WEB SERVICES

MCPS Content Management System (Episerver) Training

How to Edit a Web Page
In this document:

a) Editing an Active Area
a. Copying and Pasting
b. Headings
c. Buttons

b) Editing an HTML Block

Editing an Active Area

1. Navigate to your school’s folder and select a page to edit

2. Select the button on the left for On-Page Editing. This display mode shows the page as
it appears on the site, using the template’s layout and styles.

lOptions fH Hl|:=

3. You can click directly in active (green-bordered) areas on the page to add/edit content.
When you hover over an active area, the border will turn green and the title, Main Body,
will appear highlighted in green.

Autism Resource Services (ARS)
NEWS

Silver Spring International Teachers and Staff share their own personal strengths
and challenges for a school-wide lesson during Autism Awareness Month.

Resources and Additional Information
Resources for Teachers and School Staff

. x i ) = A great website and organization based in Montgomery County

* WWW t Pk An

treatments and a cure for autise

4. When you click the active area, the text editor will appear.

5. When copying and pasting text into the rich text editor from another source, you must
first click the Paste as Text button. This will remove formatting and styles from the other
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source so you can style your text in the editor. Once selected, the button will stay active
unless you deselect it.
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Jlick the image. it should turn blue. » ClicK'the Formats list. « S
Click in the area where you want the copied text to appear and paste it.

Here is a list of some of the tools available in the standard rich text editor:
« Add/Edit link

» Add Anchor links

» Add/Edit image

e Insert embedded media

* Apply basic text styles (bold, italic, etc.)
» Add Bulleted or Numbered list

* Use site specific styles

0 Headings (H1-H6)

0 Text Styles

o0 Image Styles

0 Table Styles

0 Button Styles

. To change a style you have applied to text, you must first clear the previous style by

selecting the text and clicking the Clear Formatting button.
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Headings
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Silver Spring International Teachers and Staff share their own personal :

9. To add a heading style, select a line of text.
10. Click the Formats drop-down list.

11. Select a heading style (H1-H6). Actual heading styles (fonts, sizes, and colors) are
determined by the style sheet for your site.

12. Best practices: Do not use more than one H1 on a page. Use the headers to create a
hierarchy within your content.
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Headings

HEADING (H ™"
HEADING (H2 ™%

Heading (H3)

Heading (H4)
Heading (HS5)
éHoadlng (H86)
Large Text

Buttons
13. To create a button, create a link and click anywhere in the link.
14. Click the Formats list.

15. Scroll down to Button Styles.
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16. Select Primary, Default, Secondary, Success, Info, Warning, Danger, Light, or Dark.
Actual button styles (fonts, sizes, and colors) are determined by the style sheet for your
site.

Button Styles

Primary Button ~ Warning Button

Default Button (Legacy) Danger Button

Secondary Button Light Button

Success Button Dark Button

info Button

17. When you change content on the page, you will see a pen icon highlighted in blue next to
the Publish button at the top right corner.

EE

| Publish?

18. Click the Publish button and a drop-down will appear with information about the page.
Click the Publish Changes button to make your edits live on the public website. To view
the published page, click the View on website link.

p Publish? -~

Last changed by you,
2 minutes ago.

w.ur 3
.

Last published by
] Installer, Apr 17, 6:17 PM
i View on website -

V v Ready to Publish
(® Schedule for Publish
¥) Revert to Published
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19. To cancel your changes, click the Revert to Published link.

Editing an HTML Block

1. Some of the text on the page might be in an HTML block instead of an active area.
When you click on an HTML block, the content area will become highlighted in green
and you will see a menu button in the top right corner.

emotional, professional and physical environment that fosters a joy Qi T .
learning where students, staff, and parents are dedicated to creating
rigorous, nurturing educational experience for all learners. t Move Up

2018-2019 School Improvement Plan is
coming soon.

2. Click Edit.

3. The content area will open in the properties view for the HTML block. You can edit the

content using the rich text editor.

Mlaston

The Jones Lane Elementary School community values a positive Display As: Automatic

.. » Elementary Schools_} H:O 3 joneslanees » homepage » Autosaved 10:15 AM D Publish? -
Elementary generic site - Welcome message
4= Back Changes made here will affect at least 1 item 3
—
content 2ANQRE s XDEaHTY @
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Mission
The Jones Lane Elementary School community values a positive emotional,

4. Unlike active areas which are unique to a page, a block can be shared among more than

one page. If you make a change to a block and it is used on more than one page, the
change will be reflected on all pages.

» Back Changes made here will affect at least 1 item
Sewmnygs

5. A message will appear telling you how many items will be affected if you change the
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block. Click the # item link.

3 Content Referencing this Item

The block Elementary generic site - Welcome message is used in the following places.

1 link in total = Refresh list

« B Elementary generic si...

[ Jones Lane ES District Home ) Schools » Elementary Schools ) H-O View

Close

6. A pop-up window will display the pages on the site which share the block you are
editing.

7. Click View if you want to see one of the pages that shares the block and the page will
open in the content editor.

8. Click Close to return to the block you are editing.

9. When you are finished editing the block, click Publish.
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