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Introduction

The Document Viewer app, powered by Google Docs ™ Viewer, allows you to display a document on a
page on your end-user website without the worry of embedding and adjusting code within the
Schoolwires editor. You add a Document Viewer app to your page, edit the app and Browse to locate
the document that you wish to display.

@ Happy Valley High School

Show me and I forget. Teach me and I remember. Involve me and I learn.

Happy Valley High School P Staffers P Smith, Anne

Smith. Anne Math Tips and Practice Questions

r Welcome!
» Homework Assignments 1M1 ¢ » @ @ H

¥ Useful Links
F

¥ Calendar o

» Math Tips and Practice
Questions

LINEAR EQUATIONS - Solve for x in the following equations.
1 x-4=10
2. 2x-4=10
3. Sx-6=3x—8
4. 2(3x-7)+4(Ix+2) =6(5x+9)+3
5 +18=du-44
6. Blx=5)=18

7. Gx-4—-Ix+1=8x+2

m

Visitors to the end-user website use controls to manipulate how the document displays.

420 ¢ > @ @ |

Indicates the / Openin

current and total New Window
number of pages

View Next and
Previous pages Zoom In and Out
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Working with the Document Viewer App

Once you have the document you wish to insert, you are ready to add a Document Viewer app to your
page and insert the document into it. Once added, you can edit or remove the app from your page.

We recommend that you add a separate Document Viewer app for each document or object you wish to
display.

Add an Document Viewer App to a Page

Here’s how you add a Document Viewer app to a page.

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

Smith, Anne

Editors & Viewers Statistics Howdol..?

Current Pages

UCURELEE | Organize Pages Recycle Bin Find Page

STATUS PAGE

Welcome! Actions ¥

Math Tips and Practice Questions Actions ¥ |

Homework Assignments l Edit Page

3. Inthe Actions pane, click Manage Apps & Layout. The page opens in Design mode.

Smith, Anne

Editors & Viewers Statistics Howdol.?

A  Math Tips and Practice Questions Page

Math Tips and Practice Questions Page Actions
Last edited by Sara Goss about a minute ago.

» Manage Apps & Layout

Add apps or change your layout

Document Viewer App 1
Document Viewss App )

Page Options

Set the options for your page

@ Set Viewers
= Limit who can view this page

View Page
See how your page looks
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Document Viewer App

4. Click Add App. The Available Apps dialog displays.

aoeeeea

Available Apps
Select the type of App you would like to add to your page.

About Teacher App

. Alumni Directory App
. Article Library App

Announcements App
Assignment App Blog App

Book List App

Discussion App

Calendar App

Document Viewer App

Facebook-like App

Embed Code App

File Library App . Flex Editor App
e

i Select an existing App

5. Click Document Viewer App. The Add Document Viewer App dialog displays.

Back

Add 'Document Viewer App’

Enter a name for your 'document viewer app’.

App Name:

Document Viewer App

| |
Cance]

6. Accept the default app name Document Viewer App or replace the text with a meaningful name.

7. Click Save. You are returned to the page in Design mode.

8. Click I’'m Done to return to the page in Edit Mode.

You are now ready to edit the app and insert a document.
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Edit an Document Viewer App on a Page
Here’s how you edit and insert a document into a Document Viewer app on a page.

1. InSite Manager, navigate to the page containing the app 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.

Smith, Anne

Editors & Viewers Statistics Howdol.?

F 3 Math Tips and Practice Questions Page

Math Tips and Practice Questions Page Actions
Last edited by Sara Goss about a minute ago.

» Manage Apps & Layout

Add apps or change your layout.

Document Viewer App

.. Page Options
Document Viewer App £

Set the options for your page

% Set Viewers

Limit who can view this page.

Q) View Page

See how your page looks

3. Click on the app that you wish to edit. The edit dialog displays. Note that when you position the
cursor on the app, the background color changes and a pencil displays.

Document Viewer App
Select the document you wish to display on you website, then click Save.

Document to display:

’ Browse..

Supported file types include: .DOC(X), .XLS(X), .PPT(X), .PDF, and .PAGES. Your document can be up to 2B in size.

parce

4. Click Browse to select the document you wish to insert. You have the option to upload a file
from your computer, select an existing file from your website, or select a shared file.

Note that if you use the Upload File option, a copy of the file is placed into the local

Files & Folders. The local Files & Folder URL for the file is inserted into the Document to display
field.

x|

Insert File
Select 3 filadosationtvonehanse

Upload File

Upload a file from your computepafnetwork. ' Browse

Existing File

Select a file that has already been uploaded.

EM Shared File

Select a file from the shared librar,

Insert File Cancel
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5. Once you have selected the document you wish to insert, click Insert File.

Document Viewer App m
Select the document you wish to display on you website, then click Save.

Document to display:
‘hnp://c2,tc.schoo|wires.neU/cms/Iib/TCOOOOOOOS/centricity/Dom: Browse.

Supported file types include: .DOC(X), .XLS(X), .PPT(X), .PDF, and .PAGES. Your document can be up to 2MB in size.

6. Click Save.

Remove an Document Viewer App from a Page
Here’s how you remove a Document Viewer app from a page.

1. In Site Manager, navigate to the page containing the app 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.

3. Inthe Actions pane, click Manage Apps & Layout. The page opens in Design mode.

Smith, Anne

Editors & Viewers Statistics How dol..?

F 3 Math Tips and Practice Questions Page

Math Tips and Practice Questions Page Actions

Last edited by Sara Goss about an hour 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 I'm Done | Page Options
change the name. = Set the options for your page

o Set Viewers
Y

Add App Change Layout Limit who can view this page
Q View Page
See how your page looks
" Document Viewer App pag
Document Viewss App
Pending Comments All Comments

There are no comments awaiting approval.

4. Position the cursor on the app you wish to remove. Note that the background color changes.
5. Click the ® icon to remove the app from the page. Note that the background color of the icon
changes. A confirmation dialog displays.
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6. Click Yes. You are returned to the page in Design mode.

Smith, Anne

Editors & Viewers Statistics Howdol.?

F Math Tips and Practice Questions Page

Math Tips and Practice Questions Page Actions

Last edited by Sara Goss about an hour 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 Page Options
change the name. e Set the options for your page

o SetViewers
2L

[ Add App Change Layout Limit who can view this page
€ View Page
@ V g
See how your page looks.
Pending Comments All Comments

There are no comments awaiting approval.

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

Permanently Delete an Document Viewer App
Here’s how you permanently delete a Document Viewer app.

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

2. Click Tools. Available Tools for the workspace display.

3. Click App Manager. The App Manager displays.

Smith, Anne

Summary Tools Editors & Viewers Statistics How do 1.2

Tools
Manage your section tools and apps.

. Files & Folders

= Organize

Forms & Surveys

files and folders used in your workspace Create and manage forms and surveys for your section

@

Approve Community Editing

visitor comments on your apps Approve or reject community edits to your apps

Approve Visitor Comments

]

App Manager
't pp g

. Reports
1l
Manage and edit the appsj#fyour workspace View your section’s reports
— . Photo Gallery — Minibase
T, B 2
Create and manage photo galleries for your section Create and manage minibases for your section
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4. In the first column, select the type of the app that you wish to delete. In this instance, Document
Viewer 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. The app instance is highlighted.

App Manager
Displays all apps created in this workspace.

4 APP INSTANCES DETAILS
Book List App
Schoolwires Basic App ‘ Document Viewer App

Calendar App Edit More v
Schoolwires Premium App [~ L

; Below are - Naluse s -
Document Viewer App Edit App Options

Discussion App On Page: "Math Tips and Practice Questions

Sg e Math Tipy Siverepp ns
Happy rm Anne
Document Viewer App I'

Schoolwires Basic App

Schoolwires Basic App

Flex Editor App

Schoolwires Basic App

Headlines & Features App

Schoolwires Basic App

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

You or someone with whom you shared
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 del

7. Click Yes. The app is permanently deleted from App Manager.

Note that when you permanently delete an app from App Manager, 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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Setting App Options

Centricity2 allows you to modify the default options set for an app that you create. Options for a
Document Viewer app are grouped into two categories, General and Sharing. If you have Social Media
Framework you see a third category, Social Settings.

Here’s how you set options for a Document Viewer app.

1. In Site Manager, navigate to the workspace containing the app you wish to modify.

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 Options. The App Options dialog displays.

Document Viewer App ‘ {3} Options ’

Select the document you wish to display on you website, then click Save.

Document to display:

http://c2.tc.schoolwires.net//cms/lib/TCO0000006/centricity/Dom: | Browse

Supported file types include: .DOC(X), .XLS(X), .PPT(X), .PDF, and .PAGES. Your document can be up to 2MB in size

Cancel

4. Make changes on each of the tabs as necessary.
5. When finished, click Save.

General Tab Options

Use the General tab options to change the name of your app as well as add or modify a description for
your app. If you add multiple Document Viewer apps on the same page, it might be a good idea to
activate the Show the app name on my page check box for each of the apps. The App Name then
appears as a title and separator for each app on the end-user website.

App Name:
Document Viewer App

General  Sharing  Social Seftings

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

Description:

[T] Show the app name on my page.

Display Settings:

By default all active app records will display on the page. If you want, you can limit the number of records that display
@ Display all active app records

Display a specific number of active app records

Save Cancel

Use only the default Display Setting of Display all active app records for the app. Each Document Viewer
app will contain only one record.
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Sharing Tab Options
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.

L
App Name:

Document Viewer App

General Sharing Social Seftings

By default, only you can use an app you created. To share this app with others, add specific users or groups.

Assign Group Assign User

a Remove

Q__‘ Smith, Joseph

Save Cancel

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

Social Settings Tab Options

If you have Social Media Framework, you may be able to add social media elements to your app.
Whether you can add a particular element depends on which settings and elements your Site
Administrator has enabled.

If you have Social Media Framework, you can activate Visitor Commenting for the app. This allows
visitors to comment on your app.

Use the settings on the Social Settings tab to apply this social media element to your app. Additional
controls may display.

Commenting
Commenting allows visitors to add their comments about your app. Visitors can also reply to comments
left by other visitors and reply to comments posted by Community Editors.

Post a Comment

Name: Joseph Smith
Email: jsmith@hvsd.org

Comment:

< Good Practice! > ‘
Submit Comment

When you activate the Commenting check box, two additional check boxes, two radio buttons and the
Commenting Rights tab display.
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We recommend that you select the Require Approval check box. With this activated, you must approve
all visitor comments before they display on your website.

Smith, Anne

Editors & Viewers Statistics Howdol.?

Current Pages Common Tools All Tools

New Page [ Organize Pages [ Recycle Bin | Find Page
- < . = Photo Gallery

STATUS  PAGE [] Forms & Surveys
CETD Welcome! Actions ¥ EN Files & Folders
Math Tips and Practice Questions RelonE e
2 Comments
Pending Comments All Comments
A} %/ Homework Assignments Actions ¥
&0
Good Practice!
[acTve ) 2 By Joseph Smith on Document Viewer A
Useful Links A By Joseph Smith on ument Viewer App
Do we need to hand this in to you?
faunie] Calendar

Actions ¥ By Sam White on Document Viewer App

If a visitor posts a comment and is not signed in, the name associated with the post is Anonymous.

Name

Anonymous b

If a visitor posts a comment and is signed into your website, the name and email address of the visitor is
pulled from the visitor’s user account.

Post a Comment

<’mme Smith
wwh@schoolwim&co

However, if you select the Allow visitors to change names and email addresses check box, visitors who
are signed in to your website may modify their posting name and email address.

Post a Comment

Name

P ——
< Anne Smith > ‘

Email

( annesmith@schoolwires.com )

Note that the email address associated with a post never displays on the end-user website.

You may also choose to have newest comments post at the top of the list within your app by selecting
the Show newest comments at the top radio button. By default the Show newest comments at the
bottom radio button is selected.

10
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Commenting Rights Tab

When you have enabled Commenting for your app, the Commenting Rights tab displays. By default, all
visitors to your website may comment on your app. If you would like to limit who may comment, click
Assign Group or Assign User and select specific users and groups.

App Name:
Document Viewer App

General Sharing Social Settings. Commenting Rights

i t on your app. Add individual users or groups of users.
l Assign Group [ | Assign User J
L )

88, HVHS Students

Group

Remove

EVCRN | Cancel

11
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Document Viewer App Best Practices

Here are some practices to consider when working with a Document Viewer app:

e Insert a document that is a supported file type. The supported file types are DOC(X), XLS(X),

PPT(X), PDF and PAGES. The document can be up to 2 MB in size.

e Place one Document Viewer app on a page.

e Insert the Document Viewer app on a page with a one column layout.

Activate the Show the app name on my page check box for the Document Viewer App you place on the
page. The App Name then serves as a header for the document.

Home About Us Activities Alumni

Happy Valley High School

Athletics Our School

Staffers Teachers Calendar

Show me and I forget. Teach me and I remember. Involve me and I learn.

Smith, Anne
» Welcome!

» Math Tips and Practice
Questions

» Homework Assignments
» Useful Links

» Calendar

£

1

2.

3.

4.

5.

Math Tips and Practice Questions

LINEAR EQUATIONS - Solve for x in the following equations.

x-4=10

2x-4=10

5x-6=3x—8

2(3x-7)+4(3x+2) =6 (5x+9) +3

2x+18=4x-44

. B(x+5)=16

. Sx-4-2x+1=8x+2

Happy Valley High School P Staffers » Smith. Anne
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