
Web Community Manager
Subsite Director Training

Today’s Trainer: Ron Quinones
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At the end of today’s 
hands-on workshop 
you will be able to:

• Managing a Homepage using typical homepage apps.

• Creating Calendar Events

• Utilize the various tools.

• Maintaining Channels, Sections, and Pages.

• Creating and working with pages.

• General editing best practices.

• Formatting accessible content.
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Your URL

https://www.episd.org
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This file cabinet represents your site/sub-site.

Each CHANNEL is
like a DRAWER -
containing similar
information.

Within each Channel
(DRAWER) is one or more              
folders or SECTIONS.

Within each Section
(folder) are the PAGES of 
information about that 
section.
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Activity: Open the Multimedia Rotator app

• Click the pencil to edit the Multimedia Rotator app.

• Open the App Options button in the upper right corner and change app name to include required 
dimensions 1500w x 915h
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Activity: Add a Photo to the MMR

• Click the “New Record” button and fill in the appropriate fields.

• Show/hide Title or Caption

• Optionally include linked text

• Optionally include a popup video
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Activity: Edit Site Shortcuts App

• Click pencil to open app or click plus sign to add a single link.
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Activity: Add a link to the Site Shortcuts App

• Click the New Link button.

• Icon dimension should be 80 x 72
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Activity: Add a Headline

• Click the pencil to edit the Headlines & Features app.

• Click the New button to add a headline.
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Sidebar Apps

• Some apps open in the sidebar; click the purple arrow to expand the sidebar if you need more room 
to edit.
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Adding a Headline

• Enter Headline title.

• Add Accent Image if desired (be sure to include alt text).

• Accent image dimension – 396w x 217h

• Select Content Type: Article, File, Link

▪ Article: Enter content and teaser text

▪ File: Upload PDF and enter description

▪ Link: Enter URL and description
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App Options

• Click on the Options tab to show the app name and access display settings.
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Activity: Edit Upcoming Events App Options

• Check box to show the app name on the page.

• Select the available calendar in the drop-down.

• Set “number of days in the future to include” to 
180.

• Set “maximum number of events to display” to 
6-8.
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Activity: Add an Event to the Calendar

• Double-click the date or click the New Event 
button.

• Enter Event title.

• Select start/end dates, start/end times, or select 
“No End Time” or “All Day.”

• Enter event Description (optional).

• Select event Category (optional).

• Mandatory Event box available on main district 
calendar only; pushes event to every calendar.
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Tools Tab
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Files & Folders

• Each workspace has its own set of Files & Folders.

• Storage location for documents and images used in that workspace.

• From district level, you can add items to the Shared Library that will be available to all editors in all 
workspaces.



18

Section Recycle Bin

• Each site and subsite has a recycle bin for deleted sections. You can restore or fully delete sections 
from the recycle bin.
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Directors & Viewers

• Assign site/subsite director 
privileges (full editing rights)

• Assign Homepage/Calendar 
editing rights

• Restrict viewers for the 
site/subsite
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Activity: Create a Section

• You can create a blank section (for redirects) or select a 
Section Configuration from the drop-down

▪ Creates section with a package of starter pages

▪ Promotes consistency



22

Activity: Add a New Page
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Activity: Organizing Pages
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Activity: Delete and Restore Page

1

2
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Activity: Page Options
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Page: Canvas and Apps
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Add Apps to Page

A. Content Accordian App

B. Content App

C. Document Viewer App

D. File Library App

Activity: Add Apps to a Page
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Page: Canvas and Layout
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Activity: Add a File
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Activity: Add a Document to Display
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Screen Reader Activity Part 1: Content Created without Accessibility in Mind
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Screen Reader Activity Part 2: Content Created with Accessibility in Mind
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• Improper use of headers.

• Incorrectly built lists.

• Empty links or links without descriptive text.

• Missing alternative text tags in images.

• Using tables incorrectly.

• Documents that are not built accessibly.

• Color contrast issues.

• Readability level of content.

Common Accessibility 
Issues:



34

• Copy text from training website on Sample Text for Accessibility Training Page.

• Paste into content app using paste as plain text tool and keyboard shortcuts.

• Use the paste as plain text button (clipboard with T) to remove ALL text formatting.  
(no lists, hyperlinks, images, or headings – ONLY plain text)

• Use the remove formatting button (Tx) to remove formatting from text while retaining 
lists, links, images, and headings.

Activity: Remove Formatting

https://sw00000004.schoolwires.net/accessibility/text
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• Break up content in longer documents, making 
content easier to digest

• Allows screen reader to navigate quickly from 
heading to heading.

• Use ONLY for logical structure and NOT for sizing.  
Only titles and subtitles should be marked as 
headings, NOT body text.

• Do not rely on color, bold, italics, underline and 
strikethrough for emphasis. Screen readers do 
not read this differently; this is only a visual cue.  
Use varied punctuation or ALL CAPS for 
emphasis.

Headings and 
Emphasis
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• Correct spacing between 
lines of text (line space vs. 
paragraph space).

• Use the  dropdown to 
choose from H1, H2, H3, or 
H4.

• Turning on “app names” in 
App Options will comply as 
a Heading Level 1 (title).

Activity: Headings
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Use the numbered and bulleted list tools to format the text.

Activity: Creating Lists



38

• Links should be in the form of clickable descriptive 
text.

o Do not list a URL as the link.

o Links should not simply say “click here”.

• Making the clickable text on links longer makes them 
easier to access by people who may have mobility 
issues (elderly, MS)

• If linked text is not descriptive enough then they 
should have alt text that describes context about the 
link (Do not repeat linked text).

• Only upload files that have been built accessibly.

Links (Websites and 
Files)
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• Add links using insert link and upload file button.

• To get link URLs use link library list on the bottom of the sample text page.

Activity: Creating Links



40

• Allows screen readers to convert the image into 
words.

• Indexes images for searching.

• Guidelines for Alternative Text:
✔ Text should be clear, concise, and descriptive.

✔ Do not use the same text for every image.

✔ No unrelated or decorative images. 

✔ Don’t include “image of…” or “picture of…” as part of alt text

✔ If the image is an infographic you should 

• Write a narrative telling the same story users get from the visual.

• Provide a link to view the text alternative.

Alternative Text with 
Images
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We hope you’ve 
enjoyed today’s 
Workshop.

Let us know how we’re doing!

https://cerc.blackboard.com/trainingfeedback

https://cerc.blackboard.com/trainingfeedback



