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Introduction

Paper flyers such as newsletters and other handouts can originate from many different sources within
your district making it difficult to gather, store, scan and deliver them to their intended audience.
Peachjar is a digital flyer management system that makes it easy for school districts to deploy and
manage eflyers.

The Peachjar App provides information for districts and schools who have an agreement in place with
Peachjar and are implementing or already using the Peachjar system to post and send district-approved
flyers to parents. If you are not implementing or using Peachjar, learn more by emailing
gogreen@peachjar.com or visit www.peachjar.com.”

With the Peachjar App, you can add a button on your school webpages that parents can click to view
eflyers at their children’s school.

Selecta School . v | Translate this page.. v | MyPassKeys

@ Happy Valley High School

Teach me and | remember. Involve me and | learn

HOME ABOUT US ACTIVITIES ALUMNI ATHLETICS DEPARTMENTS FLYERS STAFF CALENDAR

Or, you may choose to configure the app so that it displays your schools’ Peachjar eflyers as thumbnails
on a school webpages. Parents click a thumbnail to view the eflyer. The eflyer opens in a new window.

Happy Valley High School

Teach me and | remember. Involve me and | learn

HOME ABOUT US ACTIVITIES ALUMNI  ATHLETICS DEPARTMENTS FLYERS STAFF CALENDAR

This guide shows you how to add a Peachjar App to your school websites and manage the app.
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Work with the Peachjar App

Use the Peachjar App to provide easy access to your Peachjar eflyers from your school websites. You'll
add the app to a page and then edit it to set display options and other settings. Once added, you can
edit the app, remove it from the page and permanently delete it from the website.

Add a Peachjar App to a Page

Here’s how you add a Peachjar 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.

HVHS Flyers

Current Pages Common Tools
m Organize Pages | | Recycle Bin
= Photo Gallery
&
Refresh your Cache [] Forms& Surveys
21 Files & Folders
STATUS PAGE =B
= -
Pending Comments
Hege L There are no comments awaiting approval.
Get Link
Copy Page
Move P:
Move Peoe Total Visits
Delete
Set Viewers
o
08—
06~
04—
02—
0-¢ T * T *
» J
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3. Under Actions, click Manage Apps & Layout. The page opens in Design mode.

HVHS Flyers

Statistics

F 3 HVSD Flyers Page

HVSD Flyers Page Actions

Last edited by Eric Sparks about 3 minutes ago.

Manage Apps & Layout

Add apps or change your layout

Page Options

Set the options for your page.

»  SetViewers
83

Limit who can view this page.

Q View Page
™ See how your page looks
Total Visits
The graph shows the total number of visits to your page during a date range you specify.
Pending Comments All Comments
20— There are no comments awaiting approval,
15
10—
-
LS . 3¢ T T T T T = T 2 3 T 1
& & o o & o o N & 2 O ® o
N N N’ N N N N ) '3 N N N
£ & FFEE S E S S
TOTAL PAGE VIEWS
18 03/17/2015 03/17/2016 Apply |

4. Click Add App.

HVHS Flyers

A HVSD Flyers Page

HVSD Flyers Page Actions
Last edited by Eric Sparks about 3 minutes ago.
+ Manage Apps & Layout
Add apps or change your layout
You are in design mode. Organize your apps by dragging and dropping. Double-click the App to change  I'm Done. Page Options
the name. —%¥ et the options for your page

Set Viewers
L8

f ]
Add App | ) Change Layout Limit who can view this page

@ View Page
See how your page looks
Pending Comments All Comments

There are no comments awaiting approval.
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The Select an App screen displays.

Selectan App

o Peachjar Efiyers Create Peachjar Eflyers

Schoolwires Basic App
Enter the name of your app. This name will display in

Create New some areas

Minibase
Schoolwires Premium App

Name:

(A (rvso Fyers N

oRite HVHS Flyers ]
Schoolwires Premium App Not on any pages Create ancel

Peachjar Eflyers
Peac hjar Eflyers

Podcast

Schoolwires Basic App

Premium Video

Premium \ideo is a Schoolwires
Advanced App.

Q&A

Schoolwires Basic App

| cancer |

5. Inthe first column, click Peachjar Eflyer.
6. Inthe second column, you may see a list of existing Peachjar Eflyer Apps. You can select an app
in the list or click Create New, enter a name for the app in column three and click Create.

Summary

® Eflyers Page

Efiyers Page Actions
Last edited by Eric Sparks about 2 minute ago.
» Manage Apps & Layout

Add apps or change your layout

You are in design mode. Organize your apps by dragging and dropping. Double-click the App to chang © Ppage Options
the name. ~%¥ et the options for your page.

ot Set Viewers
53

Add App ‘ Change Layout | Limit who can view this page

Q View Page
| HVSD Flyers '] ' See how your page looks
Peachiar Efiyers
Pending Comments All Comments

There are no comments awaiting approval.

7. Click ’'m Done. You are returned to the page in Edit mode.

Eflyers Page

Last edited by Eric Sparks about an hour ago.

HVSD Flyers
Peachjar Eflyers




Blackboard Web Community Manager Peachjar App

With the app added to the page, edit it and configure app settings.

8. Position the cursor on the Peachjar Eflyer App. Note that the background color changes and you

see the pencil icon.

Summary

A Eflyers Page

Eflyers Page Actions
Last edited by Eric Sparks about an hour ago.
» Manage Apps & Layout

Add apps or change your layout.
HVSD Flyers Y 4 Page Options
Peachjar Efiyers ‘“ - Set the options for your page.

Set Viewers
= Limit who can view this page
View Page

jooks

9. Click the app. The edit app screen displays.

Summary

A EfyersPage  HVSD Flyers

HVSD Flyers
The Peachjar app displays a button link or list of eflyers for a district or school.
NCES School ID or Peachjar School ID:
to find your NCES ID? Browse to 1D Finder to look up your ID.

| 12345

Display Options:
Display a button that links to Peachjar.

Display an embedded list of Peac hjar eflyers.

pebchjar

Need an account? Visit peachjar.com to sign up.

¥ Activate on my page

Cancev

10. Enter the school’s National Center for Education Statistics (NCES) School ID or your Peachjar
School ID. This is a mandatory field that ensures eflyers for the correct school are displayed.

If the NCES ID’s are not working, contact support@peachjar.com or call 858-997-2117, Ext. 2

and request the list of Peachjar School ID’s for your district.
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11. Select one of two display options.

e Click Display a button that links to Peachjar. The Button Options screen displays.

Button Options
Select the button image to display.

. pebchjarefiyers | o} P:?l;:?.:r o | pebchjar |

ebchjar;
= B ==

! Pe‘cmar ! @ P::;:?.:r © pebchjarefiyers © P“‘W‘"

Cancel

©

Click the radio button to the left of the button image that you wish to display on the
page and click Save.

o Click the Display an embedded list of Peachjar eflyers. The List Options screen displays.

T [ X)
List Options

Select the options for your eflyers fist.

Height

Width

| 850

Number of Eflyers

E -
Number of Eflyers per Row
e E

Eflyer Width

[125
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On the List Options screen, you can edit these settings.

Option Description

Height Use this option to specify the height of the eflyer
display area—the default setting is 300 pixels.

Width Use this option to specify the width of the eflyer
display area—the default setting is 850 pixels.

Number of Eflyers Use this option to specify the total number of eflyer
thumbnails to include on the page—the default is six.

Number of Eflyers per Row Use this option to specify the total number of eflyer
thumbnails to display in each row of the display—the
default is six.

Eflyer Width Use this option to specify the width the eflyer

thumbnails that display. The default is 125 pixels.

If the Number of Eflyers, Number of Eflyers per Row and the Eflyer Width you specify

falls outside of the Height and Width set for the display area, you’ll see vertical and
horizontal slide bars.

12. Click Save. You are returned to the app edit screen.

HVHS Flyers

Summary

A EfjersPage  HVSD Flyers

HVSD Flyers

The Peachjar app displays a button fink or list of eflyers for a district or school.

.[

NCES School ID or Peachjar School ID:
Need to find your NCES ID? Browse to the NCES ID Finder to look up your ID

12345

Display Options:
Display a button that links to Peachjar.
® Display an embedded list of Peachjar efiyers.

pebchjar

Need an account? Visit peachjar.com to sign up.

¥ Activate on my page h

m )

13. Click Options to access general and sharing rights app settings. The General tab opens.
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14. On the General tab, you can change the App Name, add a Description and activate the Show the

app name on my page check box.

App Name:
HVSD Flyers

General Sharing

If you want, you can enter a description of your app.

Description:

¥/ Show the app name on my page.

Display Settings:

You can display every active record in this app on your page, or a specific number of records at a time.

‘® Display all active app records

' Display a specific number of active app records

15. On the Sharing tab, you can allow other users to place the app on their pages. They can only

place the app on their pages. They cannot edit the app.

App Name:
HVSD Flyers

PyOEfault, only you can use alagp

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

| Assign Group | 1 Assign User

ga All Administrators
Group

& Sparks, Eric

User

@ Cancel |

Remove

16. Click the Assign Group or Assign User buttons to assign sharing rights for select users and

groups. Click Remove to delete sharing rights for a user or group.
17. Click Save to retain your settings. You are returned to the edit app screen.
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18. Click Save.

HVHS Flyers

Summary

A  EfyersPage  HVSD Flyers

HVSD Flyers
The Peachjar app displays a button link or fist of eflyers for a district or school.

NCES School ID or Peachjar School ID:
Need to find your NCES ID? Browse to the NCES ID Finder to look up your ID.

[12345

Display Options:
Display a button that finks to Peachjar.

® Display an embedded list of Peachjar eflyers.

pebchjar

Need an account? Visit peac hjar.com to sign up.

Edit a Peachjar App

Here’s how you edit a Peachjar App.

1. In Site Manager, navigate to the workspace containing the page with the app you wish to edit.

HVHS Flyers

Current Pages
| organize Pages

Refresh your Cache

| Recycle Bin

STATUS  PAGE

[icrive ) Eflyers

Edit Page

Page Options
Get Link
Copy Page
Move Page
Delete

Set Viewers

Common Tools

= Photo Gallery

@

Forms & Surveys

[

Files & Folders

Pending Comments All Comments

There are no comments awaiting approval.

Total Visits
-
08—
06—
04—
02—
0-¢ 2 8 * g y/
o
A A
AT N &

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

3. Click on the Peachjar App. The edit app screen opens.

Eflyers Page

Last edited by Eric Sparks about an hour ago.

HVSD Flyers ' 4
Peachjar Eflyers

4. You can change your NCES School ID or Peachjar School ID and the Display Options. You can edit
App Options and activate or deactivate the app on the page.

Summary

A  EfjersPage  HVSD Flyers

HVSD Flyers

Options
The Peachjar app displays a button link or fist of eflyers for a district or school.
NCES Sch

0ol ID or Peachjar School ID:
nd your NCES ID? Brow; &t

| 12345

Display Options:

Display a button that links to Peac hjar.

B Finder to look up your ID.

' Display an embedded list of Peachjar eflyers.

pebchjar

Need an account? Visit peachjar.com to sign up.

¥ Activate on my page

5. Click Save.
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Remove a Peachjar App from a Page

Here’s how you remove a Peachjar App from a page.

1.

In Site Manager, navigate to the workspace containing the page with the app you wish to

remove.

HVHS Flyers

Current Pages

Refresh your Cache

STATUS  PAGE

[ ] | Eflyers

[ | Organize Pages | | Recycle Bin

Page Options

Get Link
Copy Page
Move Page
Delete

Set Viewers

Common Tools All Tools

= Photo Gallery
D Forms & Surveys

Files & Folders

Pending Comments All Comments

There are no comments awaiting approval.

Total Visits
-
08—
0.6~
04—
0.2~
0% * * t *
s° & N N
& & S

Click Actions to the right of the page and select Edit Page from the drop-down list

opens in Edit mode.

Under Actions, click Manage Apps & Layout. The page opens in Design mode.
Positon the cursor on the app you wish to remove.

HVHS Flyers

‘Summary

Statistics

® Eflyers Page
Efiyers Page
Last edited by Eric Sparks about a minute ago.
the name.
Add App | | Change Layout

" HVSD Flyers
Peachiar Efiyers

You are in design mode. Organize your apps by dragging and dropping. Double-click the App to ¢hang

O,

Actions

Manage Apps & Layout

dd apps or change your layout

Page Options
Set the options for your page.

Set Viewers
S: 3

Limit who can view this page:

Q View Page

See how your page looks

Pending Comments All Comments

There are no comments awaiting approval.

. The page
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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?
@~

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 still available in
your workspace App Manager. Click Tools in the current workspace, select App Manager and choose
Peachjar Eflyer in the first column. You'll see the app in the list within the second column.
Permanently Delete a Peachjar App

Here’'s how you permanently delete a Peachjar App.

1. In Site Manager, navigate to the workspace containing the page with the app that you wish to
permanently delete.

Current Pages Common Tools All Tools
m Organize Pages | | Recycle Bin

= Photo Gallery

&
Refresh your Cache [] Forms& Surveys

Files & Folders
STATUS PAGE =R

[acrive ] Eflyers Actions v

Pending Comments

There are no comments awaiting approval.

Total Visits

2. Click Tools. Workspace tools display.

12
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3. Click App Manager. App Manager displays.

Tools

Manage your section tools and apps

Files & Folders

=" Organize the files and folders used in your workspace

Forms & Surv
B ..

d surveys for your section

Appro se Visitor Comments

Approve or reject visitor comments on your apps —

Approve Community Editing
Approve or reject community edits to your apps

B S

Photo Gallery

Create and manage photo galleries for your section

Minibase

Create and manage minibases for your section

4. In the first column, locate and click the type of the app that you wish to delete. In this instance,

the Peachjar Eflyers App. All apps of this type within the current workspace display in the
second column.

5. Locate and click the name of the app you wish to delete.

App Manager
Displays all apps created in this workspace.
W oo vires Basic App 4 APP INSTANCES DETAILS
Minibase
. Hew HVSD Flyers

Peachjar Eflyers
achjar Eflyers

HVHS Flyers Edit More{}j
Below are
Edit App Options
Share App

¥ Delete App

Eflyers

Hapo
Happy

Photo C1I|e|

Podcast

@
@
e
= I

School Dlrector\

=

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

7. Click Yes. The app is permanently deleted from App Manager.
8. Click I’'m Done to exit App Manager.

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.

If you permanently delete a page in your Section Workspace Recycle Bin with an app that is used only on
that page, the app is permanently deleted. The app is also removed from 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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