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Login URL:

https://www.siena.vic.edu.au/admin

Dashboard
You can customise the widgets on your dashboard. To add a new widget click the NEW WIDGET button and

configure.

To change the layout of the widgets click the SMALL SETTINGS BUTTON next to the NEW WIDGET button.

Customise the position, width and remove unwanted widgets. You can setup quick posts for News items from here.

My Account
Access your account settings in the top right corner by clicking on the AVATAR and choosing MY ACCOUNT -

Change your password here.

A 3 plugins have licensing issues. | Resolve

Dashboard .I

Siena College +
John

Dashboard
Entries
Globals Recent Entries

Categories

Term 1, Issue 01 Yesterday, j vam.com.au
Assets Get help
Term 1, Issue 01 Feb 2020 - Notice from Boroondara Council
Users Yesterday, j am.com.au
Campaign Term 1, Issue 01 Feb 2020 - CareMonkey Yesterday,
jt@jwam.com.au
Feed Me
Term 1, Issue 01 Feb 2020 - School Photos 2020 Yesterday,
Freeform :
vam.com.au Give feedback

SEQ

Siena College Yesterday, jf vam.com.au

Utilities
Term 1, Issue 01 Feb 2020 - Canteen Online Lunch Orders
GraphQL Yesterday Wam.com.au
: Updates
Settings Term 1, Issue 01 Feb 2020 - Staffing News Yesterday. . :
jt@jwam.com.au One update available! Go to Updates
Plugin Store
Tracey Kermond Yesterday, jt@jwam.com.au
Term 1, Issue 01 Feb 2020 - Siena Career News Yesterday, Craft News

m.com.au
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Don't forget these basics! They will come in handy. So please study below items:

Saving & Drafts:

Use keyboard shortcut CTRL S to save your work. This is the fastest way to work.

SAVE DRAFTS will allow you to save and work on a page without making it live.

Save as many draft versions as you need. You can even add notes using the Pencil icon. When a page is ready to go
live use the red button in the top right corner PUBLISH DRAFT

SAVE AND ADD ANOTHER will save the current page and load a new blank template so you can start on another
page.

SAVE AS A NEW ENTRY will make the a new page (like cloning a page)

Enabled: Entry Type Standard <
Use the Enabled lightswitch to turn off items that you will need again later.
Slug charism
Release & Expiry dates: o
Antonine Sisters
Use RELEASE and EXPIRY dates down to the nearest minute so you can ‘set and [P = e

forget’

Author L ] antonine
LIVE Preview:
Use the LIVE PREVIEW button to split your browser window into 2 columns. the Post Date 7/11/2018 11:08 FM

left column is the CMS and the right column is a real time preview so you can see

Expiry Date = ®

Enabled O

exactly how your changes are looking on the page.

Share:
The SHARE button will open the page in another tab, you can then copy the url so

someone else can view the page, even if it is a draft version. Created at 7/11/2018, 11:08 PM

Updated at 7/31/2018, 7:39 FM

SEO:

Pages and some other content types has an SEO tab. Customise each page, click
on the TITLE and DESCRIPTION and update the text. On popular news stories you — Motes aboutyour changes
can also use the SOCIAL tab and customise the information here.

AT @ T Entries > General Pages > College Information > Antonine Sisters History »
Nathan Charism Draft1v ¢ @ Live Preview ¢ Share

Fixed Layout Page Header Shde
Dashboard

Entries SEO

Globals .
Optimisation Focial Advanced
Categories

Assets Snippet

This is how the page might look in Goog

Click the text to edit
Users

Campaign

This is the page title

SEQ hitps:/iwww.antonine-college.carboncms.com.au/college-information/antonine-sisters-history/..

Web forms
Utilities
Settings

Plugin Store Focus Keywords

Add relevant kev words and phrases to review the SEQ pace score

CRAFT CMS GUIDE




HOME PAGE Back to Contnts

SINGLES

Update all content found on your homepage - with the exception of items in
the header and footer (look in globals for that!) @ ||

To edit homepage: ENTRIES > SINGLES > HOME (Then use tabs along top of CMS) s fre
. Disabl J
Slider o 1

To delete or temporarily disable, use the small SETTING ICON next to the slider name.
Use the MOVE ICON to drag and drop and change the slider order. ¥ Delete ' N¢

To Edit an existing slider simply edit the fields and Save
Add Slide above

TO ADD A NEW SLIDER: |
Click on the + SLIDE BUTTON at the bottom of the page to add multiple + Slide
slider images.

Item name: This is for your reference only 3

Copy video URL

Video URL: Copy the url from your youtube or vimeo video here, you can easily do this in youtube
Copy video URL at current time

while playing the video. Simply right click on the video and select “Copy video URL"

—  Copy embed code

Image to override video: If you don't wish to play a video here you can instead select an image from  [CE__——8

the Assets library. You will be able to upload the image here at the same time. Troubleshoot playback issue

Stats for nerds

Heading Place a heading over the image (see example below).

Sub Heading Place a Sub Heading over the image (see example below).
Link URL: You have the option to ADD INTERNAL LINK or ADD EXTERNAL LINKS. Internal Links are links from
inside your website (other pages or Assets). Click on + ADD A ROW button and select content you need to link to.
Alternatively to link to another website using an EXTERNAL LINK click on ADD L
EXTERNAL LINK and paste in the url. Link
Link Text Places the button label (e.g. 'Find out More’)

Don‘t forget to Save!

+ Internal Link  External Link

; Siena College + Entries > Singles »

e SR 020t | sev |- |

Home SEQ
Dashboard
Entries Slider Slug home
Globals ide X

Sl Enabled K.
[ R
Assets slide 1

Created at 1/21/2020, 9:19 PM
Users N
Video URL Updated at 2/12/2020, 10:38 AM

Campaign

Feed Me

Image to override video
Freeform Preferred Dimensions: 1920x315 pixels.
SEQ &%y Siena college home page image

Utilities
e Heading

GraphQL Open Evening

Settings
Sub Heading

Plugin Store
Tuesday, 3 March 2020

Link URL

Link

nternal Link

Link Text
Register Now
Link

® Visit our College

+ Add an entry

+ Add arow
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Home Quicklinks
There are four home quicklinks that appear directly below the slider.

Quicklink Name: This appears as the label on the quicklink.

URL: Link to internal within your site or external links.

; Siena College - EnuEs 2 Slgies 2

AM  john Home Draft2 ~ o @ Preview  ¢# Share Update Entry
Home SEO

Dashboard

Entries Home Quicklinks Slug home

Globals quicklink .
Enabled O

Categories Quicklink Name

Assets Enrolments
Created at 1/21/2020, 9:19 PM

Users URL
Updated at 2/12/2020, 10:38 AM

Campaign

Feed M

sec e Link
Freeform
ntemal Link
SEO
Link

Utilities
@ Enrolment Procedure
GraphQL

+ Add an entry ENROLMENTS SIENA CENTRAL ALUMNAE CHILD SAFE SCHOOL

LATEST NEWS EVENTS

Settings

Plugin Store

<+ Add a row

quicklink

Quicklink Name

Siena Central

URL I

Promotional Banner
A promotional image can be added to the home page directly under events.

Promotional Image: Upload an image to use - preferred dimension is 380 x 165px

URL: Link to internal within your site or external links.

promotional banner
e R . .. .. ... .. . . . .
promotional Image
@8 Siena College Open Marnings 2019 Website Image MD Dl Fl E D BE |_|_ T”'l.u'1 ES
URL
Link
temal Link Click here to register for our
Open Mornings
@ Visitour College . yaaaan
and Open Day
% SiENA
s COLLEEE froun
+ Add a row .
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The majority of pages on your website are “General pages” the main exception to this is the
home page and the news stories.

To view general pages go to: ENTRIES > GENERAL PAGES

Change the page order or menu structure
Simply click on the MOVE egs icon that sits to the left of the page name and drag and drop to a new location. The
hierarchy of the page is determined by the ‘indent’. Pages that are indented are called CHILD pages to the PARENT

page above. The website and menu will automatically update changes.

Siena College .
9 Entries + New entry
John

Dashboard All entries

O Al « |2 Structure +
Entries Singles
Globals Title Post Date Expiry Date Author
Categories News v ® Our College 1/23/2020 [ ] JWAM
Assets Plevsletierirticles ® Principal’s Welcome 1/29/2020 ° WAM @
Users Newsletter Author
Strategic Plan - Our Mission, Vision
A
Campaign Newsletter Edition and Values 1/23/2020 ° JWAM @
Feed Me
v @ College Governance 1/23/2020 [ ] JWaM @
Freeform General Pages
sto ° Dominican Education Australia 1/23/2020 ° WAM @
(DEA)

Utilities

@ College Governance 1/23/2020 [ ] JWAM @
GraphQL

A

Settings @ Annual Report 1/23/2020 [ ] JWaM @
Plugin Store .+ @ Our History 1/23/2020 ° IWAM @

& O Dorinican Haritan 147213090 - NAARA ea

Editing a page
Click on the PAGE NAME to edit. Change any fields and then SAVE to apply your changes.

Create a new page
Click on the NEW ENTRY button located in the top right corner.

Complete these fields in the Fixed layout tab:

Heading: This also forms the page name and URL

Header Image: Add multiple image assets to appear at the top of the page (Preferred Dimensions: 1920x510 Pixels)
Page contains no content: This lightswitch if turned on will create a parent page that can not be clicked on in the menu
The lightswitch is active when it is green O

Page Module: You can begin to choose page modules to create the content area of your web page. Press
the +ADD A BLOCK button and start adding modules.

DON'T FORGET TO SAVE!

+ Add a block ~

- Siena College - Entries > General Pages > Our College »

M john Prmciparg Welcome  Current « @ Preview e Share

General sE0

Dashboard

Entries Heading Entry Type General Pages

Globals Principal’s Welcome Slug principals-welcome

Categories

pssets Header Image Parent @ Our College

! Preferred Dimensions: 1920x510 pixels. Adding multiple images will put these into slider.

Users WrEE Siena college camberwell principal website header 2020 Author . JWAM

Campaign + add .

an asse

Post Date 1/29/2000  T41PM

Feed Me

5 Page contains no content

Freeform > Expiry Date o o)

Enabled O

Page Module
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Adding a module

To add a module click the + Add a block button and select a module you would like to
add to the page underneath the 'PAGE MODULES' segment. Each module is outlined
below. Photo Gallery

Standard Text Editor

Video Module

Image/Text Module

Standard Text Editor Image Divider

Add the main text content into this module. Following types of content can be added: Pull Quote

Text / Buttons / Lists / tables / links / videos/ images / file downloads/ widget codes Collapsible Accordion/Read more

(embed codes such as iframes).
Form

4+ Add a block -

Add/Remove
Embed

Download Button Add Downloadable Embed a

Paragraph Styles File Image Align code video
html editor

< B | = o

font colour
Bold/Italic Add List Table Link Editor in full screen

Page Module

Standard Text Editor &

Text
R B I 0 = & = B o =
% s ® Heading 1
Head |ng 1 Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud

exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor

incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis Headi ng 2
nostrud exercitation ullameo laboris nisi ut aliquip ex ea commodo consequat.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud

Heading 2 exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor Heading 3

nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

Heading 3
o list

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor o list

incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis o list

nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.
® list Head Head Head
® list
o list Row 1 Row 1 Row 1
Head Head Head Row2 Row 2 Row 2
Row 1 Row 1 Row 1

Siena Alumnae Information Collection Notice FA
Row 2 Row 2 Row 2

Siena Alumnae Information Collection Notice FA
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Back to Contents

Video Module

Display video in a block with text to create better visual appeal.

When the user clicks play

Heading: Add a heading for the video - this might be the video title.

the video open up in a light box.

Description: Add a brief description for the video (this can be left blank) It is recommended to keep this short.

Video URL: Copy the video url from youtube or vimeo

Display Video Left or Right: Choose to display video on left or right side.

Video Module

Heading *

Video Module

Description
B /

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed
aligua. Ut enim ad minim veniam, quis nostrud exercitation
ullamco laboris nisi ut aliquip ex ea commodo consequat.
Duis aute irure dolor in reprehenderit in voluptate velit esse
cillum dolore eu fugiat nulla pariatur. Excepteur sint

Video Module

Lorem ipsum dolor sit amet, consectetur adipiscing
elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam,
quis nostrud exercitation ullamco laboris nisi ut
aliquip ex ea commodo consequat. Duis aute irure
dolor in reprehenderit in voluptate velit esse cillum

dolore eu fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in culpa qui
officia deserunt mollit anim id est laborum.

occaecat cupidatat non proident, sunt in culpa qui officia
deserunt mollit anim id est laborum.

Video URL *

https://youtu.be/3M-6xPjO9fo

Display Video Left or Right
Right ~

Photo Gallery

Photo galleries are easy to create in Craft CMS. Images can be cycled HIEke CEllEy

through using the arrows or can be opened in a light box and cycled Photos +
through. To Add photos press the + ADD AN ASSET button which will S GanE:

open the asset manager in a pop up. You can upload new images or select

Photo Gallery

images already uploaded. Select multiple images at once by holding CTRL
+ LEFT MOUSE CLICK (to select randomly) or SHIFT + LEFT MOUSE Photos *

CLICK to select consecutive images. Press SELECT to insert them into the CBM siena college year 7 firt cy 202009

gallery. Drag and drop image thumbnails to re-order them and double click "B Siena college year 7 frst day 2020 06

on images to quickly edit them. While editing an image you can also add a il siena college year 7 first day 202005
Caption to the image. Siena college year 7 first day 2020 04
ﬂ Siena college year 7 first day 2020 03

IF DateUplosded v = @ ;ﬂ Siena college year 7 first day 2020 01

E lege

Siena college .. Siena college .. Siena college.

-

Sienacollege... Sienacollege... Sienacollege .. Siena Logo 80... Sienalogo 80.. Siena college .. Siena college

5 g !iﬁ&

Siena college .. Judy Lawson P... IMG 5504 resize St marys hous.. Summer Conc... Siena college .. ~Siena college

o e

.

4 Add an asset

N

T A T

Siena college .. Siena college .. Eco Ansiety 43 Siena college .. LT List Image ). Latestnews bg  Callender eve.

e @
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Image/Text Module

The Image/Text Module is a great way to break up text on a web page or draw attention to feature text.

Image: Add an image by clicking on the + ADD AN ASSET button

Heading: Add a main heading

Sub Heading: Add a sub heading (not mandatory)

Normal Text: Simple text editor to add your description

Link Text: Putts a label on the button if you are including a link

Link URL: add an internal or external link that the button will link to

Display Image on Left or Right: Change the side on which the image appears on to suit other elements on the page.

Image/Text Module

Image *

< Add an asset

Heading *

Sub Heading

Normal Text

Link Text

Link URL

< Add arow

Display Image on Left or Right
Right ~

School Tours
Check Open Days

Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris
nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in
reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id est laborum.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut
enim ad minim veniam, quis nostrud exercitation ullamco laboris
nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in
reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id est laborum.
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Image Divider Module

Back to Contents

The Image Divider is a full width image that can utilize parallax scrolling to add visual interest. It can be a great way to

add a promotional call to action or draw attention to particular items.

Image: Add an image by clicking on the + ADD AN ASSET button

Heading: Add a main heading

Sub Heading: Add a sub heading (not mandatory)

Text: Simple text editor to add your description

Link Text: Putts a label on the button if you are including a link

Link URL: add an internal or external link that the button will link to

Colour Overlay: It is a good idea to add a colour overlay to help text pop out -
click the light switch to turn this on, the light switch will turn green when active.
Parallax Scroll: Parallax scroll creates an effect will scrolling down the page

where the image appears to move behind the aperture.

Open Day

13 February 2020

Image Divider

Image *

<+ Add an asset

Heading

Sub Heading

Text

Link Text

Link Url
4+ Add arow

Colour Overlay
Paralax Scroll

®

Lorem ipsum delor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore

magna aliqua.

CLICK HERE
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Pull Quote Module pull Quote N

Add testimonials or inspirational quotes to your website. o

Text: Add your quote here B !

Name: Add a name of the person quoted - name can also be L ) . o
orem ipsum dolor sit amet, consectetur adipiscing elit, sed

left blank. do eiusmod tempor incididunt ut labore et dolore magna
aliqua.

Quoted

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua.

- QUOTED
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Collapsible Accordion/Read More Module

Organise content into collapsible areas.

Heading: Adds a heading for the group.
Accordion: Click +Add a Row to start adding individual collapsible rows - you can add as many as required. Each row

has a Heading and a Text area where you can make use of a full text editor.

Collapsible Accordion/Read more

Heading

Collapsible Accordion/Read More
Accordion *

Heading *

Row 1
Text *
<> T B I 0 = ¢ = B o = PO O, /|
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna
aliqua.
Heading * | | pow >
Text *
< T B ! 0 = o= ® = PO C R /|

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque laudantium, totam rem aperiam
eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim ipsam
voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur magni dolores eos qui ratione
voluptatem sequi nesciunt. Neque porro quisquam est, qui dolorem ipsum gquia dolor sit amet, consectetur, adipisci velit,
sed quia non numquam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat voluptatem.

Heading * oo 3

Text *
<> T B I 0 = d = HBA o = % J 0 0O
Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur magni dolores eos
qui ratione voluptatem sequi nesciunt. Neque porro guisquam est, qui dolorem ipsum guia dolor sit amet, consectetur,
adipisci velit, sed quia non numquam eius modi tempora incidunt ut labore et dolore magnam aliqguam quaerat
voluptatem.
+ Add arow

Collapsible Accordion/Read More

ROW 1 @

ROW 2

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque laudantium, totam rem aperiam, eaque ipsa quae ab illo
inventore veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut
fugit, sed quia consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro gquisquam est, qui dolorem ipsum quia
dolor sit amet, consectetur, adipisci velit, sed quia non numguam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat

voluptatem.

ROW 3 @
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Adding a Table
Tables can be added in the Standard Text Editor. Click on the Table icon to insert a table. The fields allow you to add

more rows and columns or remove them.

Add Head: Adds a header row that is styled differently to other rows.

Standard Text Editor

Text
< T B / 0 = th = B o = SO
. Insert table
Text Editor
Insert row above
Lorem ipsum dolor sit amet, consectetur adipiscinc int ut labore et dolore magna aliqua. Ut enim ad minim
veniam, quis nostrud exercitation ullamco laboris r |nsert row below aat. Duis aute irure dolor in reprehenderit in voluptate
velit esse cillum dolore eu fugiat nulla pariatur. Exc oident, sunt in culpa qui officia deserunt mollit anim id
est laborum. Insert column left
Insert column right
Head 9 Head
Add head
Row 1 Row 1
Delete head
Row 2 Delete column Row 2
Delete row
. Delete table
Video Module

Adding a File Download Link

Download links are added using the standard text editor. To add a download link insert your file link by clicking the add

FILE icon
= th H]
® File

Select your file from the Asset manager or upload it there. Once the link is set highlight the link and click on the ADD/
REMOVE DOWNLOAD BUTTON icon. Hover over the link and click edit to change the label and whether or not it

opens in a new window.

Text

<> T == Head Head Head
<)
Row 1 Row 1 Row 1
Row 2 Row 2 Row 2
Edit Link X
URL *
ttpss iena.vicedu. load! 242
Text
Sienaschoolmap Head Head Head
[ Open link in new tab Row 1 Row 1 Row 1
Row 2 Row 2 Row 2

‘i, Siena school map
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Image can be uploaded to the website in 2 areas:
Ist: Click on “assets” in the left menu
2nd: Click on the ‘Image” button or “Add an asset” on a page

Uploading Images

Choose a folder from the left column. To create a new folder RIGHT CLICK on any folder and CHOOSE NEW
SUBFOLDER.

Click the UPLOAD FILES BUTTON and choose your files or DRAG AND DROP your files from another window.
Please keep files under 2MB or 2000px dimensions to ensure good website performance.

Bigger files should be resized first before uploading.

Upload =
o Q Search |5 Date Uploaded -

Documents

Home-Page

NewsApp

Newsletter

Siena college yea...
Notable-Alumnae

Page-Header-Images

Positions-Vacant

.14

Siena college yea...

Siena college yea... Siena college yea...  Siena college yea...

Siena Logo 80th ...

]

Siena Logo 80th ...  Siena college ho...  Siena college ca... Siena college prin... Judy Lawson Port...  IMG 5504 resize 4

& Upload files Cancel

Inserting Images into the WYSIWYG Editor.

Click on the image and choose SELECT and the image is insert on the page at size it was uploaded.

Alternatively you may want to use a TRANSFORM. This will resize the image automatically to a preset width on the
page. To do this instead of using the select button use SELECT TRANSFORM button and choose a width in pixels.
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Edit an image on page
After an image has been added to the page click on the image to display 4 options.

Use the DELETE button to remove the image
of the page.

The BLUE BOX in the bottom right corner will
let you free form to a custom size by dragging
the box.

Edit will bring up a box with the following
options:

Title: Good to use for SEO

Caption: Display a caption

Position: Choosing Left or Right will align the
image and cause the text to wrap around the
image.

Link: Hyperlink the image to another page or
file.

Image Editor
To open the Image Editor (like the diagram above) choose IMAGE EDITOR after clicking on the image.
Alternatively the Image editor can be opened from ASSETS in the left menu, use the checkbox next to the image
to select and then choose EDIT IMAGE from the small OPTIONS BUTTON at the top of the table.

ROTATE MODE will left you rotate and flip images.

FOCAL POINT is very handy! Use this choose the focal point and centre this in a preset image space (Page headers

are a good example) This will allow you to keep the main part of the photo appearing on all screen sizes.
CROP will let you remove parts of the image not required. Choose from unconstrained or a pre-set aspect ratio.

Choose to SAVE the file or SAVE A NEW ASSET so you keep the original file still on the server.
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News is added to the latest news section of the website, the 5 most recent articles can also

appear on the homepage if the “Featured News” option is selected.

To view news articles go to: ENTRIES > NEWS

You can edit / hide / delete news articles. You can also filter news articles A

12 Structure v

. « v Structure Qe
To add a news articles: - L
Click on the NEW ENTRY BUTTON in the top right corner. s 5

Item Name: enter the article name

News Image: Add an image to the news article. Preferred size is 275 x 275px

News Small Description: Add teaser text to the article to display in the news list.

Page Module: Add as many page modules as required to build your news article.

REMEMBER! POST AND EXPIRY DATES CAN BE PRESET FOR WHEN YOU NEED NEWS TO ‘GO LIVE’

Siena College A There's alicensing issue with the SEOmatic plugin. [ Resolve ©|

Entries > News
Dashboard
Entries . . )
Learning At Siena  Current @ Preview @ Share v Save as a draft
Globals
Categories
Jtem Name Slug learning-at-siena
Assets
Learning At Siena
Author
- utho © JwAM
. News Image
Campaign Post Date
Image size should be 275px X 275px. 2D DAY
Feed Me @
Understanding Of Learning Diagram With Popups2
9 9 bl pup Expiry Date 12/31/2999 1200 AM
Freeform
&5 News Small Description E— Fe)
SEOmatic Our Siena College Learning Framework and Lesson Framework provides an excellent foundation for strong learning opportunities
for our students
GraphaL Our Learning Framework incorporates four ne.. Status ® Live
s - Created at 2/8/2020, 6:29 PM
Sattings Featured News Updated at 2/13/2020, 855 AM
Plugin Store
Page Module
SEO Preview.
Standard Text Editor
Text
Siena College | Learning At Siena
askna i oo aunovaleamng 3 sera -
<> T B 1 [} [43] @ = % 7 [c]
In the Classroom
Our Siena Colleae | earnina Framework and | esson Framework nrovides an excellent foundation for -
pleasure that we congratulate Teagan Matthews. Park Hyatt at 12
who has been awarded Top Class Drama honours $100 per head fo
in recognition of her outstanding solo performance beverages. A bus
that she devised for her Drama Performance ‘who would like tc
Examination in 2019. Teagan. bus will
2020
5, Learning At Siena
February 05, 2020 January 30, 2020
In the Classroom
A COUNCIL LEARNING AT SIENA PTV MYKI PAS Our Siena College Learning Framework and Lesson
Framework provides an excellent foundation for strong
ficers will be In the ClassroomOur Siena College Learning PTV Student Pas learning opportunities for our students.
) a parking Framework and Lesson Framework provides an authorisation ma
our school. If excellent foundation for strong learning Student Receptic Our Learning Framework incorporates four necessary
slease do not opportunities for our students. Our Learning the end of the da elements with the leamer at the centre to ensure that every
sist with any Framework incorporates four necessary elements online at ptv.vic.¢
student can experience growth in their learning. Our Lesson
an with the learner at the centre to ensure that every community@sier
briefed to student can experience growth in their learning. Our . Framework compliments our learners by providing a shared
surrounding Lesson Framework compliments our learners by understanding of the lesson structure, enabling students to
providing a shared understandin effectively engage in their learning.

read more

All classes have commenced by determining classroom
expectations. These expectations are on the subject class
page and provide an excellent opportunity for students and

NEWS LISTING VIEW ARTICLE VIEW
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Newsletter is controlled by 3 separate entries.

- Newsletter Article ENTRIES > NEWSLETTER ARTICLE
- Newsletter Edition ENTRIES > NEWSLETTER EDITION
- Newsletter Author ENTRIES > NEWSLETTER AUTHOR

If you have a new Author it is best to set up the author first before Siena College v
John
Entries > Newsletter Author >

creating your article.
Siena College  Draft1 v o v

To add a newsletter Author
Click on the NEW ENTRY BUTTON in the top right corner. :I: Name =
Name: Add Author Name s %enacouege
Title: Add a job title/role ng r
Photo: Add Photo to display Feed Ve Photo
Press Save to save the new entry. . B oo

+ Add an asset

Utilities

GraphQL

To add a newsletter Article

Click on the NEW ENTRY BUTTON in the top right corner.

Item Name: Add a name for your article that is used as a reference only - this is useful for articles that will be
added to a newsletter edition - You may choose to call the article Edition 1, Term 1 - Music News

News Title (Heading): This is the article name that appears ion the newsletter.

List Image: Add Photo to display in the newsletter list

Newsletter Author: Add an author that was added to Newsletter Author section

Page Module: Build out your article with page modules.

Press Save to save the new entry.

A There's a licensing issue with the Ly Dynamic Fields plugin. | Resolve o|

JW Siena College v
AM  John
nties » Newsleter Articles »

Music News ~ curent « @ rrevien e shore [

Newsletter Article

O Slug music-news
Muschiae Author o 0 wam
News Title (Heading) PostDate  2/4/2020  556PM
Music News
EpiyDate £ °
List Image
BB sicna coltege camberwell music concert LsT Enabled [ @)
Featured News
Createdat  2/4/2020, 557PM
Updatedat  2/12/2020,5:17 AM
Newsletter Author
Jennifer Levett
Page Module
Standard Text Edito
Text
< L B ] 6 = o B A ®© = ¥ J © s: U.AU/ PRINT EDITION

A reminder that our annual Summer Concert will be held on Wednesday, 4 December. Grab your picnic bl
along for a lovely evening of music performed by our talented bands, orchestras and choirs.

= SIENA
' COLLEGE

CAMBERWELL

VIEW PREVIOUS ISSUES

Open Evening 2020

Tracey Grobbelaar Music News

Director of Development and Community Relations
A reminder that our annual Summer Concert will be held on

Wednesday, 4 December. Grab your picnic blanket, friends
CONTINUE READING
and family and come along for a lovely evening of music

performed by our talented bands, orchestras and choirs.

/ 2019
Summer Concert

Wednesday, 4 December
4.30pm

Jennifer Levett
Deputy Principal Mission and

Identity

Is Your Food Nude? /
/

/—\ Bronwvn llott

NEWS LISTING VIEW ARTICLE VIEW
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To create a newsletter Edition
Click on the NEW ENTRY BUTTON in the top right corner.
To create a edition, you will first need to create your newsletter articles.

You can then add any article to the edition by selecting them in the list.

Title: This is the newsletter edition title - appears in the edition header

Month/Year: Add the month and year - appears in the edition header

Header Image: This image appears in the newsletter edition header at the top.

Publish: This lightswitch makes the article live

News Articles: Select all articles from the list that you want to appear in the edition - this can even be older articles that
were used in previous editions. You can re-order these by drag and drop just like an image gallery. You can also make
quick edits to the articles by double clicking on them and editing the article content.

Press Save to save the new newsletter edition. The Newsletter can then be sent out as a email campaign.

. A There's a licensing issue with the LJ Dynamic Fields plugin.
Jw Siena College v

AM - john

Entries > Newsletter Edition >

Term 1, Issue 01  current + ® Preview | Share [ sove |- |

Entries Newsletter Edition

Dashboard

Globals -

Title * Slug term-1-issue-01

Categories | ’T
ferm 1, Issue 01
Assets Author ° John Taylor
Users Month / Year Post Date 2/10/2020  410PM
Emro February 2020
Expiry Dat

Feed Me Xpiry Date =) o

Header Image
Freeform Preferred Dimensions: 1920x510 pixels. Adding multiple images will put these into slider. Enabled q
SEO [ Feature Image
Veilties + Add an asset Created at 2/10/2020, 4:11 PM
GraphQL

Publish Updatedat  2/10/2020, 421 PM

Settings o)

Plugin Store
News Articles

® Term 1, Issue 01 Feb 2020 - From the Principal

® Term 1, Issue 01 Feb 2020 - Mission and Identity

5 Siena College b
Siena College v

Joh
e Entries » Newsletter Edition » Item Name fferm 1, Issue 01 Feb 2020 - From the Principal
e L o rni | o 5 [see |- ]
Dashboard J - From the Principal
Entries Newsletter Edition
List Image EEAN Elizabeth Newsletter Option2 -
Globals
i Slug term-1-issue-01
Featured News  (J)
Term 1, Issue 01
erm 1 fssue Author ° John Taylor
Newsletter
§ Elizabeth Hanney -
b S | Author Post Date 2/10/2020  410PM
EmTo February 2020
N Standard Text Editor I
Expiry Dat
Feed Me d e o @
Header Image Text \
Freeform Preferred Dimensions: 1920x510 pixels. Adding multiplel Enabled C
SE0 [ Feature Image <> T B i o =
Utilities + Add an asset th = -] @ = # Created at 2/10/2020, 411 PM
GraphQL »
*aphQ i . ® 0 Updatedat  2/10/2020, 421 PM
Settings. C

Plugin Store
News Articles

® Term 1, Issue 01 Feb 2020 - From the Principal )g
® Term 1, Issue 01 Feb 2020 - Mission and Identity 3
® Term 1, Issue 01 Feb 2020 - Learning and Teaching |

® Term 1, Issue 01 Feb 2020 - Wellbeing

@ Term 1, Issue 01 Feb 2020 - Learning at Siena .

® Term 1, Issue 01 Feb 2020 - International Womens D Prayer for those affected by
hiichfira and drannht

EDITING AN ARTICLE FROM THE EDITION
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Send the school newsletter to your school community
To start a new email newsletter go to: CAMPAIGN in the left menu.

Step 1 - Campaign:

TERM 4, ISSUE 04
The Newsletters are listed on the campaign page. To edit a newsletter - click on it. oot | sapn

To make a new email newsletter click on the red button in the top right corner NEW o
CAMPAIGN
Complete these fields:

Header Image: You can add a header image for the newsletter
Title: Enter the Newsletter edition or date

Post Content: Add all content in this section.
use the Live preview to see how the Newsletter is formatting in real time.
Don't forget to save!

Step 2 - Sendouts:

This step is setting up the email newsletter to be sent. You can setup multiple sendouts for a single newsletter if
required.

Click on SENDOUTS located in the sub menu for Campaigns.

Click on top red button NEW SENDOUT

Then choose REGULAR if you will manually press the send button or SCHEDULED to automatically send the

campaign at a set date and time.

Title: Enter a title for your own reference

Campaign: Select your campaign you already completed in the last step
Subject: Enter email subject

From Name: Enter the name the email is sent from

From email address: Enter an email

To: Select a mailing list (See next page for importing a mailing list)
Exclude: It is also possible to omit email lists

Notification Email Address: Campaign status emails are sent here.
Scheduled Send date: (enter date / time) if you selected this option.
Click red button SAVE AND PREVIEW

Check everything looks correct. You can send test email from here.
Press button PREPARE TO SCHEDULE SENDING / PREPARE TO SEND NOW -
then confirm by clicking RED BUTTON again.

Now wait for your email campaign to be sent out. See reports and importing mailing

* SIENA

, COLLEGE

CAMBERWEL

lists on next page.

NEWSLETTER OUT NOW

TERM 4, ISSUE 04

ol o

From the Principal
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Reports:
Click on REPORTS then CAMPAIGNS and select a CAMPAIGN NAME to view the statistics.
Itis a good idea to check each campaigns report so you can see how each newsletter is performing.

Siena College v
John

Reports >

Campaigns
Dashboard
Entries ) o
Campaigns Camgp
Globals % ey TR T e —
@ Notnan e Augustweek 2 rewseter August Week 1 Newsite
Total
Categories o
Mailing Lists
Pt Sendo
sses | [ |
Recipi
Users  Openedt: 13 Unopened: 34 ® Clcked: 1 Undlicked: 46
c A Click 1
-ampaign Campaigns Overview
Total 3
Sendouts 10
Camp
Recipients 47
No car Click Through Rate 77%
Reports
Title Recipients Opened Clicked Unsubseribed Complained Bounced cr e
Nathan Test 3 " 1 0 0 0 91% )
Feed Me August week 2 newsletter 6 1 0 0 0 0 0% )
August Week 1 Newsletter 3 1 0 0 0 0 0% @

Freeform

Mailing Lists
Make a new mailing list. Click on CAMPAIGN > MAILING LISTS then press NEW MAILING LIST button if you need
a new list, you can skip to the next step if you just need too add emails to an exisiting list.

Enter the mailing list name and SAVE.
To import email into a list go to CAMPAIGN > CONTACTS > Select the list name, then click on the IMPORT TAB.

Make sure you have all the email addresses in a Excel document.

All emails are loaded in column A.

In Cell A1 enter the work “email” then save as a CSV file (comma-separated values)

Click the CHOOSE FILE BUTTON and then press the NEXT button.

Select the ADD A MAILING LIST button and choose the mailing list required.

Then from the EMAIL drop down field, select EMAIL. then press the Red IMPORT button.
A message will display if the import is successful / unsuccessful.

CRAFT CMS GUIDE
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The ‘globals’ section will update content so changes are applied
across the website.

Siena College v

John

Contact
Dashboard

To edit globals go to: GLOBALS in the left menu.

Entries
Contact

Globals

CO n ta Ct S Quicklinks
Update contact details that appear in the footer and social media links that appear Aecots S
in the menu. There are two tabs in the contact section, CONTACT and SOCIAL. T

Edit Phone number, Address and email details using the CONTACT tab. Update Campaign
Social media links using the SOCIAL tab. S

Contact Contact
Contact Social Contact Social

Quicklinks Phone Number Quicklinks Facebook Link

Settings +613 9835 0200 Settings https://www.facebook com/SienaCollegeCamberwell/
Address Linkdin Link

815 Riversdale Road, Camberwell VIC 3124 https://www.linkedin.com/company/siena-college-camberwell/

Instagram Link

https://www.instagram.com/sienacollegecamberwell/
Email

reception@siena.vic.edu.au

Quicklinks

The quicklinks appear above the footer and in the menu. To add a quicklink scroll to the bottom of the list
and click + QUICKLINK button.

Fields include:

Name: Appears under link icon

Icon: upload a white icon with a transparency setting applied.

Link: Add a internal or external link for the quicklink to direct to or alternatively add a file that will download.

Quicklinks Newsletter o D bonate Now /\< Contact Us & Siena Connect
Contact Quicklinks
ontac
EE
Setings ek
Name
College Map
lcon
Ico school tour «
Link
n OUR COLLEGE
MISSION AND IDENTITY
Link
e df LEARNING AND TEACHING
STUDENT WELLBEING
link
P sy ENROLMENT
+ Internal Link  External Link COLLEGE COMMUNITY
NEWS AND EVENTS
File Upload

College Map NEW Ad Landscape

+ Add an asset

ap  Newsletter DonateNow Contact Us.

4
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Settings
There are two tabs found in the settings global, GENERAL INFO and FALLBACK IMAGE.

GENERAL INFO

The General Info Tab Allows you to update the:

Header logo: (use .svg exported from lllustrator for best results).

Privacy policy: This pdf can be downloaded from the menu.

Menu Background Image: Changes the image that appears in the menu.

X

OUR COLLEGE

MISSION AND IDENTITY

LEARNING AND TEACHING

STUDENT WELLBEING

ENROLMENT

COLLEGE COMMUNITY

NEWS AND EVENTS

General Info Fallback Image

Contact

Quicklinks Header Logo

Siena Logo 80th Rust Reversed

| — = 5 ; Privacy Policy

o @ I - = r 4 or  Siena College Privacy Policy July 2018
“ L

PRVACY POLICY m Google Translate ik e Menu Background Image

H Siena college camberwell gate and dome brighter smaller

FALLBACK IMAGE

The Fallback Image is used when a image isn't selected on a general page or news item

Fallback Image: The default image appears on news lists or newsletter items if a image isn't selected.

Fallback Banner Image: This image appears on general pages where no header image has been applied.

Settings

General Info Fallback Image
Contact
RIS Fallback Image

Fallback Banner Image

B® Slider img
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Check form submissions:

Click on WEB FORMS then SUBMISSIONS and select a WEB FORM NAME if you wish to view only a particular
web form.

It is possible to manage the status of an enquiry here if you wish.

To EXPORT the data click the QUICK EXPORT button and choose the export file type / Form / and data
fields to include. Then click the EXPORT button and the file will download.

Make a new web form

Click on WEB FORMS then FORM and select button in top right corner NEW FORM
In the right column complete the following items:

Name: The name or title for the form

Handle: Leave this to autofill, no need to change

Submission title: Leave this to autofill, no need to change

Return URL: Leave blank, change this if you want to link to a particular page after submitting the form
Default status: Open

Formatting template: Bootstap 4

Collect IP Addresses: Tick for yes

Store submitted data: Tick for yes

Form Colour: Choose any colour you like!

Press QUICKSAVE to save progress so far.

In the top right column click on the EMAIL icon this will setup the notification sent to you.

Email template: Choose a template - this is used for email notifications.

Admin recipients: Enter email addresses that need to be notified when a form if sent.

Now you can start adding the FIELDS to the web form.

Drag and drop from any pre set fields from the left column to the middle column. Fields can be re-positioned by
drag and drop - they can even sit next to each other!

New custom fields can also be created. Choose from a field type, enter a label (name of the field) leave the handle
to autofill and save. You can then drag the field into the middle column. If the field type allows more options you
can adjust in the right column when it is selected.

Large forms can be divided into smaller ‘pages or tabs’ Use the small + button to add another tab.

Now click on EMAIL NOTIFICATIONS in the Left menu and click NEW EMAIL TEMPLATE

The first email notification to make is the autoreponder the website user receives after completing form:

Name: Enter the name of the form with autoresponder after it.

Handle: let this autofill

Description: You can leave this blank - it is only for admin reference.

Subject: Enter the email subject line

From Name: This is the Name the email appears to be sent from.

Reply-to Email: Enter reply to email here

Include Attachments: Select this field you want any uploaded files attached to the email.

Email Body: We recommend you copy and paste the HTML from another forms autoreponder and paste in here.
Then you can make any required adjustments.

Repeat this step again a create another Email template for the autoresponder the website visitor receives. When
this is completed go back to your new form and select the EMAIL field that is on the form. In the right column
select the EMAIL TEMPLATE.

To insert the form on a web page. Go to the page and Select the Form
web form from the WEB FORM field. Form
Select a form
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