
CMS Login 
Page 

 Enter login name and password located at the beginning of this 
document. 



CMS 
Homepage 

 1) Breadcrumb navigation – this is the navigation that you want to 
use to go back in the site.  Click on this navigation that builds as 
you go through the site instead of using the browser BACK button 
as this doesn’t always work since the technology is built on dynamic 
content (i.e. your bank account web page) 
2) Logout – will log you out of your session and return you to the 
login screen.  The system will log you out automatically after 20 
minutes of inactivity also. 
3) CMS area buttons – these are the main buttons to lead you into 
areas of the CMS and you will update content under each of these 
buttons. 
4) Support – this will open your email client and you can type a 
message to our SP support team.  All emails will be answered with 
in 24 hours.  Please call our office if it is a critical issue or an issue 
that needs addresses before our normal turnaround time. 
Depending on the user’s security level they might not see all the 
navigation options as we do not show the sections/areas that they 
do not have access to update. 



District 
Managem
ent: 
District 
News 
Homepage 
 

 1) Ranking ability to sort stories – click on the up and down arrows 
to prioritize content throughout entire site. 
2) Expiration date – once this date occurs the news story will be 
automatically hidden on the homepage and be archived in the CMS 
3) Edit / delete links for each news story. 
4) Add a new article – use this to add new articles at the district or 
building level. 



District 
Managem
ent: 
Add New 
Article 

 
 

 
 1) News Date – the posting date of the article.  Articles can be 

entered into the future and they will post to the site on this date. 
2) Exp. Date – the expiration date of this article (when it will be 
hidden on the public side and archived into the CMS. 
3 & 4) Header and Sub-header area – these two area appear on the 
homepage/building homepages.  Be brief in these areas as you 
want to use this to grab the users attention and lead them into #5. 
5) News content – the body of the story.  This can be copied and 
pasted into this area.  These boxes with the yellow and buttons are 
Rich Text Boxes.  Allows the user not to do HTML, but work with 
content as you would in MS Word.  Spell checker is also a big 



selling point. 
6) Schools – allows the user to select one or multiples schools 
when posting the article.  The include and active checkboxes are 
both required for the story to appear on the site.  The active box is 
there in case the story needs to be hidden quickly from the site. 
7) Files – attachment area for pictures or PDF documents.  This 
area works by adding a caption or link to the file in the <Title> area, 
then selecting the drop down for attachment or large image then 
clicking browse to find your content.  If you select large image the 
image will have a caption under the picture and will be embedded 
into the story and resized for the page. 
8) Save – save the current content on the page and allow you to 
keep entering content on this page.  Good for keeping you logged 
into the CMS and resetting your 20 minute timeout period. 
9) Save & Close – saves all content on the page and brings you 
back to the homepage of the section you were working on. 
10) Cancel – will not save any information and bring you back to the 
content homepage for the area you were editing. 
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 1) Closing date – select the date that school is closed.  The current 

day is already selected when coming to the page.  If you need to 
close school for tomorrow click the next day.  In the sections below 
you can add reasons why school is closed.  The message will 
appear immediately if you are posting for today.  The message will 
disappear at midnight automatically. 
2) Schools Affected – select all schools or individual school(s) that 
are closed for the date that is specified above.   The closing 
message will automatically replace the district news for the day then 
disappear at midnight. 
3) Details/Text – information that will appear with the school closing.  
Be as descriptive as possible in this area as it will appear on the 
homepage/building homepages. 
4) Closing type – this will not appear on the public side.  It is used 
internally and you can setup new types if necessary by adding your 
text in the “or add a new type” field. 



5) Save – clicking on this will post or schedule your closing 
depending on the date that you select at the top. 

School 
Closing 

example – 
closing 

message 
will replace 
district and 

school 
building 

news for 
the day 

that is 
specified 

in the 
CMS. 
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 1) Add a Calendar Event (Quick) – quick add for an event.  Will not 
let you add the event to multiple calendars, no monthly calendar 
views and no attachments. 
2) Add a Calendar Event (Detail) – this is the view that I demo.  
Allows the user to post all information about an event and gives a 
wider range of content posting including document attachments 
such as event flyers, permission forms, etc. 
3) Current Day’s Events – lists events occurring today to allow for 
quick edits or cancellations by using the edit link to the right of each 
event. 
4) Bulk Import Management – the first link will allow you to 
download the bulk import in Excel and attach the file, once 
completed into the system.  The second link acts as a legend for 
filling out the template – school id, location id, etc.  This will be 
covered in the next section. 
5) Locations & Event Type Management – location management is 
accessed here and near #6.  This will allow you to add additional 
locations to the event database and be accessible through a 
dropdown box when adding events (Quick or Detail).  Event type 
management is rarely used as the event types are set once the web 



site launches (District, athletic, general, etc.). 
6 & 7) Allows you to find events.  #6 is an advanced search area 
and #7 is a quick search area that has a minimum number of 
search options available through the drop down menu. 
8) Export Events – this will dump all events into an Excel document.  
Allows for import into another calendar program to make custom 
calendars.  This is a big selling point as not all the calendar systems 
allow for a full database export – but we do! 

Calendar 
Managem
ent: 
Bulk 
Import 

 1) Bulk import template – link to the bulk import template.  This 
template once filled out should be saved to the desktop and then go 
to step 2. 
2) Browse – click on this button to find the completed bulk import 
template, then double click on it.  The path to the file will appear to 
the left of the button in the text box. 
3) Click on the Import Data button to import all events from the 
template into the database. *Do not click the import data more than 
once or try to import the file again as there will be duplicates in the 
database.  Also, before a template is uploaded have the user click 
on the support link and email the file to SP for review before posting 
for the first time. 



Calendar 
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Bulk 
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 This section is accessed under Bulk Import Management > View 

Bulk Import Data Keys. 
1) Event type keys – specified event types when we setup the SP 
site 
2) Location keys – locations entered by SP initially when we bulk 
import your calendar data and any location that are entered through 
the “Location Mgmt” in the Actions/Activities area under Calendar 
Management. 
3) School building keys – building keys for all schools in the district. 



Calendar 
Managem
ent: 
Add a 
Calendar 
Event 
(Detail) 

 
 1) Name – enter the name of the event (i.e. Basketball Game) 

2) Location – a drop down box of all locations that are in the SP 
database.  Additional locations may be entered in Location Mgmt 
(#3).  If you do not select a location from the drop down box you 
can manually type in a location in the Rich Text Box under the drop 
down box and it will override the drop down box selection. 
3) Location Mgmt. – area to enter additional frequently used 
locations that can be selected from the drop down for future use 
when entering events in Detail and Bulk methods. 



4) Contact – enter a person’s name, email address, phone number, 
etc. in this text box. 
5) Description/Directions – area to type in a description for the 
event.  Directions can be copied and pasted from MapQuest or 
Google Maps – copy and paste the URL into this window. 
6) Type – select the type of event for this entry.  For example, we 
usually have General, Athletic, Building type events.  Selecting the 
type of event here is important because at the district calendar you 
can build a custom calendar view that specifies event type and 
building – so make sure to select the correct event type here. 
7) Dates/Times – clickable monthly calendar views to select start 
date and end date. In addition, dates can be manually entered into 
the fields under the monthly calendar views.  Events can span 
multiple days or weeks and will appear on each day within the date 
range that is selected.  8) Times are entered below the date fields.  
If an event is an all day event do not enter a start or end time.  If 
you do not know an end time this field can also be left blank. 
9) Calendar Event Placement – select all locations checkbox to post 
this event to all calendars including the district homepage.  A 
“District event” is an event that appears on the main district 
homepage.  All other checkboxes appear at each school building or 
on the selectable district calendar. 
10) Calendar Event Document – area to attach documents to the 
individual event.  Types of attachments are event flyers, permission 
forms, etc. The event document is accessible through the detail 
event view on the public side. 
11) Save or Save & Close will post the event to the calendar. 
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 1) Add a message – click here to add message.  Always add a new 

message when adding – you cannot start typing in the box until you 
click this.  The existing message will automatically go into the 
archive once you click save (see #6). 
2) Posting date – this is the date the message will appear on the 
site as long as the active box is checked below this area. 
3) Is Active – this must be checked in order for the message to be 
displayed on the public site. 
4) Content – area to copy and paste or compose superintendent’s 
message.  There is not a limitation in this area, but you do not want 
to write a book since people will not read it. 
5) Attachment – click browse to find the item and attach it to the 
message.  PDF documents, images, short video/sound files can be 
attached to all messages. 
6) Archived Messages – area that stores all existing messages.  



Current Msg column shows what message is currently active.  
Editing an archived message will display the contents of the 
archived message for reposting or copying information into a new 
message. 

District 
Managem
ent: 
Board of 
Education 
Homepage 

 
 1) Board content – text box to describe the functions of the Board of 

education.  Member information and general information should go 
here.  This will appear with the group Board photo, if available. 
2) Group photo – this is not required, but if available should be 
uploaded.  When uploading the board photo it will auto-size for the 
correct page width.  The photo can be removed by checking the box 
to the right of the photo and clicking save next to #2 
3) Individual Board Members – the “Add Board Members” link 
allows you to add new board members to the CMS.  All board 
members can be organized by using the up and down arrows.  The 
edit screen follows this section and will detail the information that 
can be stored on each board member. 



4) Board meetings and agendas – clicking here will allow you to 
setup the board schedule and allow you to associate board 
documents (minutes or agendas) to each board meeting.  Board 
meetings will NOT be automatically added to the district calendar – 
currently two different sections and they are not connected.  Will 
detail in the following pages. 

District 
Managem
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 Add/Edit Board Member screen 
1) Text boxes to enter name, title, email and phone.  This area will 
also allow you to upload a picture of the board member or remove 
the picture by clicking on “remove existing photo” and clicking save.  
Photo will be resized correctly for the page once uploaded. 
2) Member Bio – Rich text box area to add board member 
biography and any links.  This area can be extensive or brief as in 
this example. 
3) Save & Close – will save the page and return you to the Board 



homepage. 
District 
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 Board Meetings & Agendas 
1) Add a Board Meeting – clicking here will return the next section.  
Allows you to setup multiple board meetings.  Reminder – Board 
meetings will not be automatically added to the main district 
calendar. 
2) Show All Meetings – archive section to view previous board 
meetings and edit content.  The main page will only show the 
current year’s board meetings. 
3) Current Meetings – once you setup your Board meetings you can 
attach board documents (minutes and agendas).  This screen 
allows you to edit existing board meetings by clicking on the edit 
next to #3.  A quick delete is also available on this page. 
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Managem
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 Manage/Edit Board Meetings 
1) Meeting Date – type in the board meeting date manually or select 
view calendar to select the date from a monthly pop-up window. 
2) Meeting time – a not required field, but usually specified.  If you 
do not want to show a time do not update the default time when the 
page loads. 
3) Description – this will appear on the public side of the site.  This 
area can be used to describe the board meeting (Regular, Special, 
Organizational, etc) or used for the location of the meeting. 
4) Save – will save the board meeting and allow you to add Board 
Meeting documents once saved. 
5) Add a New Document – clicking this will allow you to add board 
minutes or agendas.  You will need to name your file, select the 



document type from the drop down (minutes or agendas) and click 
browse and find your file.  Click save once completed. 

District 
Managem
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Forms / 
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 Forms & Links both at the district and building levels operate very 
similar.  Each has categories, the ability to rank categories by the 
up and down arrows.  Under each category you can upload multiple 
links or forms and sort them in order of importance by again using 
the up and down arrows. 
1) Add Form Category – allows you to setup a new category to add 
forms under.  A category will not appear if no forms are present.  
The categories operate the same for links (this example only 
demonstrates our forms section). 
2) Category – each category is in light gray and can be ranked by 
clicking on the up and down arrows. Clicking delete will delete all 
forms under that category – there is not a delete confirmation pop-



up so be careful when deleting categories. 
3) Add new form – clicking this will allow you to upload a form once 
you name it and click browse to find the form.  Clicking save will 
make a copy from your computer and upload it to our server.  Each 
form can be ranked in order of importance and can also be deleted 
by clicking delete next to each form or category.  This is detailed in 
the next section. 

District 
Managem
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Forms / 
Links 
Add Form 

 Add New Form 
1) Form Name – add a descriptive form name in this text box.  The 
form name will be the link that the user clicks on when opening the 
form.  All forms (and links) will open in new browser windows when 
clicked.  This will allow the user to close that document/link and the 
district/building web site will still be available in the background. 
2) Description – this is an optional field and can be used for 
directions or a detailed description about the form.  This will appear 
under the form name on the public side of the site. 
3) File – click browse and find your file.  Double click your file and 
the path will appear in the text box.  Once you click save it will copy 
the file up to the server. 
4) Placement – will default to the category that you add the form/link 
into.  You can override your selection by clicking on the drop box to 
select a different category. 
5) Save & Close – will take you back to the forms homepage to 
allow you to setup additional categories or add additional forms. 



District 
Managem
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 District Employment 
1) Add a New Job Posting – allows you to add a new job posting.  
All job postings feature posting and expiration dates.  When a job 
posting expires it will be saved in the CMS for reposting – they will 
not be deleted until delete is clicked next to the posting.  This is 
detailed in the next section. 
2) Job postings – this is the area that will hold all active and 
archived job postings.  You can make edits/deletes to the right of 
each posting. 
3) General Employment Forms – these forms will appear on the 
public side next to the active job postings.  Click browse, find your 
form then title it, select active and set the expiration date for the 
form to archive when that date occurs, then click Add.  If a form will 
be current for multiple years put the future expiration date in no 



matter how long into the future it occurs (i.e. 2/5/2015). 
4) Existing Forms – all forms that have previously been upload into 
the CMS.  All forms can be ranked by the up and down arrows next 
to each form.  Expiration dates appear next to the form name.  
Active column with true in the field means that a form is showing on 
the public side of the site.  Also, edit/delete next to each form. 
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 District Employment – Add/Edit Jobs 
1) Job Title – text box to title the job posting (i.e. Bus Driver, 
Teacher, etc.) 
2) Job Posting Date – official date the job posting should display.  
This date is static and will not post the job posting on that date. 
3) Job Desc Text – Rich text box to describe about the job.  This 
area can accommodate unlimited text and the official job posting 



should be attached at #8 in PDF format. 
4) Active – this must be checked in order for the job posting to be 
visible on the public side of the site. 
5) Expiration Date – this is the date that the posting will disappear 
from the public side of the site and become archived in the CMS.  
This date will also show on the public side once posted. 
6) Position Type – select an existing position type from the drop 
down box (classified, certificated, etc.) or type in a new type if you 
cannot find the type in the drop down box.  Once save is clicked 
(#9) the position type will be available next time in the drop box. 
7) Staff Contact – if you would like to associate the job posting with 
a staff member for contact purposes (email link to the staff member) 
then click “Find Staff Member”.  This will bring up a box to find a 
staff member by last name.  Type in the last name and click submit 
to find the correct staff member. 
8) Job Desc File – click browse, find your file and double click on 
the file.  This is the area to attach an official job posting in PDF 
format and it will display under the job posting. 
9) Save – click save to post the job posting to the public side as 
long as the active checkbox is checked and the expiration date is in 
the future.  

Staff 
Managem
ent 
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 Staff Management 
1) Add New Staff Member – click here to add a new staff member 



screen (this is detailed in the next section). 
2) Location Selection – select your location from the drop down box 
to view all staff members associated to that building/location.  Once 
you select the location there are edit/delete options next to each 
staff member for quick edits. 
3) Find A Staff Member – detailed search to find staff members.  
Use this option or use #4 for a quick search. 
4) Staff Name Quick Search – type in the last name of a staff 
member and click go.  It will display all the staff members with the 
last name on the next screen.  You can type in one character or 
multiple characters of the last name (i.e. “sm” for “smith”). 
5) Staff Bulk Import – click here to download the staff bulk import 
template and upload the completed template.  This functionality 
works very similar to the events bulk import. 
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 Add A New Staff Member 
1) Basic Information – text boxes to enter information about the staff 
member.  First name, last name and email are required before you 
click on save at the bottom. 
2 & 3) Large Photo & Small Photo – not required, but photos can be 
added for each staff member.  Photos should be added fro the 
superintendent, principals and department heads as they will show 
up on pages designated for each of these people.  Large photo 
should only be added for the Online Classroom while the small 
photo area is used for the other photos (staff directory, department 
pages, etc.). 
4) Bio Text – area to enter additional information for the staff 
member.  If the staff member has an existing external web address 
this can also be entered in the bio area. 
5) Save – click save and proceed to the Assignments tab at the top 
of the page.  THIS IS CRITICAL because you need to assign the 
staff member or they will not be found in the staff directory since the 
system will not know how to find them. 

Staff 
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 Assignments Tab 
1) Assignments tab – click on the Assignments tab after you save 
Basic Information from previous section.  This tab is CRITICAL 



because you always need to assign a new staff member to a 
location and department or they will be lost in the system if you 
navigate to another page! 
2) Location – this drop down will contain the district location and all 
buildings also.  You must first select a location then the second 
drop down for departments will populate with the correct 
departments (this might take a second or two). 
3) Department – this drop down will contain the departments for the 
location that is selected from the locations drop down located above 
it.  Select the correct department and save (#4) 
4) Save – pressing this save button will add this staff member to the 
location and department that you specify above.  You can add staff 
members to multiple buildings by repeating Steps 1-4.  This is 
handy if the staff member works at multiple buildings within the 
district as they can be found from each location in the staff directory 
on the public side. 
5) Existing Staff Assignments – as you click save you staff 
assignments will appear in this area.  As you notice in this example 
this staff member is assigned to three buildings.  Each assignment 
can be deleted by clicking on the delete to the right of each 
assignment. 
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 1) Clicking on Building Management from the CMS will bring you to 
this page that lists the buildings that you are assigned to currently.  
Logged in as a system administrator you should be able to click on 
select next to each building to edit building information. 
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