Great Hearts Academies — Academy Websites
Content Management System

Login
URL: http://site3.oma1l.greatheartsaz.org/wp-login.php

GreatHearts

Username or Email
Password

Remember Me Log In

Lost your password?

+ Back to Great Hearts Irving

CMS users can only be created in the CMS by an existing administrator with a role that has the correct
permissions to do so.
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CMS Dashboard

After logging in, if the user has access to the Academy Site CMS, they will see the CMS dashboard.

Howdy. trana Il

Dashboard

At a Glance
2 1 rom B 13Pgm
P 1 Corent

WordPress 4 8.1 nrvwg Grest Hewts Acacemves Bere

Astviy

Yoast SEQ Posts Overview
Baiow wrw your ptbad ponts’ SEO scones. How b @9 good & 1w &
A7y 10 Bart TOOVING BOme of yOur osts! VordPress 4,7 Beta 2

© Posts wimenst Mous keveord 1

Indexsbity chack by OnPage.ony
© Yosst S10 fas not Meched yOur S22 INSOxadity s2atus yet fom
OnPage.ong
WP Tavern: Tokun the 2016 WordPress User Survoy
Fotch e cument stats  [EESOERREIEE
HeroPross: Fraady SSU

Post Status: Loarning WordPeoss Govelogment and how empioyers.
Shoud look ot cancidates — Draft podcast

The content throughout the website is broken up into the following main sections of the CMS: Posts,
Media, Pages, Calendars, Homepage Slides, People, People Groups and Featured Events.

Other sections of the CMS are primarily used for administrative purposes.
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Homepage

The homepage is made up of content pieces from multiple sections of the CMS

MARYVALE GreatHearts

SUPPORT

Main Menu

(Edited in the Appearance section of
the CMS)

NEWS & EVENTS ACADEMICS ATHLETICS ACADEMY LIFE GET INVOLVED

Great Hearts Academies
2016-2017 Enrollment ; ~ i \
Applications submitted after Dec. 14 2015 are " 4 \ Home page S | | d es h ow

considered post-open enrollment applications and

not ligible for the lttery. | - Edited in the Homepage Slides
\ section of the CMS)

COMPLETE AN APPLICATION NOW

Welcome to Maryvale Preparatory Academy Home page CO ntent
(Edited in the Pages section of the

CMS)

Maryvale Preparatory Academy is a tuition-free, state-chartered public school that opened ‘

all, community school will be serving approximat

students in Kindergarten through 7th grade during the 2016-17 school year. Maryvale Prep FAMILY RESOURCES

offers instruction, tutoring, and extracurricu

ctivities from 7:00 a.m. - 5:00 p.m. each full
" " 2 " + N ONLINE STORE
school day (click here to view the academic calendar and instructional times). We provide

students with a durable foundation in Readi

Social Stu

g Writing, Arithmetic, Geometry, Science, and PARENT PAYMENT PORTAL

es, as well as knowledge and skill in Spanish, Music, Art, and Physical Education.

ARCHWAY ARETE

Quick Links (Sidebar Menu)

We look forward to partnering with you in providing an excellent education to your sons and Edited in the Appearances section of

ENROLL
daughters. Please reach out to us with any questions. Click on the “Contact Us' link above for the CMS)

our contact information. Talk to you soon!

Students at Maryvale Prep also learn to live lives full of our core virtue:

itizenship, Courage,

Friendship, Honesty, Humility, Integrity, Perseverance, Responsibility, and Wisdom.

TAKE A TOUR

Headmaster of Maryvale Preparatory Academy

Mac Esau

Upcoming Events

Upcoming Events
MAY 5, 2016 MAY 5, 2016 MAY 5, 2016

T - Title of the Event Title of the Even (Edited in the Featured Events section
of the CMS)

‘v VIEW ALL

Contact Us

Connect with us

Footer Content

f L (Edited in the Theme Settings section
[]_{ALUMNS of the CMS)
Monday. T Fan G289
EARLY RELEASE DAY SCHOOL HOURS:
00 123 vy Tharsdayand seeced dteduing the e
S0 hrogh 61 rad: 50100 p ey Ty and seecid s din heyon
© 2016 Great Hearts Academies Privacy Policy SiteMap Contact Us
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Homepage Slideshow
The slides at the top of the homepage are added,
of the CMS.

OV My Saee
) Dachboad
» Posss

) Meca

D Foems
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& Gresthestsiing O 1

Homepage Slides Assnew

AR @) | Punlaned ()
BukActors $ Apsly Addas
Tive

Homepage Side 2
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edited and removed in the Homepage Slides section

Search Momegage S1om

2mers

¥ Comments
Homepage Side 1
E01 Quck B0t T View

Tite

Clicking on the “Edit"” link under the slide title allows the administrator to edit an existing slide. The
"Trash” link will delete the slides from the homepage.

Clicking on the “Add New"” button will allow the administrator to add a new slide to the homepage
slideshow.

Add New Homepage Slide
Pudlish
i Sove Proverw
A3 %o 30 - ¥ Swta Ovaft Lo
W Visbony: Pudie £t
AT Aok imenociately [
i U ¥ Peacatsity: Needs kmprovement
dab o ~ ] SEO, Mot avaltsbie
W G TeN TN TEC Oy Loarn More m
Side Image *
nimagn's 48 Joaet 6750 by 30pm 8t wh be dormasiady croppod s Smaler scroer
# People Groups NO rmage selected  Add image
™ Featured Everts
Yoast 5£0
> e
o T © Mop conter r Go Pran
£ Pigges
& Usen lD © Resaniy @ B keutie
2 Tools
8 Setos < e roview °
£ Theme Settngs 2 - Groat Hearts Irving
$003.0maY DroatheantLar oy
¢l sc0 @ Praass provide o mets Soicrotion by 68%g B
7 G wie

For each slide, the following fields can be populated:
e Title: This is the title that will appear in the blue box to the left of the hero image.
* Slide Content: This text will appear in the blue box to the left of the hero image.
* Slide Link: This URL will be where the user goes when they click on the button for the slide.
e Slide Link Text: This text will appear on the button on the slide.
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e Slide Image: The administrator will be able to upload an image to use for the slideshow. It should
be 867px by 390px.

Please Note: Once the slides have been created, they must be added to the Home page in the Pages
section of the CMS. See below.

Great Ti] demies
2016-2071 [Iment

on subnu&mtr Dec. 14 2015 are
d
not e 15:;1:10 Qm\ryen -
kiink:& kink'Text

Homepage Content

This section of the home page is managed in the Pages section of the CMS.

Screen Options v Help »
Pages Addew
AN(14) | Publishod (13) | Private (1) Search Pages
Bulk Actions ©  Apply Al dates ¢ AXSEO Scores $ Fe 14 Beras
Tro Author L ] Date SEO0 Reodsbity
About Us e - Publahed o °
4 hours 290
Academics admin - Publshed L °
4 howrs 090
Academy Lite admin - Published ° °
4 honrs 090
Aumai admin - Published ° °
4 hours 0o
Athletics acmin - Publshed ° °
4 hours 800
Contact Us odmin - Published ° °
& hours 890
Family Resources — Private acmin - Last Modified ° °
4 hours ago
Home — Front Page ocmin - Pubished L] °
€01 Quick B0t Trash View & hours 800
News & Evonts — Posts Page admin - Published ° L
4 hours ag0
— Colondar samin - Published ° °

Clicking on the "Edit” link under Home in the Pages list will allow the administrator to update the content
on the homepage.
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Screen Optons ¥ Help v

Edit Page Asanew

Home Publish .

Proview Cranges
T Status: Published Eol
118 wergty, the e wil e diupleyed a8 Welcome 10 Acadeny Narme
® Vabity: Public £01
) Revisons: 2 Browse

Inciudo Events? T Putished o Nov 7, 2018 @ 1838
Uncheck 10 hice events on Homepage £

v v Y Resdabity Needs imgeoveenent
Solected Sdeshaws * ¥) Sk el avainble

Sloct 85063 nckade 07 Pormepee Fom e - hand cokamn Yo 63 g e 0P ¥ 5o sekctod posts I - hand cokemn
Movelo Teshy m

Homepage Sida 1 Page Attributes
Homepage S5 2
Parent
(o parent)

Template

Q) AsaMesa  ©AdOFom £ Acd Calondar Vi Toxt Order
srz=m =

Nood heip? Use the Help tad above the
Home Page Test ereen e

B I = 5 E ¢ -

Foatured Image

Ses foatund imaon

Word count: 3 Lt oited by briana 0n Noweeber 7, 2010 ot 1032 pm

Yoast SEO

© Hepomier v W GoPromium

In the Home details the administrator may update the following fields:
e Custom Title: This textbox will be populated with the headline that appears above the content.
*  Selected Slideshows: Clicking on the names of the slides will add those ones to the homepage
slideshow. Clicking on the names in the right columns will remove them from the homepage
slideshow.
*  Content: This Rich Text editor allows the administrator to add content on the homepage. This
can include some styling like bold, italics, text links, etc.

In the right column of the pages content, the administrator has the following tools:
Publish: Here the administrator may preview changes, update the changes so they appear live on the

website, and see other details about past changes to this page.
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Page Attributes: In this callout box, the administrator can assign the page a Parent, Template, and
Order. On the Homepage there will never be a Parent assigned and the Template should be assigned to
Homepage Template.

Featured Image: This callout is not used in the template design for the Great Hearts Academies sites.

Quick Links (Sidebar Menu)

This menu must be set on each of the Great Heart Academy websites, and can be customized for each
academy site. This is set up in the Appearance > Menus section of the CMS. This menu will be featured
on all of the pages on the website that have a right column with the exception of the PSO section (which
has its own sidebar menu).

Howdy, beeea Il

Menus  Maasge wes Live Preview

Edit Menus  Manage Locations
Soloctamonu ol Sdebar (Sdcdar Mery)  § Soect o gute anow mene

Pages . Mo Neme  Sidebar

Monu Structure

Drag 0ach ferm 1> tha orcer you greler. Cick the armow 0 the FOM of e 2em 13 revesl S0O%0AS! COMGUINIEN CELONS.

Mostflocent  Viow Al Sesrch

[
Aot Us
hescarics
Hesomry Lte

Asout Us Page o

Nareigption Late?
Mamrs About Us
Aneccs

Contact Us

1oe

» Pugios
- Uson
> Tools
M Setngn

£ Themo Settrgs
Meonu Settings

fi g0 @ Ak0 031 poges Adoemazicaly 600 raw 10p-eesl o088 10 TN ey

£ Cval It rxcanons MO0 MRS Dmarty ot b Maader Vi
o V' Scebw Meru

PLO Moy

Footer Nursy vty st i Foctw W

To edit the Sidebar Menu, select the Sidebar Menu in the “Select a menu to edit:” field at the top and hit
"Select”.

On the left there are callout section for Pages, Posts, Custom Links, and Categories. Pages and Custom
Links will be the only ones used on the academy websites.

480 5054500 | 5555 EastVan Buren, Suite 215 Phoenix, AZ 85008




OMA

PHOENIX | LOS ANGELES | BOULDER

Pages: In this tool, the administrator can add pages from the website Pages .
to the menu. Click on the checkbox next to one or more page names

and then clicking on the "Add to Menu” button will add the pages to Most Recent  View Al Search
the sidebar menu. You will see those page names in the right box titled Home

V| About Us
[v] Academics
Academy Life

Menu Structure.

Alumni
v Athletics
Contact Us
Home
Select All Add to Menu
Posts v
Custom Links v
Pages v Categories v
Posts v
Custom Links A
AL http://wwww.google‘com‘ Custom Links: This tool allows the administrator to add a sidebar
menu item that links to another website or PDF file. Fill out the URL
Lokt porisiailink (with http://) and the link text and click on the “Add to Menu”
Add to Menu button. This will add the item to the sidebar menu. You will see link
text in the right box.
Categories v

In the box on the right, the administrator may drag and drop the order of the pages and custom links in
the menu. Clicking on an item will open more options like changing the label.

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.

About Us Page v

Athletics Page 4

Navigation Label
Athletics

Move Up one Down one Under About Us To the top
Original: Athletics

Remove | Cancel

Academics Page ¥
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Clicking on the "Save Menu” button will save and publish any updates to the Sidebar menu. Any changes
will be lost if they are not saved.

Upcoming Events

This section of the homepage comes from the items entered in the Featured Events section of the CMS.

Upcoming Events

MAY S, 2016 MAY 5, 2016 MAY 5, 2016
Title of the Event Title of the Event Title of the Event

'l VIEW ALL ’

Three events can be featured in this section at a time. The “View All” button will always to take the user
to the main calendar page.

Featured Events  addnew
AILQ) | Pubished (3 Search Featured Evonts
BukActions §  Apply Al gates §  ANSEO Scores §  Fiter 3foms
Tie Dato SEO Roadabikty
Tost Event 3 Piahed © °
1 min g0
Tost Evert 2 Putished o °
1 min 090
Tost Event 1 Putished Bl L ]
6 mins g0
Title Da%e SEO Roadabsty
Bulk Actions T Appy 3 tems

Clicking on the title of a featured event will allow the administrator to edit that existing item. Clicking on
the "Add New"” button will allow the administrator to add a new Featured Event. The design will
accommodate up to three featured events.

Edit Featured Event asdnew ———

Test Event 1 Publish

Peematink titp/sted.omal.ooealeatsiz. ontioatumd sxatsdeat-event:1/ ot Proview Changes
s pas T Sttus Published £t
Bedict 5 Ouda for s 0w % Veiity, Public £y
Novernber 30, 2016 T Publehed on: Nov B, 2016 @ 21:43
Event Title * -

S5 a e for e Seatured Svent. Tield Nes 8 25 Character SR Y| Resdatany. Needs improvement

Tost Evort 1 Telo Y SEO: Not avaltable

Event Uk * Move to Tash B3
A3 & ok or this overt

DWW §O0Y0.COm
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For each Featured Event, the administrator will be able to update the following fields:
e Event Date: This date selector will be used to display the date, but also to order the Featured
Event item in the list.
* Event Title: This will display the event title, which will be clickable to users.
e Event Link: The URL entered into this field will determine where the user will go when they click
on the Featured Event title. Please use http:// when entering the URL for an offsite webpage.

Clicking on the "Update” button will save the featured event information and make it live on the website.

Footer Content
The content found in the footer should change very infrequently, but when updates are needed, they are
done in the Theme Settings section of the CMS.

von Options
Theme General Settings
Color Schome  Images  SocialLinks Hours & Contact  Analytics  Editor Reforence Publish
Hours Title *
School Ofce Hours.
Hours *
Fully Cus

Viousl Text

£ = g~ S

B I U € == =

When school is in session the school office is open from 7:15 a.m. until
3:30 p.m. The school phone number is

(469) 759-3030, and itsfax numberis(469) 759-3021, Messagesmay be left
on voice mail any time the phone is

busy or we are out of the office. Emails or phone messages left after hours
will be retumed the next working

day.

Contact Information

INCha3n AZSerTly COreact PArmIton. Ling Lrashs 800 55563 4 you when you Ve peeey

There are six tabs in the theme settings. For the footer content, Social Links and Hours & Contact are the
ones that contain the content.

Connect with us School Office Summer Hours Contact Us

- ' M wesday, W esday, Fraday 102, $:30pm b3 W.Ind ol R
T iF =) Thursday: 7:30am-1:30 pi Phoenix, AZ $5033

ALUMNI

EARLY RELEASE DAY SCHOOL HOURS:
fe: $:00am-12:30 pr arsd
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The Alumni Button and the headlines of “Connect with us” and “Contact Us” are always automatically
added. The headline for the Hours section is entered into the Hours Title field.
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Content Pages

Most of the pages on the website will be basic content pages. These can be created, edited and
removed in the Pages section of the CMS.

MR GreatHearts
PREPARATORY ACADEMY

Y [

Hero

Edited in the Pages section of the
CMS)

Volunteer

Content Title
{Edited in the Pages section of the

1 Great Mearts Iving nd guardians to te and volunteer their time to

b rpent CMS)
How can | support and the FSO? Get involved! FAMILY RESOURCES
tems, 50 1o muatter what your talent of schedule, your belp will ONLINE STORE
PARENT PATENT PORTAL
ARCHWAY ARETE C ontent
Taxe A TouR o )
- (Edited in the Pages section of the
mroL:

CMS)

yportin 3 varicty of ways, including Exculty luncheons,
3 front desk suppor

4p our schoo! run! Check oat our volunteer needs here, and ple

consider signing up

today!

Wpcoming|Events Upcoming Events (optional)
(Added to the page in the Pages
section of the CMS)

MAY 5, 2016 MAY 5, 2016 MAY 5, 2016

Title of the Event Title of the Event Title of the Event

VIEW ALL

Connect with us
f v &

ALUMNI

RLY RELEASE DAY SCHOOL HOURS:

02016 Great Hearts Academies Pivicy Poticy  Sie Map. - Cootact Us

In the Pages section of the CMS, the administrator can add/edit or remove pages from the website.
Clicking on the "Add New" button will allow the administrator to create a new page.
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Add New Page
Publish
Save Oraft Preview

? Status Oraft £04
Hero image nomarcady Create ¢ - ® Vabaty: Public Ed1

T Pusish imeediately Eat

Optional Hero Caption Y Resdabity Needs improvernont
Incude an optonal Cap w e and or?
¥/ ! SEO: Not avallable
v
e =
ASd n 1k for 1 hero Image with LD 30 30 characters. I you 80 not specity & ke, B page e wil be Used
Page Attridutes
Maro Content * Parent
A5 Content Kor e hero kmage o aractars. Oréy ore parsgr
(no parent)
Tempiato
Dotaut Ternplato
Content Title o
ASS & 1t 10 T 100 Of B content. Up 10 50 charsciers slowed
o
Nood heip? Usa the Help tad above the
Inchade Events?

267000 W0,

Q) AcdMeda  © Acd Form

B I “ —
Formats v Paagragh v

The administrator can update the following fields for each content page:

e Title: This title is used for reference only in the CMS and as the default title in menus when it
appears.

e Hero Image: If an image is uploaded the Hero section of the page will be displayed. This image
should be sized as 867px by 390px.

e Optional Hero Caption: This box is selected by default and is used when the administrator wants
to add the hero callout section on the webpage. If unselected, this section will not appear on the
webpage.

* Hero Title: This title appears in the blue box to the left of the hero image. This can be up to 30
characters long.

* Hero Content: This blurb of text will appear in the blue box to the right of the hero image and
below the hero title. This can accommodate up to 200 characters of text.

* Content Title: This title appears in the white content area beneath the Hero section of the page.
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* Include Events: When this checkbox is selected, the featured events from the homepage will
appear underneath he content section of the page. If left unchecked, that section will not appear
on the page.

e  Content: The Rich Text editor allows the administrator add whatever content they would like to
appear in the content section of the web page. Some styling like, bold, italics and text links can
also be added when needed.

Publish: Here the administrator may preview changes, update the changes so they appear live on the
website, and see other details about past changes to this page.

Page Attributes: In this callout box, the administrator can assign the page a Parent, Template, and
Order. If a Parent is assigned, that page will be nested under the parent. The Template should be

assigned to Default Template.

Once a Page has been created, it is available to be added into the Menus on the website.

Header Menu

The Header Menu that appears in the header throughout the website is updated in the Appearance >
Menus section of the CMS.

480 5054500 | 5555 EastVan Buren, Suite 215 Phoenix, AZ 85008




OMA

PHOENIX | LOS ANGELES | BOULDER

Menus  Manage with Live Proview Scroon Opte o
Header Menu has been Updated.

EdtMenus  Manage Locations

Selecta menuto oot Hoador Monu (Hoodor Merw) 3 Select o conte o i meny.

Pages . Mor N Hoader Moo ml

Menu Structure

Drog each item o the order you prefer. CIck the amow 0n the right of the 6m 10 revesl adStonal CoNfiguration Cotons.

MostRecont ViewAl  Sewch

Aurerd
Contact Us » & Events Page v
St Map
Privacy Policy .
Acadomics Pag
About Us v
Suppont
PSO Curricutum 5.6 fom Page v
Casecs 10 Kooo
Special Education sub 2 P
Saect AY Add 10 Meow s s
Athetics. Page
Posts
Custom Links v Academy Lite Pae v
Categories PSO Page
Support Page
About Us Page
Menu Settings
At o poges Ausomaticaly 06 now 1op-level pages 10 this meny
Therre locktions . Haader Mooy
Susabar Mers Furmartsy et b Sedatr
PSO Mo

Foater Meew [Currty set 55 Footer Mer

In the Menus section of the CMS, make sure the Header Menu is selected in the “Select a Menu to edit”
pull down menu.

. . . .. Pages a
Here, like the sidebar menu explained above, the administrator can add,
remove or update items in the header menu. N [y [
Home
On the left there are callout section for Pages, Posts, Custom Links, and V| About Us

Categories. Pages and Custom Links will be the only ones used on the Rosdemies

Academy Life

academy websites. Alurni
V| Athletics

Contact Us
Pages: In this tool, the administrator can add pages from the website to Home
the menu. Click on the checkbox next to one or more page names and then Select Al Add to Menu
clicking on the “Add to Menu"” button will add the pages to the header posts )
menu. You will see those page names in the right box titled Menu
Structure Custom Links v

Categories v
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Pages v

Posts v

Custom Links N

AL http://wwww.google.mm‘ Custom Links: This tool allows the administrator to add a header
menu item that links to another website or PDF file. Fill out the URL

Link Text | offsite link (with http://) and the link text and click on the “Add to Menu”

Add to Menu button. This will add the item to the header menu. You will see link

text in the right box.

Categories v

In the box on the right, the administrator may drag and drop the order of the pages and custom links in
the menu. Clicking on an item will open more options like changing the label.

Menu Structure

Drag 6ach item 0 the order you prefer. CIck the amow on the right of the item 10 neveal adtonal CONTGURAtON CPYCNS.
News & Events Page v
Acadomics Page v

Athetics
Academy Life
PSO

Support
About Us

Clicking on the “Save Menu” button will save and publish any updates to the Header menu. Any changes
will be lost if they are not saved.
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Calendar & News Items

This section of the website consists of the Google Calendar for the academy and the news items that are
posted in the Posts section of the CMS.

Calendar

The Calendar page for each Academy will house the Google Calendar for that academy. This is added in
the Calendars section of the CMS.

To set up the Calendar, the administrator will click on the "Add New” button. The title field can be called
whatever the administrator would like to reference the calendar as, but the Rich Text editor should NOT
be touched as it is set up for use with the website templates.

At the bottom of the Add New screen is a section for Calendar Settings, where the administrator will add
the Google Calendar ID in the Google Calendar Tab field for Calendar ID. There are links in the CMS to
help the administrator in getting the Google Calendar ID.

Calendar Settings — EventSource Google Calendar ¢ Caenda Type Default § View Grid § .
© Events Google Calendar Settings
£ Appearance

Calendar ID Enter a valid Google Calendar |D from a public calendar @
3 Google Calendar Step 1: Set the Google Calendar you want to use as "public.* Delalled instaictions

Step 2: Copry and paste your Google Calendar 1D here. Datalled instructions

©3 Advanced

Search Quory Filter events to display by search terms.. @

Rocurring Events Show all $ 0@

Maximum Events 2500 0]

Once the Google Calendar has been added, the Calendar will need to be associated with the Calendar
page. In the Pages section of the CMS, the administrator can edit the Calendar page by clicking on the
"Edit" link for Calendar.

— Calendar Published

Edit Quick Edit Trash View 2016/11/07
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Clicking on the "Add Calendar” button will allow the administrator to select the Calendar from the ones
that have been added to the website. Once this is done and the page is updated by clicking on the
“"Update” button the calendar will now appear on this page.

Edit Page Addnew
Calendar
Permalink: http://site3.oma1.greatheartsaz.org/news-events/calendar/ Edit

€ Add Media @ Add Form | f¥) Add Calendar

B I #» = = ¢ —

Formats v Paragraph v U = A v

Once a calendar has been added to the website the administrator may add a Calendar sync button to any
page on the website. From the Calendar editing section of the CMS, there is a box at the bottom of the
right column titled Calendar Shortcode. Copying this code and pasting it into the WYSIWYG editor of any
content page will place a button on the page that will add the academy calendar events to the user’s
calendar.
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Generate ICS File

Click this button to generate an ICS file for
Please Note: For each calendar the administrator must create the this calendar:
ICS files which is used to synch by clicking on the Generate ICS file

button in the bottom right of the calendar administration page.

Generate ICS File
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The News ltems that will appear on the Latest News page will be added, edited and removed in the Posts

section of the CMS.

s MyStes ) Grestiataiing O 2

) Dashboard PoSts A0 tew

AR(Y) | Puniaiect (1) | Toash @)

A Posts
BukActors $ Aooly Al cates

Teo

Great Hoarts kving Woekly

Nowslotter

The administrator can edit an existing news post by clicking on the title of the post, or can add a new

post by clicking on the “Add New" button.

Add New Post
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For each news item post, the administrator can update the following fields:

* Title: This textbox is used for the title of the news item that will appear in the news listings and
the news details page.

e Hero Image: This optional image can be added to the hero section of the news details page. This
image should be sized to 867px by 390px.

e Optional Hero Caption: If checked the Blue section to the left of the hero image on the news
details page will appear and will required a Hero Title and Hero Content. If left unchecked, the
no hero content is required.

e Hero Title: This title appears in the blue box to the left of the hero image on the news details
page. This can be up to 50 characters.

e Hero Content: This content will appear to the left of the hero image on the news details page.
This can be up to 500 characters.

e Content: The Rich Text editor will allow the administrator to add the full content of the news item
and will provide tools for adding some styling such as bold, italics, text links, etc.
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People Listings

Some pages on the website will be lists of people affiliated with the academy. These pages will use the
Listings template in the Pages section of the CMS. The actual people or personnel are added into the
CMS in the People section and then can be grouped in the People Groups section of the CMS.
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People

The administrator can add, edit or remove people from the People section of the CMS.
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For each person added to the CMS, the administrator can add update the following fields:
* Name: In the top field the administrator can add the full name of the person they are adding.
e Title: The content entered in this textbox is used for the title or position of the person added.
e Email: This textbox should be populated with the person’s email address. This will be displayed
on the website and will be able to be clicked to send an email to.
e Phone: This textbox should be populated with the phone number of the person if desired.
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e Blurb: This will appear on the webpage and is limited to 100 characters.
¢ Bio: If there is content added to this field the person’s name will become a link that when clicked
will open a pop-up with the content of this field. This field is limited to 20000 characters.

Once a person has been created in the CMS, they can be added to a group.

Groups
Groups are created and People are added to them in the People Groups section of the CMS.
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The administrator can edit an existing Group by clicking on the title of the Group, or can create a new
Group by clicking on the “Add New” button.
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The administrator can update the following fields for the Groups:
e Title: This content will be used for the title of the Group which is displayed on the website.
e Description: This content will appear on the web page where this group is included above the
listings of the people.
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e Included People: Any existing people created in the People section of the CMS will appear in the
box on the left side. Clicking on a name will move them to the right side box to indicate that
person is now included in this group.

Clicking on the "Publish” button on the right side of the page will save the group.

Once a Group has been created it can then be added to Page on the website using the Listings
Template.

Listings Template
In the Pages section of the CMS, the administrator can add new pages or edit an existing page with the
Listings Template to which they can add a Group.
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On a Page with the Listing Template selected, there will be a tab for People Groups. Here is where the
administrator can add and existing Group to the web page. Clicking on the name of the Group in the left
box will move it to the right box, which means it will be included.

Clicking on the “Update” button on the right of the page will add the group to the website page.
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Media

This section of the CMS is used for adding images and files that may be used on the website.

Media Library Asswew
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The administrator can add a new item by clicking on the "Add New" button. This will open a dialogue
where the administrator can click on the “Select Files” button to get a file from their computer add to the
CMS.
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By clicking on an existing file in the Media section, the administrator can see the details of the file and
add additional information.
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