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1. Accessing Website Login

All pages on the district website are edited using tempEDIT, a content management
system (CMS) created by the CNYRIC. To access tempEDIT, bookmark the
following page (be sure to insert the correct district website into address):
http://www.yourdistrictwebsite.org/protected/adminmain.cfm

Enter your
Username and
Password

When you first
login, this is the
page you will
see.

!l Secure Web Login

Enter Username & Password:

User name: |

Password: |

@ Site Administration

@ tempEDT @) addarage E@Emuiler

Select a Page to Modify:

Logout b

CNYRIC C i CNY Data Analysis Community (CNYDAC): id:782

Add a User

View EDemailer archive
Manage Calendar
Model Schools Calendar
Virtual Kits

Log Out
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2.Adding a Page

. To add a page, click on
the “Add a Page”
purple icon.

Enter the required
information.

. Click “Add this Page”

. Select the green
tempEDIT icon to locate
a newly created page
from the dropdown
menu.

. Congrats! You're ready
to use tempEDIT!
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o Add A Page

& Site Admini .cration o tempEDIT E@E’mailer

Logout b

Page name ‘ |

[2efault
“Leave ss defeult if using & page o

Rank Order to list on menu

Hide this page

Homepage

Put page in group: CNYRIC Committees

CHNYRIC Connections
CNYRIC Main Pages

CNYRIC News Stories
CNYRIC Staff Only (protected)

Page name: Enter page name. Tip: This name will
appear on the left-hand navigation column of the
page (unless you check “Hide this page”).
Homepage: Leave as “default” unless the page will
direct to an outside website; then insert appropriate
URL.

Rank: This is the order the pages appear in the left-
hand navigation column. Tip: Begin with “1” and
skip every other number to provide list spacing.
Hide this Page: Check this box to hide the page
from the public.

Put page in Group: Check on the appropriate
group for the page to be stored. Tip: If you need
additional groups created, contact Danica Kaltaler
at dkaltaler@cnyric.org.

@ Sit< Adnmaztration

@ tempeDiT ([ rcsarege  PEMailer  Logourn
Select a Page to Moairy.
[[cnvrIC Committess: CHY Data Analysis Community (CNYDAC): id:782 v |E
Add a User
| Burke, Melanie: id: 1034 A |
View EDemailer archive
Manage Calendar
Model Schools Calendar
Virtual Kits
Log Out
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After

uploading

images,

insert into
document
via “Drag &

Drop”
button.

3. Using tempEDIT

Use tempEDIT to modify your webpage by using the various features
on the editing toolbar. Similar to working on a MS Word document,
the content of your webpage appears in the large white box and can
be edited by adding text, images, and special formatting.

Make sure to save changes before navigating away from your page,
and before uploading files in tempEDIT.

To view your page, save changes first, then click on the “View My
Page” link at the bottom of tempEDIT.

tempEDIT at a Glance

Tip: Hover over any tempEDIT button to view its capabilities.

#littleRIC Tip:

Always save
changes before
navigating away

from page for any

reason. If you
save unwanted
changes, click
“Restore Page” to
retrieve previous
version.

Select a Webpage to Modify

° tempEDIT

imagesand Files (Y site Administrat% Add A Page @EMUHEY Logout b

Modify: ‘ My Pages - My Home Page XK E”

Save Changes

Main Page Content = Announcements, Links, Files Table Layout / Advanced Properties

Insert Hyperlink

Page title: | |

El source | & E FERECRERE # 2k |[E B R
B I U == X% x2 & =2 E M u | E E E = v W™ =

Format . Font e 5i

Eliminate Formatting with
Eraser

body

Get a backup of this page

sure to save changes first)

Drag & Drop pics/files
View my page ibe

Insert Horizontal Line
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4.Creating a Page with tempEDIT

1. First determine what content will display on the page such as text only or
text and an image. If you do not need to format the content in a table,
continue reading. If you do need to create a table to display the content,
move to “Step 5: Working with Tables, Rows and Cells.”

2. To create a new page, enter the name of the page in the “Page title” box.

3. Next simply type (or copy and paste) text into the body of tempEDIT.
Tip: Be sure the content is left-justified.

4. To add an image to the page, it needs to first be uploaded via the blue
“Images and Files” button. See “Step 6: Managing Images and Files” for
assistance. Once the image is uploaded, it is accessible via the “Drag &
Drop” button in the lower left-hand corner. Locate image and drag into the
tempEDIT box.

5. To change the size of the inserted image, right click it and select “Image
Properties.”

Modify: [ My Pages - My Home Page =]

Main Page Content | Announcements, Links, Files Table | Layout / Advanced Properties
[El source | [& | & el R 4 BEO=&® @[
e @BHE R

B I U X x* & £
Normal (... = h = A A~
The Central New York Regional Information Center (CNYRIC) serves 50 school districts and four BOCES across eight counties in the central region of New York State. We provide a wide array of technology services through our three major compo

Technologies, Student/Data Senices, and Network Operations. Senices include everything from for to student systems, to network infrastructure equipment and planning. The CNYRIC m
fiber-based WAN that reaches across the region and provides high-speed connectivity for nearly all of our customers.

We hope you use our website to find valuable information about our programs and services. If we can answer any questions or provide assistance in any way, please fesl free to contact us.The Central New York R
Center (CNYRIC) serves 50 school districts and four BOCES across eight counties in the central region of New York State. We provide a wide amay of technology senices through our three major components: Instruct
Student/Data Senices, and Network Operatians. Senices include everything from for to student systems, to network infrastructure equipment and planning. The
a massive fiber-based VAN that reaches across the region and provides high-speed connectivity for nearly all of our custamers.

_We hope you use our website to find valuable information about our programs and services. If we can answer any questions or provide assistance in any way, please feel free to contact us.The Central New York R
Center (CNYRIC) serves 50 school districts and four BOCES across eight counties in the central region of New York State. We provide a wide aray of technology senices through our three major components: Instruct
Student/Data Senices, and Network Operatians. Senices include everything from

for to student systems, to network infrastructure equipment and planning. The
a massive fiber-based WAN that reaches across the region and provides high-speed connectivty for nearly all of our customers.

We hope you use our website to find valuable information about our programs and senvices. If we can answer any questions or provide assistance in any way. please feel free to contact us The Central New York R
Center (CNYRIC) serves 50 school districts and four BOCES across sight counties in the central ragion of New York State. We provide a wide array of technology senices through our three major components: Instruct
Student/Data Senices, and Network Operations. Senvices include everything from for to student systems, to network infrastructure equipment and planning. The
2 massive fiber-based WAN that reaches across the region and provides high-speed connectivity for nearly all of our customers.

 hope you use our website to find valuable information about our programs and senices. ff we can answer any questions or provide assistance in any way, please feel free to contact us.

6. The above image shows a page with text and an image that was “dragged
and dropped.” Notice there is no space or padding between the photo and
the text. To fix this problem, simply right click the photo and select “Image
Properties.”
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Modify: [ My Pages - My Home Page -
Image Properties [ ]

Main Page Content A ts, Links, Files Tabl L t [ Ad
Il nnouncements, Links, Files Table Aveut Laance T ed

Page title: [science club

URL
’hTtp Irwww.cnyric.orgffiles/folder1200/jkirchoff%2Ejpg

Alternative Text

= - = - - Width Preview

I:l Lorem
The Central New York Regional Infarmation Center (CNYRIC) serves 60 st | Haight a o ipsum M MNew York State. We provide a wide array ¢
technology services through our three major components: Instructional Ter - [ | dolorsit  |=| 3 everything from professional development fo
technology integration, to student management systems, to network infra: amet, sed WAN that reaches across the region ani
provides high-speed connectivity for nearly all of our customers Border
We hope you use our website to fin I:l
please feel free to contact us The C = HSpace
the central region of New York St: _10
Student/Data Senvices, and Network -
systems, to network infrastructure €
high-speed connectivity for nearly all

»

y¥ questions or provide assistance in any way
cts and four BOCES across eight counties it
ajor components: Instructional Technologies
ichnology integration, to student managemen
that reaches across the region and provide:

VSpace
"

Alignment -
We hope you use our website to fin b y questions or provide assistance in any way
please feel free to contact us The C cts and four BOCES across eight counties it
the central region of New York St: ajor components: Instructional Technologies
Student/Data Semvices, and Network :chnology integration, to student managemen
systems, to network infrastructure e oK ~ _ that reaches across the region and provide:
high-speed connectivity for nearly all 4

We hope you use our website to find valuable information about our programs and services. If we can answer any questions or provide assistance in any way
please feel free to contact us The Central New York Regional Information Center (CNYRIC) serves 50 school districts and four BOCES across eight counties it
the central region of New York State. We provide a wide array of technology senices through our three major components: Instructional Technologies
Student/Data Senvices, and Metwork Operations. Senvices include everything from professional development for technology integration, to student managemen
systems, to network infrastructure equipment and planning. The CNYRIC maintains a massive fiber-based WAN that reaches across the region and provide:
high-speed connectivity for nearly all of our customers

We hope you use our website to find valuable information about our programs and services. If we can answer any questions or provide assistance in any way

please feel free to contact us

7. Once you access “Image Properties,” make the following adjustments:
a. Width: If the photo is too big, try changing the width to 300.
b. Height: The height will change in proportion to the new width, so
you can leave this box empty.
Border: Leave box blank for no border; change to 1 for a thin, black
border.
. HSpace: Change to 8.
VSpace: Change to 8.
Select “OK” to save.
. Alignment: Select “Left”

o

Q"o a

8. Once you are happy with the layout of the text and image, click “Save
Changes” and then “View my page” to review.
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5. Working with Tables, Rows and Cells

Insert a table to manage the layout of your pictures and text or for when you
need special formatting. Refer to “Step 3: using tempEDIT” for a screenshot to

find the Insert Table icon.

A common page design features a 2-column layout: one column for a picture and

one column for text

Column 1: Insert
image(s). Use

consistent image
size throughout
website.

Column 2: Place
text here. Use
consistent font, size
and color.

K sowce (3 4] ¥ [AB M o=az=e @%

B I UwmXx @ |5E E "W a s« BaaPF

Normal (. ™ Fomt B s ™ A N

Featured Teacher: Marcia Cornell
Marcia Comell
Chemistry and SUPA Forensics Teacher
Westhill High School
Westhill Central School District

Marcia Comell

Chemistry and SUPA Forensics Teacher
Westhill High School

Westhill Central School District

Marcia Comel is 3 Chemistry and Forensics teacher at Wesshil High
School She began her second career 16 years 300, Pnof 1o launching her
teaching career, Marcis worked in the private seclor 85 a Senior progct
engneer with Maicolm Prrse, Inc

« What are some of the
Into your curriculum?

ways you are 9

Marcia Coenell 15 @ Chenmestry and Forensics teacher at Westhill Hgh School She began her second career 16 years ago. Prioc 10 launching her tear
Marca worked in the prvate Secion 85 @ Semor prosect engineer with Makcolm Prnie, Inc

What are some of the innovative ways you are into your ?
Duning the month of March, Marcia had a unique opportunty o pdot a “Bring Your Own Device” project in collaboration with the CNYRIC's Instructions
Team. The CNYRIC provided 20 mobde dewices for students n Marcia's senor-devel SUPA Forensics class—10 Chromebooks. 10 Pads, and 10 Go
Tablets Prior to deploying the devices with studerts, Marcia met with the CNYRIC's Model Schoots Coordinator, Rob Leo, to plan a unt and integrate
technology tools into her lessons, Her goals were 1o provide students with a space 1o colaborate and communicale a3 they prepared a presentation.
fegrate two main tools nto her teaching, Edmedo and Google Drive. Edmodo provided a space for Marcia to deliver digial documents and finks for
anslyze Students were able 10 post notes, reply to other students” posts, and coltsborate in small groups. Google Drive provided the students with &
budd ther In 8ddton 1o using the mobde devices N Marca's classroom, students were aiso afforded the op
mmuwmwxwmmmm;o«mmmmm&em 10 take notes for al of ther classes and keep them
piaceonlhe\mo Further, students brought the devices homme and treated them as £ they were thew own

How have students benefitted from your oy i ?

Students thoroughly enjoyed being part of the pdot project. They raved about Edmodo as # provided them with a sense of “commungy” where they ¢o
with ther classmates, and only thewr classmates, 24/7. t aforded them an opportunty to extend the leaming process beyond the four wals of the cla
could post notes and shace knis anyeme, They aiso the ¢ e of having access 1o computing technology i al of thes
miamlmnmtoawmw&“ﬁmmaummmdnm

*The biggest benedit for me is beng able 10 use a device of my chace a3 | please in the classroom 1o facitate 1o my own indvidual learmng tendenc

that we can use the devices at home and af school i the classes that we prefer. In SUPA Forensics, Mrs. Comell has tried $o infegrale our devices §

MMMEMW:MMWM Ho»em fo my surprise, | feed that the true test of the Piol is the reflected n allow
Taschace b

v A, othac ol 8ol chancad thaic las Lre_Cornal b £ cxone 1in fa chaccs fo fo o
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Table Properties:

1. Set border to “0” to
eliminate table lines.
2. Set cell padding to
“8” for a clean layout.
3. Set width to “100%.”

To open the properties box for a
Table, Row or Cell, simply right-
click on a row or cell and make
the appropriate selection from
the box that appears.

To adjust the Cell properties
select Cell\Cell Properties.
Select the alignment from the
dropdown options.

Revised: 07/11/2014

Table Properties

Table Properties  Advanced

Rows

Width

Columns Height
Headers Cell spacing
Border size Cell padding
Alignment
<ot sets[x|
Caption
| |
Summary
|
o G |,
i
|5 Paste l
Cell * Insert Cell Before
Row v Insert Cell After
1
Column 4 Delete Cells
Delete Table
7] Table Properties Merge Right
Merge Down

Cell Properties

Split Cell Horizontally

Split Cell Vertically
Cell Properties

Nidth Cell Type
50 | | percer.q Data [
Height
pixels Rows Span
Word Wrap Columns Span
Horizontal Alignment Background Color
Center ||
Vertical Alignment
Top |+ Border Color

oK

| ey



6. Uploading & Managing Files

To insert images or files into your webpage, you must first upload them. Do this
by clicking on the blue “Images and Files” icon on the top navigation of
tempEDIT.

@ Images and Files

° tempEDIT ® Site Administration o Add A Page @Emailer Logout b

Upload a New File Choose a file: | Choose File | No file chosen |

Description of file: | |

Automatically display link on page

Upload File

Your current files:

Choose a file to upload.

@ Images and Files

o tempEDIT 8 Site Administration o Add A Page @Emailer Logout b

Upload a New File Choose a file: | Choose File | o file chosen ‘

Description of file: | |

Automatically display link on page -/

Upload File

Your current files:

File 1: File name: schoolprincipalsday.ipg

Description: |

Rank: El

Display link on page

- Current size: width: 496 X height: 453
New width - l:l [height will be cslculsted sutomatically)
gl

Save Changes

Delete

The uploaded file will display toward the bottom of the screen. At this point, you
have the ability to adjust the width of the image, if desired.

Click on the tempEDIT icon to return to the page you would like to place the file.
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Click on the “Drag & Drop Pics/Files” link near the bottom of tempEDIT. A
window will pop up showing all of the images and files that you have uploaded for
this specific webpage. Please note: The only images available will be those
previously uploaded to this SPECIFIC PAGE; not any other location within district
website.

Drag and drop an image or file into the body text area.

" l' Desk Support

l & Site Administration o Add A Page @Ema“er Logout b

[Bocial Media (hidden)(id 1221) v |

|F, Links, Files Table = Layout / Advanced Properties

ze "V wr A~ 4
* _lifedium Font

Your content here in Arial, x-small font.

| Drag & Drop pics/files ~ Get a backup of this page
[l «

|

Simply drag the desired image and drop it into your tempEDIT workspace to
place it on your webpage. See “Step 4: Creating a Page with tempEDIT” for
details on resizing image.

For electronic files, highlight the text of the file and drag into your workspace
the same way. You can always change the text once it is in the editor.

Example, you could change the “votingprocedures.pdf’ text to say, “Click Here
for Voting Information.”

Important: To preserve the hyperlink, you need to insert your cursor in the middle
of the text string and edit/delete text from there.
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7.Linking to External Websites, Documents or
Email Addresses

o tempEDIT
Return to the |
tem p EDIT Images and Files & Site Administration o Add A Page @Emaller Logout b
WIndOW nghllght Modify: [ CNYRIC News Stories - Test Social Media (hidden)(id 1221) v
the text you want
to "n k to the Main Page Content  Announcements, Links, Files Table = Layout / Advanced Properties

Brief description of news item (255 chars}‘ |

uploaded file,

external website T YL EA8G cojuaMmE 0 AQ =
- B I U =X, x* @ == Elvu EEE=E=Evm @ [
or email address. g ~ o P )

Click on the
globe icon
(located in right-
hand corner).

Your Title Here in Arial Medium Font

This is where you highlight the text |

This dialogue e cooro-

box appears. Link ®
Enter appropriate P
information :::m

(URL, email rpy_

address) and

click OK.

ok cHE
]

Save changes
and then view
the page and test
the link.
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8. Organizing Information, Files and Links in
Announcement Board

This is a sample of putting the files, announcements and links in a table.

School Home ::

Panther PRIDE ::

School Library ::

School Report Cart
School Calendar ::
Building Staff ::
Say Yes Supports ::

Find Huntington
School ::

NYS Graduation
Requirements ::

SCSD Emergency
Management Plan ::

K-8 Supply List ::
Great Expectations ::
Guidance ::
Huntington Art ::
PLTW ::

ESEN::

To create a right-
hand column, open
webpage in
tempEDIT. Click
on
“‘Annoucements,
Links, Files Table”
tab.

Revised: 07/11/2014

Huntington PreK-8 School

400 Sunnycrest Rd. Syracuse, NY 13206

Our mission, as the HUNTINGTON
PreK-8 School, as an educational
center, is to ensure that all students
work cooperatively to problem-solve,
embrace diversity, master defined
skills and demonstrate perseverance
and personal accountability. This is
accomplished by providing equitable
opportunities through excellence in

teaching and learning with
llaborative effort g stud
staff, parents and community, in a
safe, supportive environment.

School Hours:
8:00 AM-2:50 PM
(Middle School)

Principal Joanne Harlow

Welcome to the Huntington
PreK-8 website! On this page you
will find various links to important

9:00 AM-3:00 PM and helpful information about your
(Elementary School) child's school, including upcoming
events, sports, our after-school
Main Office : programs, and contact information
(315) 435-4565 for staff and our PTO. You can

also learn about our PBIS (Positive
Behavioral Interventions and
Supports for ALL Students) program, our Panther Pride
words, and our Huntington School Creed.

Attendance Office:
(315) 435-6510

pcoming Events

* Feb. 10 at 6:00 PM: PreK-8
Curriculum Night/Make &
Take (Cafeteria)

® Feb. 12 at 9:00 AM: Middle
School Career Fair
(Cafeteria)

® Feb. 12: Half Day for
Parent/Teacher Conferences

® Feb. 17 - 21: Winter Break

® April 1 - 3: New York State
ELA Assessment

* April 18-25: Spring Break

* April 30 - May 2: New York
State Math Assessment

* May 26: Memorial Day - No
School

2013-14 After School Program
Application

NYSED School Improvement Report
DTSDE School Review Report

° tempEDIT

@ Images and Files ® Site Administration o Add A Page E@Emuller Logout b

Maodify: \ ITD Pages - District Website Mock-ups (hidden)(id 1222)

=]

Save Changes

Main Page Content  Announcements, Links, Files Table  Layout ' Advanced Properties

F’agetlﬂe:l |
Hsouce |&|E % ®® e He @ @Eo=ze @&
B I U X, x2| @ == = ouk| = o @S o
| Fo =N Sizel® % AT
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° tempEDIT
Images and Files & Site Administration o Add A Page @Emuiler Logout b

=

This is the form to
create a right-hand

CO|Um n tO Ol’gan |Ze Mod\fy:| ITD Pages - District Website Mock-ups (hidden)(id 1222}

information.
Main Page Content = Announcements, Links, Files Table = Layout / Advanced Properties

Put Files, Announcements, and Links in a table [

Announcements heading: |

Manage Announcements

Links heading:
Manage Links

Files headlng:| |
Manage files

Be sure to check Announcements, Links, Files Table Layout / Advanced Properties

this box to place
files in a table.

Put Files, Announcements, and Links in a table #

Insert information
in appropriate
fields and save.
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Tip Sheet

1 m Stick with one font per page (with the exception of the header).

Hide any page that is not complete. Do not display “Page Under
Construction,” or “Information Coming Soon.”

]
m Always left-justify content including page title, images and text.
]

I Padding is pleasing. Add padding to images and text via
“Image Properties” and/or table properties.
5 m Photos make a page “pop”. Use an image whenever possible.
Encourage colleagues to capture photos during all appropriate events.

Please contact CNYRIC Public Information
Specialist Danica Kaltaler at 315-433-8379 or
dkaltaler@cnyric.org for additional assistance.
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