
LivePages

Signing in

To get to LivePages, you will enter the same way as the old system. Go to webtools.citynet.net or harcoboe.net under links find Citynet

Webtools.

Here you will sign in using your regular Citynet account. You will notice that once you log in you will
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now have a section called LivePages. This is where you will go to edit your webpage.

Once you are in LivePages, you will go directly to your school’s page.






Editing

Once you are signed in to LivePages it will take you directly to your schools webpage. From here you will go to the page that you want to edit.
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In most cases, you will only be able to edit your class page. You are able to get to this page by using the menu bar under the header of your school’s page.

Click on Classrooms. Another menu will appear below that listing the different

grade levels or subjects. Go to your area, and when you hover over your area you should see your name. Click on your name to take you to your class home page.

Once you are on your class page, you will be able to check out your page and start editing!
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Just as before, you will have to Check Out your page in order to edit. You will find the Check Out button on the top left hand side of your window.




You will know the page is checked out because the top menu of your screen will change and look similar to the one pictured below.





Notice that now you have different objects on this menu. These are what you will use to add elements to your webpage. Just as it says in this menu, all you will need to do is drag and drop these items to your site. These instructions will go through each item available on the menu bar.


Calendar


Click on the word calendar and drag it to the content area on your page. Once you let go of your mouse you will notice a calendar dropped onto this page. In order to move the calendar around, or to adjust the size, you will need to click on it and make sure it has a red box around it.

If the red box is around your calendar when you hover

over it, you will see a four-headed arrow. file_6.jpg
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 This

means that you will be able to move the calendar around the site and place it where you would like it to go. When you hover over the red box and have a

single headed arrow, file_8.jpg
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this means that you will be able to adjust the size of your calendar.

In order to modify your calendar you will need to right click on the calendar. A menu will appear like the one in the picture to the right. You will need to choose modify content. This will allow you to edit the information on the calendar. You will notice the edge of your calendar is now green, so you know you are in the editing mode.
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Adding an event

Now that you are in editing mode, if you click on a date in the calendar, a new screen will pop up. Notice the information at the top of the screen. The information you add will automatically pop up in the published version of the calendar.

Event Title – The text you want to show up on the calendar.

Starts – When you want this event to start,  and at what the time.
Repeats – If this something that is going to happen more than once, you must input when or how it is repeating, and when it ends.

Ends – When you want this event to end and at what time.
All Day – If this is an all-day event

Location – Where is this event takes place

Details – Any information you want the public to know about this event.
When you are finished with these details click Save.

You will then see it pop up on 
your calendar. When you click on the event, a window will 
pop up. This window will show all the information you have 
added for others to be able to see. Notice in the bottom right 
hand corner there is an Edit button. Only you will be able to 
see this. By clicking on it, you can edit any of the             file_12.jpg
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information, in case of a date or time change, etc.
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Form

Click on the word Form and drag it to the content area. This will start you with a generic form that you can then edit. In order to move the form around or to adjust the size you will need to click on it and make sure it has a red box around it.
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If the red box is around your form, when you hover over it you will see a

four -headed arrow. file_16.jpg
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 This means that you will be able to move the form around the site and place it where you would like it to go. When you hover

over the red box and have a single headed arrow, file_18.jpg
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this means that you will be able to adjust the size of your form.
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In order to modify your form, you will need to right click on the form. A menu will appear like the one in the picture to the right. You will need to choose modify content. This will allow you to edit the information on the form. You will notice the edge of your form is now green. You will also notice that it has three tabs at the top. This allows you to know that you are in the editing mode.
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Form Options

By clicking on the Form Options tab it will bring up a new window, the Form Editor.

Email To – Who you want to receive the information that has been submitted through this form. This will most likely be YOU, so you want to enter your email address.

Email Subject – The subject of the email that will be sent from the form. This is so the person receiving it (most likely YOU) can distinguish that it came from this specific form.
Confirmation Response – This is the message the person submitting the form will receive, so that they will know they have submitted the form correctly.
Once you have completed these steps, you will click Apply.
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+Add

In this area you will be able to add another field to your form. For each field you add, you will have to complete this process.
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Type – Choose what kind of question you want. There are several choices: text box, text area, radio buttons, check boxes, selection list, and submit button. With radio, check boxes, and selection list, there will be predefined options available.

Caption – Where you type in the text you want to show up on the form, i.e. First Name, etc.
Field Name – This will populate automatically from the caption. You cannot have two field names the same in one form. You will need to edit the field name or add a number after the field name.
Hint – When the form is “live” on your page, this text will appear when users hover over the field.  It is to assist them on how to answer the question.
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Place Holder – This appears as light gray text in the box, to assist the user on how to answer. file_28.jpg
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Width – Unless your question in the Caption is long, this preset may be large enough. If you need to adjust it, you can slide it to make it larger or smaller.

Spacing Above – This is the spacing that will between the Caption and the answer areas.
Spacing Below – This is the spacing below the answer area. You should make this 10px so that the form doesn’t seem crammed together.
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Required – If you want the user to have to answer the question in order to complete the form, click Yes. This is not always a choice, depending on the type of question you choose.

Minimum Length – Set this at 2 or more

Maximum Length – The number of characters you want to limit this answer to (you can leave this blank.)
Type Validation – If you want to make sure that the answer is numeric, a date, etc.
Once you have completed this process, you will hit Apply. If you want to add another question or field you will need to hit +Add again.
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Editing the Form

While the form is still selected for editing, (green edge around the form) you can edit the form fields and arrangement of the fields.
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When hovering over the individual fields, an orange box will appear around that specific field. You will notice on the right hand side of the orange box there is a gear. If you click on the gear, the form editor will appear, and you will be able to edit that field.

If you want to change the order of the fields, they can be moved around by hovering over the different fields. When you hover over them you will

see the four-headed arrow file_34.jpg
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. This arrow will allow you to click and move the field to its desired location.


Image
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Click on the word image and drag it to the content area on your page.

Once you let go of your mouse you will notice an image placeholder dropped onto your page. In order to move the image or image placeholder around, or to adjust the size, you will need to click on it and make sure it has a red box around it.

If the red box is around your image when you hover over it you will see

a four-headed arrow. file_38.jpg
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 This means that you will be able to move the image around the site and place it where you would like it to go. When you hover over

the red box and have a single headed arrow file_40.jpg
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this means that you will be able to adjust the size of your image.
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In order to modify your image you will need to right click on the image placeholder. A menu will appear like the one in the picture to the right. Here you will need to choose modify content. This will allow you to edit the image. You will notice the edge of your image is now green and a new window appears.



6
file_44.jpg

file_45.jpg

file_46.jpg


file_47.wmf



file_48.wmf



file_49.wmf




Selecting your Image

The new window that appears is the Image Selector; here you will want to click on the tab Upload New.

Select Choose file. It will bring up a window that lets you search your computer and find the image that you

would like to upload. Once you have located the image, click on it, and click Choose/Open.

Notice it goes back to the image selector, and beside Choose File is the name of the file you have selected. If this is the

correct file, click Upload.  You will get a new

window that will pop up.This will show the picture that you have uploaded, and the size of the image. From here you will click Apply Image. Your image is now on your webpage. At this point in time you can move it and resize it using the instructions found in the previous IMAGE instructions on page 6.



Text

Click on the word text and drag it to the content area on your page. Once you let go of your mouse you will notice a text placeholder dropped onto your page.

In order to move the text around, or to adjust the size, you will need to click on it and make sure it has a red box around it.

If the red box is around your text box when you hover over it you will see a four-

headed arrow. file_50.jpg
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 This means that you will be able to move the text around the page and place it where you would like it to go. When you hover over the red box and have a single headed arrow file_52.jpg
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this means that you will be able to adjust the size of your text box.

In order to modify your text you will need to right click on the text box. A menu will appear like the one in the picture to the right. Here you will need to choose modify content. This will allow you to edit

the text. You will notice the edge of your text box is now green and a new window appears.
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Adding Text

If you are thinking of putting a large amount of text in the box, you might want to stretch the text box first; this way you will be able to see everything you are typing while you type.


When you are ready to type your text, highlight or delete the text that is already there, and then start typing the text you want. 

Formatting Toolbar

Here is a highlight of some of the features of the formatting toolbar. This toolbar only comes up when you are editing the text. To get out of the tool bar you will click the X on the bottom right corner of it.
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Creating a Link

After typing your text, highlight the text you want to link.  On

the Formatting Toolbar you will click on the linkfile_58.jpg
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, and a new window will pop up. Choose the link type. Most of the time you will choose URL (even if it is a file.) When linking an outside website you will simply put the URL in the box. If you would like this link to open in a new window click on the Target tab and choose New Window.

If you are uploading a File instead of linking to another website, you can click on Choose File. The File Manager window will appear. Once that window opens, you will click on the tab Upload File. On this screen you will again pick Choose File. This will allow you file_60.jpg
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 to pick the file you want to upload. Once you have chosen the file, you will click Upload.

After uploading the file, the file manager will revert back to the My Files tab. The file you just uploaded will flash multiple times.

Click on the file you want to link; notice it will expand to give you information about that file. Here you will click Select File.

Once the file has been selected, it will go back to the link screen. You will see a URL that will link to your file. Click OK and it will link this file to your text.
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HTML


Click on the word HTML and drag it to the content area on your page. Once you let go of your mouse, you will notice a placeholder dropped onto your page. In order to move the placeholder around, or to adjust the size, you will need to click on it and make sure it has a red box around it.

If the red box is around your placeholder, when you hover over it you will see a

four-headed arrow. file_62.jpg

file_63.wmf

 This means that you will be able to move the html placeholder around the site and place it where you would like it to go. When you

hover over the red box and have a single headed arrow file_64.jpg

file_65.wmf

this means that you will be able to adjust the size of your placeholder box.
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In order to modify your html you will need to right click on the text box. A menu will appear like the one in the picture to the right. Here you will need to choose modify content. This will allow you to edit the text.

You will notice the edge of your text box is now green and a new window appears.

The HTML Manager will appear. Here you will enter the HTML code that you would like to use, and then hit apply. Once you hit apply, you should see whatever command you told it to do.
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Menu Bar


On the menu bar you will find more information other than the Drag and Drop Objects.





Page Information

If you would decide to restrict a page to only users that have a log in, this is where you would do that. For instance, if you wanted to put information on your page that you only wanted your students to see, you could set the page to a password you create, or an actual login. If you choose Login, the log in information is their Livegrades information.







Site Map

You can use your site map for multiple things. One thing you will find useful is to see if your page is checked out or published.
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Green dot = Published & Checked in
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Red dot = Checked Out
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Picture of Link = Included in main navigation
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File Manager

This is where you will be able to manage the files you have uploaded. It will open on the My Files tab; here you will see all the files you have uploaded.

You will be able to download the file back onto your computer, change the name of the file, or delete the file from the File Manager.
Download the file from LivePages
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 Rename the file. When you click on this, it will  open up an area for you to type a new name. Then, click the disk and your file name will be changed.





Delete the file.  If you decide to delete the file, any link connected to it will turn into a dead link. You will be able to see in the file manager how many times the file has been linked.
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