

Select
“Advanced
Options.”
Choose “Add a
news feed.”
Select which
news feeds you
would like to
add to your
page.

Save.

Revised: 06/6/2017

Hide news feed [ -]

Add any of the following feeds to your page

District News

] HS News

] Grimshaw News
[ ONS News

(] Big Picture News

News section rank:| 1
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9. How to Add a News Story to a News Feed

1. Go to Site Administration.
2. Select

3. Insert “Story Headline.”

4. Select “Hide this Page” if you would

like to work on the article before
making visible. You can unhide the
article once it's complete.

5. Select which news categories the

news article will display within on
website.

6. Select featured item to display news

on the district homepage.

7. Click “Add this Page.”

8. Once the page is created, select

“tempEDIT” button to locate page
and add text and images.

How to add a thumbnail image to
news article:

1.

Select “You still need to upload a
thumbnail.”

2. Either upload a new image or select

Note

a current image to be used as a
thumbnail image.

: The built-in cropping tool allows you

to crop your uploaded image to fit the
thumbnail dimensions.

3.

Once thumbnail is selected, you will
see the following message:
Thumbnail selected.

Save work.

Revised: 06/6/2017

& Site Administration

@ tempeDIT Q) Addarage @) Addanewssion  Logout

Select a Page to Modify:

[(Athletics: Athletic Booster Club: id:1346

Select a News Story to Modify:

lﬂrlct News: Chromebooks at the High School: id:1329
Add a User

I Sth and 6th Grade Vocabulary, : id:538

Add a News Item

m & Site Administration o tempEDIT o Add A Page Log

Story Headline: “ I

Homepage: [default |
“Leave as default if using 2 page created with tempEDIT

Hide this page: [

News Categories: [ pistrict News
7] HS News
[ Grimshaw News
[] ONS News
] Big Picture News

Featured Item: [T}

Add this Page | Reset All Fields

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

Story Headline |News Article Test

nYou still need to upload a thumbnail

Main text area

©|Source (4 - R = C] Ly MIE=Q =@ |3 E
B 7 Us X ¥ @M|E = E 9B s 9N BR ®
Format - Font - Size ~ - Dv

o tempEDIT

w Images and Files & Site Administration 0 Add A Page

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

Save Changes

Story HeadlinelNews Article Test

Thumbnail 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.”

« Padding is pleasing. Add padding to images and text via

4. Always left-justify content including page title, images and text.
“Image Properties” and/or table properties.

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