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Introduction

You use a Classic Article Library App to build collections of articles that generally have the same topic or
theme. For example, you might use this app to create and organize items such as sports highlights,

newsletters or meeting minutes and agendas.

dren First Menus Email Contact

# Happy Valley Middle School o =N

Academics Athletics Departments Staff Training Calendar

Smith, Chad Mr.

* Welcome
* Class Handouts
* Meet the Teacher

# Helpful Resources

» - - - .
Homework Reeding, Riting and Rithmetic?
Proper spelling and grammar is key across all subjects

Seven Super Study Skills!

* Calendar - . .
Practice these seven super study skills and soar to new heights!

® Fun Reading
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Work with the Classic Article Library App

When you are ready to create your Article Library, you can add a Classic Article Library App to your page.
Once added, you can remove the app and permanently delete it.

Add a Classic Article Library App to a Page

Here’s how you add a Classic Article Library App to a page.

1. In Site Manager, navigate to the workspace containing the page to which you wish to add the
app.

2. Click Actions to the right of the page and select Edit Page from the drop-down list. The page
opens in Edit mode.

[acTve ] @ About Ms. Wilson Actions v
[Acrive ] Helpful Articles Actions v
Fun Algebra Resources { Edi Page .
s ¢ 1 :gq-n-eme Page Uptions b‘
Get Link
[rcmive ] Classroom Calendar Copy Page
Move Page
[acnve ] - | End of the School Year Survey Delete
= Set Viewers
[acTive ] Homework Assignments i

3. InActions, click Manage Apps & Layout. The page opens in Design mode.
4. Click Add App. The Available Apps dialog displays.
5. Click Article Library Classic App. Then click Create New.

Selectan App
22 About Teacher = o= . . . . . "
el o NB8G5¢ DRalE A o= Article Library Classic Create Article Library Classic
Enter the name of your app. This name will display in
$:\I Alumni Directory Create New some areas.
‘-l Web Community Manager Basic App
‘F"’}\ Announcements — Name:
G~ Web Community Manager Basic App = -
o Communt o ! ‘ ‘ Class Atticles ‘
o= Article Library i
0= web Community Manager Basic App §0U don't have any apps of this { Create |l
pe. —

0= Article Library Classic
0= Web Community Manager Basic App

6. Enter a name for your app.
Click Create. You are returned to the page in Design mode.
8. Click I’'m Done. You are returned to the page in Edit mode.

~
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Remove a Classic Article Library App
Here’s how you remove a Classic Article Library App from a page.

1. In Site Manager, navigate to the page containing the app you wish to remove.
2. Click Actions to the right of the page and select Edit Page from the drop-down list. The page
opens in Edit mode.

[acTive ] @ About Ms. Wilson Actions w
[Acrive ] Helpful Articles Actions v
aEm 2 Fun Algebra .l?esourc es { Edi Page ‘%
1 Comments Page Uptions
Get Link
[acive ] = Classroom Calendar Copy Page
Move Page
[acive ] - End of the School Year Survey Delete
= Set Viewers
[acTive ] Homework Assignments PSR

3. InActions, click Manage Apps & Layout. The page opens in Design mode.
4. Position the cursor on the app you wish to remove. Note that the background color changes.

You are in design mode. Organize your apps by dragging and dropping. Double-click the App toc hang
the name. ~

Add App Change Layout

" Helpful Articles @

Articie Library Classic App

5. Click the ® icon to remove the app from the page.
6. Click Yes on the Confirmation dialog. The app is removed from the page and you are returned to
the page in Design mode.

Are you sure you want to remove this app
from the page?

(- DB

7. Click I’'m Done to return to the page in Edit mode.

Note that the app is removed from the page but not permanently deleted. The app is available in the
local App Manager. Click Tools in the current workspace and locate the app in App Manager.
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Permanently Delete a Classic Article Library App
Here’s how you permanently delete a Classic Article Library App.

8. In Site Manager, navigate to the workspace containing the page with the app that you wish to
permanently delete.
9. Click Tools. Workspace tools display.

Statistics

Tools
Manage your section tools and apps.

. Files & Folders

Organize the files and folders used in your workspace

Forms & Surveys
Create and manage forms and surveys for your section

Approve Community Editing
Approve or reject community edits to your apps.

Approve Visitor Comments
Approve or reject visitor comments on your apps

App Manager

Manage and edit the apps in your workspace,

Reports
& P!

\iew your section’s reports

Minibase

Photo Gallery

Create and manage photo galleries for your section = Create and manage minibases for your section

(]
it |

10. Click App Manager. App Manager displays.

11. In the first column, locate and click the type of the app that you wish to delete. In this instance,
the Classic Article Library App. All apps of this type within the current workspace display in the
second column.

12. Locate and click the name of the app you wish to delete. The app instance is highlighted.

App Manager

Displays all apps created in this workspace.

Smartphone App “  APP INSTANCES DETAILS
{2] View Centricity2 apps that are currently
being used by your Smartphone app.

| New | Article Library App - Classic

f:o About Teacher = ]
Web Community Manager Basic App 2“'?& L'br:ry rﬁip 7 C.:Da"SSII:H o Edit More w |
n Page or SmartPhone: ‘Class s
J - e Below are f

Alumni Directory Edit App Options
Web Community Manager Basic App Class Hig Share App

Happy Valkl “Delete App \Wilson, Rachel
Announcements

Web Community Manager Basic App

~

o= Article Library

Web Community Manager Basic App

Article Library Classic
Web Community Manager Basic App

Assignment
Web Community Manager Premium App

13. In the third column, click More and select Delete App from the drop-down list. A confirmation
dialog displays.

o
[u]

N
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14. Click Yes. The app is permanently deleted from App Manager.

You or someone with whom you sharad this
app is using it. Deleting this app here will
automatically remove it from those pages.
Users will receive an email informing them
you have deleted it. Are you sure you want
to permanently delete this app?

No

If you permanently delete a page in your Section Workspace Recycle Bin that contains the only instance
of an app, that app is permanently deleted.

When you permanently delete an app, it is removed from your pages and the pages of any user with
whom you shared the app. Shared users receive an email indicating that you have deleted the app.
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Manage Articles in a Classic Article Library App

Once you have added a Classic Article Library App to a page you can add, edit and delete articles.

Add an Article
Here’s how you add an article to a Classic Article Library App.

1. In Site Manager, navigate to the workspace containing the page you wish to edit.
2. Click Actions to the right of the page and select Edit Page from the drop-down list. The
page opens in Edit mode.

[acTive ] ) About Ms. Wilson Actions v
LI Helpful Articles Actions v |
s 2 Fun Algebra Resources { Edi Page L
1 Comments Page Uptions
Get Link
[rcnive ] [ Classroom Calendar Copy Page
Move Page
['acnve ] = End of the School Year Survey Delete
= Set Viewers
['acTive | Homework Assignments CESRT

3. Click on the Classic Article Library App. The app opens.
4. Click New Article. A New Article window displays.

Helpful Links m
(BTN sot aticies

STATUS ARTICLE ACTIONS

|

1

We noticed that you don't have any articles. Click New Article to get started.

5. On the Article tab, enter a title for the article.

New Article

Enter a title for your article. If you want, you can add additional information.

Article Article Body Author Display Duration Accent Image Viewers

Article Title:

‘ A

Teaser Text:
Enter a short description of the article, designed to entice people to read the article.

Activate on my page

| | [ |
Save Cancel Create E-Alert
- ] Sesssniiy)
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6. Enter teaser text that will appear below the title of the article (optional). You should
enter a minimal amount of text in this field as its purpose is to entice website visitors to
read your article. Keep it short and catchy!

7. By default the Activate on my page check box is selected, flagging your article for
immediate display on your website once you save it. We recommend that you uncheck
Activate on my page while working on the article. Remember to activate it when you
have completed work on your article.

8. Navigate to the Article Body tab. Click in the Classic Apps Editor workspace and enter

your article.
Edit Article
Edit the title for your article of other information for your article
Article Article Body Author Display Duration Accent Image Viewers
vyomsOhel 2 @ M E
‘4 Styes ~ FontName ~ FontSize- A -2 .7 B I US = = E = == EE
B9 B— eyl g 8EH B EEHD E @ @

The history of algebra began in ancient Egypt and Babylon

Bnormal EHTML QiPreview Words: 10 Characters: 53

[¥] Activate on my page

m Cancel Create E-Alert
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9. Navigate to the Author tab (optional). Enter the author’s name, phone number and
email address.

_ [ %]
New Article

Enter a title for your article. If you want, you can add additional information

Article Article Body Author Display Duration Accent Image Viewers

Author Name; 7

Phone Number:

Email Address:

Activate on my page

m Cancel Create E-Alert

10. Navigate to the Display Duration tab (optional). Here you can specify start and end
dates and times to control when your article displays on your website as long as the
article and the page are both active. When you click in either the Start Date or the End
Date field, a Calendar Date Picker displays. Use the Date Picker to select a date. You may
also enter date values manually. To specify a value for the Start and End Date Time
fields, click on the Hour and Minute drop-downs associated with each date field and
select a time from the list. Hours are specified with AM and PM designations; Minute
options begin at 00 and are incremented by units of five.

New Article

Enter a title for your article. If you want, you can add additional information.

Article Article Body Author Display Duration Accent Image Viewers

Display Dates

Start Date:

End Date:

Activate on my page

m Cancel Create E-Alert

If you specify only dates, the start time is set to 12:00 AM and the end time is set to 12:00 PM internally.
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Here are some things to keep in mind when working with Display Duration.

e If you enter no dates and times, the article always displays.

e [f you enter both start and end dates and times, the article displays on your site within
the specified date and time ranges.

e [f you enter only a start date and time, the article displays on your site from the date
and time specified forward.

e If you enter only an end date and time, the article displays on your site immediately
until the specified end date and time.

11. Navigate to the Accent Image tab (optional). If you would like an image to display for
the article, click the Browse button to launch the Insert Image wizard. Select one of the
three Insert Image options: Upload Image (the default), Existing Image or Shared Image.
Locate an image and then enter a height, width and alt text values if necessary.

Ediit Article
Edit the title for your article of other information for your article.
Article Article Body Author Display Duration Accent Image Viewers

Accent Image
Displays to the left of your article tile on the end-user website. These images should be small

Browse...

Height:
Width:

Alt Text:
Provides afternative or substitute text, primarily for use when the image is not being displayed

/| Activate on my page

m Cancel Create E-Alert

Remember to adjust image height and width values when you initially insert your accent image. Once
inserted, if you modify either the height or width value, the aspect ratio of the image is not maintained.
Optimize all images before you insert them. Use GIF files for images and artwork, and JPEG files for
photos.
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12. Navigate to the Viewers tab (optional). By default, all of your website visitors will see
the article. If you would like to limit who may view your article, use the Assign Group or
Assign User buttons to search for and select specific users and groups.

Edit Article
Edit the title for your article of other information for your article.
Article Article Body Author Display Duration Accent Image Viewers

By default, all website visitors can view this article. To limit who can view this article, add specific users or groups.

Assign Group Assign User

Allvisitors to the website can view this item.

Activate on my page

Save Cancel Create E-Alert

13. Click Save. The article is added to the Classic Article Library App and you are returned to
the workspace.
Edit an Article
Here’s how you edit a Classic Article Library App article.

1. In Site Manager, navigate to the workspace containing the page you wish to edit.
2. Click Actions to the right of the page and select Edit Page from the drop-down list. The
page opens in Edit mode.

[ active ] @ About Ms. Wilson Actions v
[Acrive ] Helpful Articles Actions v
om Fun Algebra .F.Qesourc es { Edi Page .b‘
1 Comments Page Options
Get Link
['active ] [ Classroom Calendar Copy Page
Move Page
['AcTive ] End of the School Year Survey Delete
= Set Viewers
[acTive ] Homework Assignments P

3. Click on the Classic Article Library App. The app opens.
4. Click Edit to the right of the article.

Helpful Links m

New Article Sort Articles

STATUS  ARTICLE ACTIONS
@@l Classroom Conduct Delete
@I Al About Algebra Edit Delete

10



Blackboard Web Community Manager Classic Article Library App

5. Edit the article, making changes to the information on each of the tabs as necessary.

Edit Article
Edit the title for your article or other information for your article.

Article Article Body Author Display Duration Accent Image Viewers

Article Title:

Serves as the link to the body of your article on your website.

‘ Classroom Conduct R
Teaser Text:

Enter a short description of the article, designed to entice people to read the article.

¥ Activate on my page
@ Cancel | Create E-Alert ‘

6. Click Save. The article is updated and you are returned to the workspace.

Delete an Accent Image
Here’s how you delete an article accent image.

1. In Site Manager, navigate to the workspace containing the page you wish to edit.
2. Click Actions to the right of the page and select Edit Page from the drop-down list. The
page opens in Edit mode.

[acTive ] & About Ms. Wilson Actions ¥
- Helpful Articles [ Actions v |
o 2 Fun Algebra Resources
1 Comments Page Options
Get Link
[rcrive ] m Classroom Calendar Copy Page
Move Page
[Acnve ] = End of the School Year Survey Delete
= Set \iewers
[AcTive ]

= Homework Assignments

s W

3. Click on the Classic Article Library App. The app opens.
4. Click Edit to the right of the article you want to modify.

Helpful Links m

YEWPNTT | Sort Articles |

STATUS ARTICLE ACTIONS
@@ Classroom Conduct Delete
@EES Al About Algebra ‘ Edit | Delete

5. Navigate to the Accent Image tab.

11
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6. Clear each field on this tab by highlighting the text and then pressing the <Delete> or

<Backspace> key on your keyboard.

Edit Article

Edit the title for your article of other information for your article.

Article Article Body Author Display Duration Accent Image

Accent Image

Height:
Width:

—

All Text:

Addiion Graphic:

Activate on my page

Cancel Create E-Alert

Viewers

Displays to the left of your article title on the end-user website. These images should be small.

Provides alternative or substitute text, primarity for use when the image is not being displayed.

Click Save. The accent image is removed and you are returned to the workspace.

Edit Article
Edit the title for your article or other information for your article.

Article Article Body Author Display Duration Accent Image Viewers

Article Title:
Serves as the link to the body of your article on your website.

‘ Classroom Conduct

Teaser Text:
Enter a short description of the article, designed to entice people to read the article.

¥ Activate on my page

I@L Cancel ‘ Create E-Alert ‘
J J

12
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Sort Articles
Here’s how you sort articles within a Classic Article Library App.

1. In Site Manager, navigate to the workspace containing the page you wish to edit.
2. Click Actions to the right of the page and select Edit Page from the drop-down list. The
page opens in Edit mode.

[ active ] @ About Ms. Wilson Actions v
[Acrive ] Helpful Articles Actions v
s 9 Fun Algebra .F.Qesourc es { Edit Page ‘5
1 Comments Page Options
Get Link
['active ] [ Classroom Calendar Copy Page
Move Page
['AcTive ] End of the School Year Survey Delete
= Set \iewers
[acTve | Homework Assignments S

3. Click on the Classic Article Library App. The app opens.
4. Click Sort Articles. The Sort Articles window displays.

Helpful Links m

STATUS  ARTICLE ACTIONS
@@ Classroom Conduct Edit Delete
@S Al About Algebra Edit Delete

5. To sort the articles in alphabetic order, click Sort Alphabetically.
Sort Articles
Sort your data by dragging and dropping the records.
Sort Alphabetic ally
Classroom Conduct

All About Algebra

@ Cancel

6. To sort the articles manually, you drag and drop them to a new location. Click and hold
on the name of the article you wish to move. Drag the article to a new location within
the list and drop it by releasing the mouse.

7. Click Save. The articles are saved in their new order and you are returned to the
workspace.

13
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Delete an Article
Here’s how you delete an article within a Classic Article Library App.

1. In Site Manager, navigate to the workspace containing the page you wish to edit.
2. Click Actions to the right of the page and select Edit Page from the drop-down list. The page
opens in Edit mode.

[ active ] @ About Ms. Wilson Actions w
[Acrive ] Helpful Articles Actions v
o 2 Fun Algebra .F.Qesourc es { Edit Page ‘5
1 Comments Page OUptions
Get Link
['active ] Classroom Calendar Copy Page
Move Page
[active ] End of the School Year Survey Delete
= Set Viewers
[acTive ] Homework Assignments R

3. Click on the Classic Article Library App. The app opens.
4. Click Delete to the right of the article you wish to delete. A confirmation dialog box displays.

Helpful Links m

New Article Sort Articles

STATUS  ARTICLE ACTIONS
@@ Classroom Conduct Edit
@EES Al About Algebra Edit Delete

5. Click Yes to delete the article. The article is removed from your website and you are returned to
the workspace.

Are you sure you want to permanently
delete this item?

Yes No

When you click Yes the article is permanently deleted. It cannot be recovered. Be certain this is what
you want to do before you click Yes.

14
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Set Classic Article Library App Options

Web Community Manager allows you to modify the default options set for an app that you create.
Options for a Classic Article Library App are grouped into three tabs, General, Sharing and Social

Settings. To make app option modifications, edit the app and click Options. Click Save to retain your
changes.

Helpful Links

w Sort Articles

Options ’

STATUS ARTICLE

ACTIONS
@@l Classroom Conduct Edit Delete
@EE All About Algebra Edit Delete

General Tab

Within the General tab you can change the name of your app, show the app name on your page and add
or modify a description for your app. The App Name is required. If you click the Display Limited Record

radio button, a Record Limit field displays where you indicate the number of articles you want to display
on the page before a More link appears.

App Name:
Classroom Articles App L
General Sharing Social Settings
If you want, you can enter a description of your app.
Description:

Students will find useful articles posted to this app.
E Show the app name on my page.

© Display Unlimited Records

() Display Limited Records

m Cancel

15
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Sharing Tab

By default, only you have access to an app that you create. If you would like other editors to be able to
place your app on their pages, you must share it with them.

Within the Sharing tab, click the Assign Group or Assign User buttons to search for and select specific
users and groups with whom you would like to share the app.

App Name:

Classroom Articles App

General Sharing Social Settings

B p you created. To share this app with others, add specific users or groups.

defaul T
Assign Group Assign User

Remove

o2 Al Teachers
L

3roup

‘E‘\ Gallagher, Chris

Remove

16
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Social Settings Tab

If your district has Media Framework, you may be able to add one or all of these social media elements
to your apps. Whether you can add a particular element depends on which settings and elements your
Site Administrator has enabled. Site Administrators may enable RSS feeds regardless of whether your
district has Social Media Framework.

Here are the Social Media elements that may be available for your Classic Article Library Apps.

e Community Editing: Allows visitors to your website to contribute to your app.

e Visitor Commenting: Allows visitors to comment on your app.
e Visitor Rating: Allows visitors to rate your app.
e RSS Feeds: Allows visitors to subscribe to Really Simple Syndication (RSS) feeds for your app.

You enable social media elements on the App Options for each app. When enabled, Community Editing
and RSS Feeds apply to the entire app and not to individual records within that app.

A Site Administrator must enable RSS Feeds for the entire website through a global setting in System
Settings in order for you to enable it for your apps.

Use the options on the Social Settings tab to apply social media elements to your Classic Article Library
App. Depending on the element you select, additional controls may display.

| %
App Name:
Classroom Articles App ™
General Sharing Social Settings

Choose the social media elements you'd like to allow for your app. Additional controls will display for some checked elements.
[7] Community Editing
Allow visitors to edit or contribute to your app

| Commenting

Allow visitors to comment on your app

[] Rating

Allow visitors to rate the content in your app

] RSS Feeds

Allow visitors to subscribe to RSS feeds for your app

m Cancel

17
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