SFINALSITE training

Calendars & Posts

Managing events and news on your site



Agenda

01 Review Home Page/Interior Page editing

02 cCalendar Manager

03 Display events on your site

04 Posts module

05 Display news on your site
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Homework review

What successes or challenges did you find when working with the following:
e Interior Pages: editing content, changing layouts?
e Home page elements?
e Hero Slideshows: working with Resources or Galleries?

e Managing pages?
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How does Composer work?

Composer pages are comprised of a variety of
different elements.

Content and layout elements are edited
directly on the page. However, other elements

are pulling content from what we call modules. n

=
Modules are small databases of information. " 4
Content updated in the module dynamically .
updates the content on the page -
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Calendar Manager

Managing events



Dashboard Calendars Events

Calendar Dashboard

Styles Import

Settings

Quick Links: © New Calendar | €) New Group | « Bulk Publish

RECENTLY EDITED EVENTS

Title

# Bobcat Reads: The Beauty in
Breaking by Michelle Harper

# Today is Awesome!

# Campus Close-Up

# CES Back-To-School Night
# FA Back-To-School Night
/ Summer Programs End

# First Day of Classes

# Bobcat Reads: The Beauty in
Breaking by Michelle Harper

Event Date/Time
06/01/2021 All Day

06/11/2021 All Day
11/14/2019 4:00 AM
09/26/2019 6:00 PM
09/26/2019 All Day
08/16/2019 All Day
09/07/2019 All Day
06/01/2021 All Day

Location
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Last Updated
06/02/2021 12:24 PM

06/11/2021 4:45 PM
11/19/2019 11:22 AM
09/25/2019 11:24 AM
09/25/2019 11:21 AM
08/28/2019 4:10 PM
08/28/2019 11:25 AM
06/29/2021 2:37 PM

Quick history lesson

Calendar Manager is an old-school
Finalsite module. (It's still good!)

It exemplifies the concept of
“modular” content in Composer.

Shares some common elements with
other old-school modules:

o Opensin apop-up
o Tabbed interface

o Big green buttons and edit pencils

o Works with File Manager only



Event Source

Events are managed in Calendar Manager in one of two ways:

Normal Live
e [Events are manually entered into e Events are synced from an ics feed
calendars (such as Google Calendar)
e (Can be imported with a datasheet e All edits are managed in the original
source

e All edits are managed here
e |CS file must be less than 1.5 MB

e Site admins need access _ _ ,
e Site admins don't need access

SFINALSITE training



Live calendar

CALENDAR SETTINGS

catencar hpe[Lhe ol v 5 1. Findthe URL in your calendar system
Calendar Title:| jyame calendar here 1% . . -y
Live URL: https://calendar.google.com/calendar/ical/basic.ics 1 3 that ends In ICS (make Sure It S
Sroup: =3 public) - Learn more
Key:[ |
Management I ki Create a neW Cal.endar
Nam K icon (+]

Choose “Live” calendar type.

Paste the URL in the Live URL field.

LMS/App Availability

This calendagshouid be viewable 1o LMS and app end users that belong to the following

roies:

= =
U \‘-:ne@ Pubiic U Specific roles

e

i &~ W DN

Make the calendar viewable to the
public.

6. Create the calendar
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https://www.finalsitesupport.com/hc/en-us/articles/115000851828-Connecting-a-Finalsite-Calendar-with-a-Google-Calendar

Import Calendar Events

@ Fie O urL

Select a file to import files. Allowed format is iCal or data sheet
[ Choose File | No file chosen 2

Format: O ical @ Tab Delimited

SELECT CALENDAR

[Defined by Import File_~] §3

Publish on import.

This may take 5 - 10 minutes for large files. Please wait before trying again

§ Import Calendar Events 4

Settings
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Normal calendar

Create a new calendar using the “Normal
calendar type

1. Usethe Importtab to import events
from a datasheet

2. Choose the file
3. Select the corresponding calendar
4. |mport calendar events

* Ask us for help!


https://www.finalsitesupport.com/hc/en-us/articles/115000772847-Calendar-Events-Datasheet-Template

SFINALSITE training

Display events on your site



Home Page
Events / Calendar

e \What happens when you click on an
event title?

e \What happens when you click on
“View All Events” or “View Full
Calendar™?

SFINALSITE training

SD News & Events

g noteworthy happening in Nittanyville!

LUNCH MENU

ocT

31

NOV

LW,
(=) (=) (&

Orange Ginger Chicken Bowl with
steamed brown rice, veggies

Sizzling Taco Bar with beans, rice, corn,
cheddar

Italian Sausage Bowl with peppers, onions

VIEW FULL CALENDAR = - -




Events / Calendar

Edited in Calendar Manager

Edit Calendar Element Settings

Which calendar is displaying?

1. Usethe element settings to learn
which calendar(s) are displaying.

2. Go to Modules > Calendar Manager Calendars

3. Open the Calendar and edit

1 selected |

Jackson Events

Note: The calendar may be a live calendar Lincoln Events
synced to a Google calendar feed. In this L
case, it would only be edited in Google.

Middle School
Odd/Even Schedule

RES Faculty Calendar

@ FINALSITE training Learn more about Calendar Manager



https://training.finalsite.com/learn/course/calendars/calendars/calendar-manager-overview

Calendar Element Settings

General Settings
e Display O days before today

e Uncheck Display Past Events
Event Settings

e Check what you what displayed

* Changing other settings in the home page
element could break the display/functionality.
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View Full Calendar

e \What happens when you click on “View All
Events” or “View Full Calendar”?

e \What page is it linked to?
o Inthe element settings, expand +Design
o  Find the link in the header or footer content
o Right-click on the text
o  Click “Edit Link”
o Set the link to your full calendar page
e Don't have a full calendar page yet?

o Learn more about Calendars in Composer

SFINALSITE training

Edit Calendar Element Settings



https://training.finalsite.com/learn/course/calendars/calendars/calendar-manager-overview

Module Social Shared

Layout

Standard

@ =] b ¢ =]

Athletics Event Athletics Roster Athletics Team

w 2 K2

Calendar Constituent Map

eNotify Archive

Constituent

T o=

Groups

Calendar Tools

SFINALSITE training

Calendar elements

Calendar: Displays full calendars in list,
grid, slideshow, or single view

Calendar Tools: Displays a legend, search
feature, or mini grid



Calendar element Mini Grid

¢ JULY2019 > (2] ¢ JULY 2019
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUN MON TUE WED THU FRI

30 2 3 4 5 6 1 2 3 4 5
8 9
15 16
22 23
29 30

Search

Keyword Search

Search

Legend
Selected

+ Academic Calendars

Update Calendar

SFINALSITE training

Make a page

Put a Calendar element on a page.

Pick one or more calendars from
Calendar Manager to display.

Choose List or Grid (or Slideshow)
format from the element settings.

Configure other element settings as
desired. ¥ Have fun with your
settings!

Add Calendar Tools elements and link
to the Calendar element.



e e B
Five Calendar element settings to cozy up with

Display Month/Week/Day Controls
Users decide how many events to see.

Combine Sat/Sun
Free up more space for weekday events.

Display alerts and feed controls
Users can subscribe for event reminders.

Display Print button
Satisfy users who really want it on paper.

Display Athletic Events
Share Athletics Manager data, as well.

SFINALSITE training
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Posts

Managing news and announcements

\//
V



SOCIAL

SoeraNe)s
SERGEL =X

THE
FRONOK BY
SE. HINTON

Aogt72022
Welcome to Year 113!

CBS19: St. Anne's-Belfield
Football Program Highlight Play Auditions

Aug 17-18: Upper School Fall

READ MORE READ MORE READ MORE

L3

S FINALSITE

Homepage

St. Anne’s-Belfield
School

News featured on your homepage:
e Justafew stories
e May come from multiple boards

e May beina grid, list, slideshow, or
custom format

e May openina popup oron a
separate page

e “More News” link takes the reader to
a full page of news


https://www.stab.org/
https://www.stab.org/

CBS19: St. Anne's-Belfield
Football Program Highlight

READ MORE

SOCIAL

W
SERGEL X
FROM THE

[010).8:)
S.EB, HINTON

2022 Augts2022
Welcome to Year 113! Aug 17-18: Upper School Fall
Play Auditions

READ MORE READ MORE

Ly

S FINALSITE

News Page St. Anne's-Belfield

School

A full news page:
e May display posts from all boards
e |[softenina grid format
e May offer a search feature

e May offer filtering with categories
and/or posts


https://www.stab.org/
https://www.stab.org/

Popu p St. Anne’s-Belfield

School

e Read the full story with one click

e \Verysimple design

2021-22 Athletic Accomplishments
Aug 152022

e (Great starting point

Congratulations on a great 2021-22 season athletes! Below are some of your amazin

accomplishments from this past year.

 Girls' Lacrosse Division | - State Championship
* Girls' Basketball Division | - State Runners-Up
* 19 All LIS (Girls’ Conference)
10 All VPL (Boys Conference)
* 3 All-Conference Players of the Year
* 4 Conference Coaches of the Year
o 3 Conference Team Sportsmanship Awards
® 1215t Team All-State
< m

B ;

e Not easy to share

e (Can't be searched

e No tracking on how many clicks
a story has

Page Element

3 FINALSITE


https://www.stab.org/
https://www.stab.org/

Default board vV
St. Anne's-Belfield
wms WL pOSt page —

AUG 17-18: UPPER SCHOOL FALL PLAY AUDITIONS

August 15, 2022

THE
FRONOK BY
SE. HINTON

CBS19: St. Anne's-Belfield Football

e A default page used to view post
<38 content dynamically from any post

AUG. 17 - 18: UPPER SCHOOL FALL PLAY ; A .
AUDITIONS: "THE OUTSIDERS" v . tltle/boa rd

Upper School students are invited to audition for the Fall Play,
"The Outsiders," adapted from the classic novel by S.E. SERGEL - . .
" Most often hidden from t
MR o ost orten niaaen from navigation
SE.
Students may sign up to audition by visiting: https://forms.gle/
tXBMjbsiUoUHSudc7

e C(reates a direct URL for individual
posts

e Uses asingle post element

e May contain other elements such as
Mmore News or resources

S FINALSITE


https://www.stab.org/
https://www.stab.org/

Nittanyville SD

There is always something notev

Home Page
News / Posts

LATEST NEWS

e \What happens when you click on a

- I !17
news tlt[e oron Read MOI’Q ’ District Students of the Month

e \What happens when you click on
“View All News"?

e Note what is displaying:
o  Thumbnail

Student First: Volunteers Collect
Supplies for Students in Need

o Title

Many members of our community

donated school supplies that will
o Summary

serves FUSD students in need

o Body (in the pop-up)

VIEW ALL NEWS = - -

SFINALSITE training




News / Posts

e \What happens when you click on “View All
News"?

e \What page is it linked to?
o Inthe element settings, expand +Design
o  Find the link in the header or footer content
o Right-click on the text
o  Click “Edit Link”
o Setthe link to your full news page
e Don't have a full news page yet?

o Learn more about Posts in Composer

SFINALSITE training

Edit Post Element Settings



https://training.finalsite.com/learn/course/posts/posts-basics/folders-boards-and-posts

News / Posts

Edited in Posts
Which board is displaying?

1. Usethe element settings to learn
which board(s) are displaying.

2. Go to Modules > Posts

SFINALSITE training

L earn more about Posts

Edit Post Element Settings

Latest News

Display posts from Collection  -- select a collection --

That also belong to

All Tags Specific Tags

Select posts to display All Only Featured Only Non-Featured

Ignore Role/Group Display Settings

Posts from collections will appear above posts from selected board(s)

Display posts from Board(s) 1 Selected @ Select Board

That also belong to

AllTags  Specific Tags

Select posts to display All Only Featured Only Non-Featured



https://training.finalsite.com/learn/course/posts/posts-basics/folders-boards-and-posts
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Posts Module

v
=——



Organization of Posts

Dashboard

Posts
Dashboard Boards ’
; Filter by Status: None
. . - Collections )
Boards: Contain Posts of a specific
. . . = Permissions
subject, such as District News ull N posts found

Folders: Collection of Boards, back end
organization only

Collections: Add Posts from any Board
to a collection and organize in any order.

Permissions: Set Module administrator
access to Boards, Collections

SFINALSITE training



Who needs a board?

e How many boards do you have?
e Where are you naturally divided?
e What kind of access are you giving users?

e Where are all the places you want to share posts on
your site?

SFINALSITE training



Examples of board structures

District All School FS Academy Folders allow you
- District News - All School News to define locations.

- All School News
- Employment - Employment
- Transportation - Transportation - Employment Assign permissions
NRH Elementary Lower School - Transportation to manage posts by
- NRHES News - LS News _ Athletics Boards.
NRH Middle Middle School _ - .

Pl AU Admins only see

- NRHMS News - MS News o

- Admissions the folders and
NRH High Upper School boards that they
- NRHHS News - US News have access to.

- Athletics

SFINALSITE training



Elements of a Post

e Click on a board
e C(lick on an existing
post B

e [ocate the following: ==
o Title S

o Body Content e
o Summary :i%:
o [humbnat o
o Start date ]

SFINALSITE training

» @ BI S v - LB -%Eo=sEU® -

Mr. Ken will be starting on November 1, 2022. Please weicome him when you see him

A- T A-

I Start [*) 10/28/2022 4:51pm |

Featured Until [+

Expire =]
Last Modifhed: 10/28/2022 500pm by Jeff Crum
Created: 10/28/2022 457pm by Jeff Crum
v
<4




Tags

Tags are shared across all boards and may be used to filter which stories appear on

which pages/sites.

Example: A district may want to create a news
story that appears on the district site as well as
on the high school site. If each school has their
own tags, this can be done. The high school
would configure their post element to display
all posts from the high school news board, as
well as posts from the district board that are
tagged ‘high school.’

SFINALSITE training

- Category & Tags

Categories Manage Categories

No categories have been created for this board.

Tags

Jackson HS

—

Learn more about using Tags



https://www.finalsitesupport.com/hc/en-us/articles/8888084944141-Organize-content-Tags-and-categories

Create a Post
e C(lickon aboard

_ Start [7] 2/16/2022 2:20pm
e C(lick Create Post

e Complete all post details Featured Until [
o Title, body, summary, thumbnail ‘
o Tags (if used) Expire -

e Save > Do you want to publish immediately? S

o Yes - a start date/time will be entered and the post will publish
o  No - the post stays in draft mode until you schedule the start date/time

Featured Until: the post remains at the top of the news list until this date, then it will fall in
order with all posts (Note: This may be how posts appear as a “Featured News Story”)

Expire: the post will be removed from the page, but will remain in posts

SFINALSITE training
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Edit Post Element Settings

Configure Home
Page News N e

e Content Filters
0 Target posts in the element Display posts from Collection ~ -- sele

That also belo

All Tags Specific Tags

Select posts to display All Only Featured Only Non-Featured

Ignore Role/Group Display Settings

Posts from collections will appear above posts from selected board(s)

Display posts from Board(s) 1 Selected @ Select Board

That also belo

AllTags  Specific Tags

Select posts to display All Only Featured Only Non-Featured

SFINALSITE training


https://www.finalsitesupport.com/hc/en-us/articles/8852058902797-Target-posts-in-a-Post-element

Lever!
Display boards or collection

Edit Post Element Settings

Select a collection

LIST

and/or

Select the board(s)

Display posts from Collection  -- select a collection -- =

#* Collections appear above boards

#* Posts are never duplicated

Posts from collections will appear above posts from selected board(s)

Display posts from Board(s) None Select Board

SFINALSITE training



Lever &
Display tagged posts from
boards or collection

Edit Post Element Settings

“Display posts from Board(s) X
that also belong to (Y) tags.”

#* Tags have to be used on a post first

#* Can add multiple tags

SFINALSITE training



LEVeL s Edit Post Element Settings
Create additional filtering rules

“Display posts from Board(s) X
that belong to ALL tags, and
display posts from Board(s) Y that
belong to Z tag.”

#* Tags have to be used on a post first
%* Can add multiple tags

#* Posts won't be duplicated

SFINALSITE training



Example: District & school news

Display posts from board “Elementary
News” that also belong to “All Tags” and
display additional board “District News”

that also belong to specific tag
“Elementary.”

Posts from collections will appear above posts from selected board(s)

In this case, anything the district post admin tags as
“Elementary” will also appear along with all the
Elementary news.

SFINALSITE training



Create a News page

SOCIAL

——
SERGEL R
M THE
FROBOK BY
S.E. HINTON

A full news page:
e Add a Postelement

e Select List, Grid, or Slideshow in the
element settings

CBS19: St. Anne's-Belfield
Football Program Highlight

e Define which boards are displaying

e Define which details are displaying

e Decide the formatting (how many are
displaying)

e Linkto pop-up or DBPP

S FINALSITE



( ———— Create a DBPP

Finalsite Academy

About Us Academics  Activities Athletics

I Home Finalsite

Academy e (reate a sub-page under the main

Events

v News neWS a e
News details Pag

News details

e Add a single Post element

Our Schools

Happy 4th of July weekend!

Humanities Blog

b vny lauren lentini Jul 2 2021 1:32 PM e C(Choose the details to be displayed

F Portals Enjoy nature's fireworks!

F Production Branch Yeah, it's going to be a stormy 4th of July [ ) Ove rrl d e p a g e tItLe a n d S EO

I Instructions

F Test Branch m eta d ata

Elementary School Domain

e Add a slideshow Resource element

e Linkthe Post element to the
Resource element

S FINALSITE



S FINALSITE

Apply the DBPP

Link the home page news and/or the
main news page to the DBPP

Link the board to the DBPP
(Posts > Board Settings)

What can you do now?

Preview the post

Get a direct URL to the post
Share to Social Media

Enable Subscriptions

Display Resources with a post



https://www.finalsitesupport.com/hc/en-us/articles/360000937131-Display-resources-with-a-post

Homework for Session #3

ON YOUR SITE:

* Continue creating calendars and events (sync ics feeds).
* Continue creating news and/or managing migrated news.
* Create dedicated news and calendar pages for all sites.
ON YOUR SWN:;

Woatch the following courses in the training portal:

* Constituents

* Admin Users for Districts

* Group Manager

* Any additional recommended courses
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