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Introduction

ink Library Pages allow your website visitors access to a collection of
clickable links. When your website visitors click on a link on the page, it

will go to that location. These links can be to a page within your website
or to remote websites.

Audience

Site Directors, Subsite Directors and Section Editors all have access to the
Section Workspace and should read this chapter.

Objectives
After reading this chapter, you will be able to:
e Add, edit and delete Link Library Pages.
e Add edit and delete links on a Link Library Page.
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Working with Link Library Pages

A Link Library Page is a -
collection of links. These links can | «

be to a website or to another page | Academlcs
within your website. They are Hortia'>, Acadartics > Brags

useful to direct your website i ot ot #=TitIE

ViSitOI’S to additional Online Click this link to go to the Photo Gallery of pictures from Brainiac's field trip to DC.
resources http://document.schoolwires.com/728203271162153/blank/browse.asp?

' 3=383EBMDRN=2000&BCOB=08c=51603 \
The Link Library Page in Figure 1 Online Dictionary for Kids Link

H H 1 H Merriam-Webster online dictionary designed just for kids!
has tr\]/vo links. 'I'_hr(]a_flr;t Imkbls_ to kb e
another pa.ge within the we S!te. Description
The other is to a remote website. i Sk oy B P A A RS

Each Link Library Page entry
includes a title, description and a Figure 1: Link Library page
clickable link. Your website

visitors click on a link to launch it in a new window.

Adding a Link Library Page

Your section may already contain pages that a Site Director or a Subsite
Director added when the section was created. In addition to working with the
existing pages in your section, you may want to add additional Link Library
Pages.

To add a new page:

1. Access the Section Workspace. A window like the one shown in
Figure 2 will display. The Section Workspace will always open on the
Manage Pages tab which functions as the Section Workspace Home.

Homt Pages Users Tools Help

@ schoolwires

~ Section Workspace (Smith, Claire)

Manage Pages |

Sort Pages Hierarchy List

S — Tutorials

Filter Out:

D Inactive Pages D Active Pages

Current Pages @

| Status @  Page Name Type €3

Welcome! = URL... | Rename

Active [ Arfides Article Library ~ URL... | Rename  Options | Delete

Active B caendar Calendar URL... | Rename Delete

Figure 2: Section Workspace

Page 2



JSchoolwires Centricity Link Library Pages

2. Toadd anew Link Library Page for a section, from the Manage Pages
tab click on the New Page button. An Available Page Types window
like the one shown in Figure 3 will display.

Available Page Types
To select the type of page you would like to add to your section, click on the title of the page type.

Article Library
This page type is useful for sports highlights, newsletters, and meeting minutes.

A+ Assignments
This page type iz useful for adding and displaying homework assignments.

=2 Blog
This page type is useful for such things as facilitating cooperative learning experiences

and promoting communication with parents.

| File Library
This page type iz useful for policies, forms, software updates and art projects.

Flex Page
This page type is useful for all types of content.

@ | Link Library
This page type iz useful for helpful links, fun links and homewaork links.

& Maps & Directions
This page type is useful for athletic events, field trips and other occasions when you

want to give detailed driving directions.

¥ | Podcast
This page type iz useful for such things as showcasing school concerts and sharing
foreign language aszignments.

Figure 3: Page types window without Calendar option

Alternatively, to add a new page from the Main Menu bar, click on the
Pages drop-down menu. A menu like the one shown in Figure 4 will
display.

h-:} Mew Page Article Library

A+ Assignment
< | Blog

Flex Page
File Library

Link Library

& e L

Maps & Directions

Podcast

=

Figure 4: New Page drop-down
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3. Click on the Link Library link. An Add Link Library window like the
one shown in Figure 5 will display.

Add Link Library Page

Enter the name of your Link Library Page below.

Page Name:
This is the page name users will see in your section navigation.

Figure 5: Add Link Library window

4. Click in the Page Name field and enter a name for the page you want
to add.

5. Click on the Save button. The Manage Pages tab will return as the
active window. The Link Library Page you added will appear under
Current Pages and have an Active status.

Note: To ensure that no website visitor can access your new page
while you are working on it, set its status to Inactive by deselecting the
Status checkbox.

Adding a Link
To add a link to a Link Library Page:
1. Access the Section Workspace.

2. Click on the Link Library Page to which you want to add a link.
An Link Library window like the one shown in Figure 6 will
display.

Sort Links

Helpful Links (Link Library)
Link library files for Helpful Links are listed below,

Status Link Mame
Mo items defined for this page.

Figure 6: Link Library window with no links

3. Click on the New Link button. An Add New Link window like the
one shown in Figure 7 will display.
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Add New Link
Enter the title of the link below and click the MNext button.

Title:

Mext Cancel

Figure 7: Add New Link window
4. Enter atitle for the new link as you want it to appear on the File

Library Page.
5. Click on the Next button. An Edit Link window like the one shown

in Figure 8 will display.

Edit Link
Edit the link below,

Title:
|‘r’ahDDIigans!

Description:

Y s BEEE I e @ @ FortMame v Size

I=

<BODY> <P
Address:

When will this item be displayed?
Enter the dates the item will be displawed.

Start Date: [2/8/2007
End Date:  |2/7/2010

0 a

Active: [

Save  Cancel Create E-Alert

Figure 8: Edit Link window

6. Edit the title if required.
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7. Enter a description into the limited-function Schoolwires Editor
(optional). See the Centricity chapter “Editor” for more
information.

8. Enter or paste the web address (URL) of the link into the Address
field.

9. Enter the start date for the link. This is the date that the link will
appear on the Link Library Page on your website. The link status
must be active in order for it to appear on the designated start date.

TIP: Clicking on the calendar icon U will display a calendar on
which you can select the desired date. The default date/time is the
date/time you added the link. The format for the date and time
must be: mm/dd/yyyy hh:mm AM or PM.

10. Enter an end date for the link. The link will no longer
display on the Link Library Page on your website 5N CEE
after this date. As illustrated in Figure 9, it will
remain in the Section Workspace and be flagged as Figure 9: Expired Flag
expired after the end date unless you delete it.

TIP: The default end date/time is three years from the start
date/time.

11. Click in the Active checkbox if you want this link to appear in the
Link Library Page on your website. If you do not make it active
now, remember to make it active later or it will not appear on your
website.

12. Click on the Save button. A window will display confirming that
the save was successful. The window will close automatically or
you can click the Close button.

13. Use the breadcrumbs to navigate back to the Link Library Page.
The link will display in the Link Library Page. If the Link Library
and link are both active and the start date has been met for the link,
they will display on your website.

Remember that you can add multiple links to a Link Library Page, and you
can have more than one Link Library Page in your section.

TIPS:

e The easiest way to insert a link into any page is to use the Insert
Link icon in the Editor. See the Centricity chapter “Editor” for
more information.

e To obtain the URL for a page to which you want to link, you can
use the URL button or you can navigate to that page on your
website and copy the URL from the address bar.
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e If you have enabled content routing, you will need to send the
page for approval when you create or change content on any
page. See the Centricity chapter “Content Routing” for more
information.

e If you have access to E-Alerts Premium Enhancement Module,
you can send a Content E-Alert. See the Centricity chapter
“E-Alerts” for more information.

e If you do not see a Link Library page or link on your website
when you expect to see it, check that the start and end dates
are correct and that the Link Library page and link are both
active. If your site is using content routing, it may not be
through the routing process.

Editing a Link
To edit an existing link on a Link Library Page:
1. Access the Section Workspace.

2. Click on the Link Library Page containing the link you want to edit. A
Link Library window like the one shown in Figure 10 will display.

Mew Link Sort Links

Scholastic Links (Link Library)
Link library files for Scholastic Links are listed below.

Status Link Name

Active Podcasts at Penn State Delete
Active Public Broadcasting Website Edit  Delete
Active Mational Geographic Edit Delete
Active Merriarm-Wehbster Dictionary Edit  Delete
Active Wikipedia Edit  Delete

Figure 10: Link Library window
3. Click on the Edit button to the right of the link you want to edit.

4. Follow the steps for adding a new link, making the appropriate
changes to the information.
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Sorting Links
To sort links on a Link Library Page:
1. Access the Section Workspace.

2. Click on the Link Library Page that contains the links you want to sort.
A Link Library window like the one shown in Figure 11 will display.

New Link

Scholastic Links (Link Library)
Link library files for Scholastic Links are listed below.

Status Link Name

Active Podcasts at Penn State Edit | Delete
Active Public Broadcasting Website Edit  Delate
Active National Geographic Edit Delete
Active Merriam-Webster Dictionary Edit  Delete
Active Wikipedia Edit Delete

Figure 11: Edit Link Library window

3. Click on the Sort Links button. A Sort Links window like the one
shown in Figure 12 will display.

Sort Links

Drag and drop the links into the desired order and click Save.

= Merriam-Webster Dictionary
National Geographic
Podcasts at Penn State
Public Broadcasting Website
Wikipedia

Save Cancel

Figure 12: Sort Links window
4. Click and hold on the name of the link you wish to move.

Drag the link to its new location within the list and drop it by releasing
the mouse.

6. Repeat Steps 4 and 5 as required.

7. Click on the Save button. The Link Library window will return as the
active window. The sorted links will appear in the new order on the
Link Library window and on your website.
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Deleting a Link
To delete a link from a Link Library Page:
1. Access the Section Workspace.

2. Click on the Link Library Page that contains the link you want to
delete. An Link Library window like the one shown in Figure 10
will display.

3. Click on the Delete button to the right of the link you wish to
delete. A confirmation dialog box like the one shown in Figure 13
will display.

Microsoft Internet Explorer

X]

? }  Click OK to delete this item!

Remember, this is permanent, and DATA WILL BE LOST!

[ K J[ Cancel ]

Figure 13: Delete confirmation message for a link

4. Click on the OK button. The Edit Link Library window will
refresh. The link you deleted will no longer be listed.
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