SchoolPointe Administration Department User Guide

How to access the Administration Department
- Please use a web browser that allows multiple tabs on one screen
- Inthe first web browser type in this web address listed below:
o http://gilead.web1.schoolpointe.com
- Open another tab (ctrl t) and type in the web address listed below:
o http://gilead.webl.schoolpointe.com/login.aspx

* This will allow you to make adjustments to your department pages by just click back and forth between
pages.
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How to Login

- Use your full email address. An example is listed below
o trevor_g@treca.org

- Enter Password
o0 Given by Ryan

* After Logging in for the first time you can reset your password by clicking on the reset password link in top right hand
corner of the website.




After logging into the system, you will see the content management system (cms) home page
listed (below).

0 Click on District Management Icon
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Click on Administrative Departments to access your page
O This page will direct you to your specific department page
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- Select your specific department from the department list

* If you work in more than one department you will have more than one department options in the list shown below
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After selecting your department screen you will see this screen listed below
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Department Management of Forms / Links:

Forms & Links both at the district, department, 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.
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— SchoolPointe Sample
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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.



After Adding Forms and Links to your deparment page you will need to enter in your contact information
into the description. This description area is just meant to be 4 to 5 sentences in length.

- Description
0 Please enter a brief description with your contact information to your department
page.

= This section is meant to be under 4 to 5 sentences on the website
= Always select save at the bottom of this page when you done editing these
pages
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The public will see live updates when you click save.



Your description field will show to the viewing public as shown below
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The page content section will be the main area of text for your department page. This department page can

have an unlimited amount of text on the website.

O Example below of your Technology Support Services Page
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Departments - Windows Internet Explorer
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- If you need to add additional pages into your department page you will
need to create a content page. To create a content page you select content page up
in the right hand corner below your department page (as listed below).
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Select Content Page then you will create a new content page. Your page
text will go down under the page content window. As you load this page
content when you are finished adding information to this page you will
click on save at the very bottom of this content page. As you save this
page in the top website address it will show you this page number
remember the page ID number. To link to this webpage you will need to
link http://gilead.webl.schoolpointe.com/content page2.aspx?cid=118 to
find this hidden content page. All you will need to do is change the page
ID number to the page you have created on your content page.
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