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Getting Started

When you log in to your website, click the Toggle
corner to enable the Toolbar Menu.

icon located at the top right hand
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Julian Tay « ePortfolio » Blog «§EeelihY « Family « Contact me « Sitemap + MyFolio = Others

When the Toggle icon turns blue k4, it is in editing mode, which allows you to edit web
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content. The preview mode will be activated when the Toggle icon turns orange =~
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3 | am a long-time amateur astronomer and the Head of Department for Science at

Sunflower Secondary
School

Sunflower Secondary School. Presently | teach Physics and Chemistry. Science HOD

\

juliantay@moe.edu.sg

their minds to be aware of how Science is making life more interesting and their
Action research, use
hearts to value the benefits that developments in Physics and Chemistry has Professional interests

| love teaching children Physics and introducing them to the amazing Universe. |
believe all children can learn and that as a Science teacher, my role is to open

of ICTinclass
brought to many different areas.

I My Hobbies © “© [l More Information®®
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My primary hobby is amateur astronomy. | own a big 13" ¥, Checklist /soox 15ks

Dobsonian telescope. Through it | have seen all the planets except
Pluto and about two-thirds of the Messier List. I've seen Mars and
Jupiter rotate, watched Mars' polar caps come and go, tracked
several comets, and observed galaxies, globular clusters, open

clusters, reflection and absorption nerbulae, supernova remnants,
L
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Overview of Main Tools

Text editor

Design
templates

Site settings

$

£

Edit
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Themes Clips

Apps Layout

Built-inapps

Move web page to another Toggle button

location

Main Tool Functionalities

Edit Enable rich-text editor to increase font size or colour
Store document-like images before inserting them
into the webpage
Customise webpage using HTML
Insert banner at the top of the webpage

Apps Insert built-in apps such as
» Event calendar
» RSS feeds
> Page counter

Layout Apply different layout templates

Themes Apply different design templates (only applicable to
personal websites)

Clips Move a web page to another location within the
website

Site Enable drop-down list and print version, and check
usage quota

Toggle icon Toggle between editing and preview mode




Webpages

Main pages (Sections)

1. To create a Section, click the - tab on the Navigation Bar.

MY JOURNEY
OPALUSER1 )

- eportfolio » Blog - -|
Opal User 1

2. Type the Title of the Section and click OK. There are 2 options available for creating a

Section:
Option Description
Basic page To create a web page
Select from Templates To set a page as a template (Only applicable if a
web page has previous technical customisations)

Create new section

rice: [

© Basic Page
@ Select from Templates

OKfCancel

3. The Section will be created and displayed on the Navigation Bar.

Rearrange Sections

1. To rearrange the sequence of the Sections on the Navigation Bar, click the Arrows

icon and rearrange them in any sequence you like.

MY JOURNEY
OPALUSER1

L NI BN - crortfolio = Blog = Hobhies « [+ =]

Opal User 1




Subpages
1. Subpages are pages within a Section. To create Subpages, click the - tab thatis

designated to create Subpages. The - tab for Subpages is located between the
sidebars.

MY JOURNEY

OPALUSER1
Opal User 1 = ePortfolio + Blog ﬁ Contact me

l Sidebar A l

Hobbies

[ Sidebar B I

2. There are 3 options available to creating a Subpage:

Option Description
Basic page To create a web page
Separator To add a divider to categorise subpages

Select from Templates

To set a page as a template (Only applicable if a
web page has previous technical customisations)

Create new page

rice: [

© Basic Page
® Separator

® Sclect from Template

COKBCancel

3. Select the corresponding checkbox and click OK.

4. If you want to arrange the sequence of the Subpages, click the Arrows

© icon.

Y JOURNEY
DPALUSERL

Hobbie

Opal User 1 = ePortfolio = Blog -- Contact me

Cooking
-
Entertainment




Change the Title of a Webpage

Besides appearing on the Navigation Bar, the Title of a webpage will also appear in thefirst
main block of content.
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1. To change the Title of a webpage, activate the cursor by clicking the title located in the
block of content.

2. Type the new Title and refresh the webpage or go to another webpage within this
website to save the changes.

Delete Webpages

x]
1. To delete a webpage, click the Delete icon located at the bottom right of the Toolbar
Menu.
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Page Options
1. To access the properties of a web page, click the Options E¥icon located at thebottom
right of the Toolbar Menu.

Format My Folios  Files Symools Icons Pinyins Masthead Edit Apps  Layout Themes
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Julian Tay's Website!
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Julian Tay = ePortfolio = Blog = Cooking -RZIuIl + Contact = Sitemap = Others = RSS &
Family
: ' ]

My Family
My family consists of my wife, two children, Alice and Forrest, and a lovely dog, Rover, who looks after the safety of my children and help to provide them
with good company while | am at work.

2. Aseries of options will be shown: Properties, Search Engine Optimization (SEO) and
Customize.

Properties
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Format My Folios  Files Symbols Icons Pinyins Masthead i Apps layout Themes Clips  Site

Visibility Advanced Show page in this website’s calendar app (if exists) Display this page on these dates

M ige M page group S E 25 - | Dec [-|2012)- B - "B 25|~ | Dec |- 2012 - B

Bsectons  Mskpwofrstsibpace oo - RIEIREISIEZIE B ,, 28 [+ | Dec [+] 2012
M subpages

Properties Functionality

Lock Restrict public from viewing a page

Visibility Hide Title, Sections, Subpages

Show page in calendar app Add a page to the calendar

Display this page on these dates Allow visibility of a page on certain dates

Skip to first subpage The main page will automatically skip to the first
subpage

Page group To toggle between subpages displayed on the
webpage




Search Engine Optimisation (SEO)

B A =

Symbols Icons Pinyins Masthead Edt  Apps

ns | Meta-Description (Excerpt) Meta-Keywords H1/Title  Famiy

Friendly URL : http://journey. opalstage.url3.net/julian/family
/]

Properties Functionality
Meta-Description You can insert a short description of the website
here.

This will allow search engines to match and rank
your page during a search query based on a
short description of a web page.

Meta-Keywords Allow search engines to match and rank your
page during a search query based on the key
words you have inserted.

Customise

This will allow you to customise your webpage even further by creating additional codes.
Note: the extra codes will only be applied to this page.

/= ®p 2 m ¢ [

My Folios ~ Files Symbols Icons Pinyins Edit  Apps Llayout Themes Clps  Site

s Extra Head

1. Mouse over Extra Head and click on the Edit
2. Insert the required extra items, and refresh the page to save and view the added items.

Actions - Page Redirection

This will allow you to customise your webpage even further by creating additional codes.

Page Options | On enter © pisplay page (default)

® Redirect to URL: [ Rl
[ seo |

SEQ

Actions

1. Click on Actions on the left, under Page Options.

2. Select the radio button, Redirect to URL, and insert the URL that the user should be redirected
when they access the page.

3. Refresh the page to save.

10




Move a Page to another Location

1. Go to the web page (For example, web page A) and click the Star nicon located atthe
bottom right of the Toolbar Menu to Mark for Move.
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Julian Tay's Website!

Julian Tay = ePortfolio = Blog = Cooking -JTIWILW « Contact = Sitemap « Others « RsS @i
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E My Family

My family consists of my wife, two children, Alice and Forrest, and a lovely dog, Rover, who looks after the safety of my children and help to provide them

0

with good company while | am at work.

&

»
2. Once it has been marked for move, click B8 on the Toolbar Menu to show the

selected web page to be moved (web page A).

MY JOURNEY mbobbies X | W&

3. Select the web page and a pop-up window will open to prompt for your action.

ts | _Subjectinformaton | Programs | Events

SmartPaste™

OK§Cancel

4. You can either paste the selected web page as a Section on the Navigation Bar ora
Subpage. Click OK once you have selected the option.
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Content Creation

Input text

1. Click the main block of content to insert text into the web page.

Cooking

2. Blocks are like paragraphs in a passage. To add more main blocks of content, click the

tab that is located at the bottom of the block.

my school and maintain a web page for the department.

B Education

| graduated from National Unversity of Singapore with.a B.S (Physics).
(+ &

I My Hobbies

My primary hobbies are amateur astronomy and owns an iMac. |
also own a a big 13" Dobsonian telescope. Through it | have seen
all the planets except Pluto and about two-thirds of the Messier
List. I've seen Mars and Jupiter rotate, watched Mars' polar caps
come and go, tracked several comets, and observed galaxies,
globular clusters, open clusters, reflection and absorption
nerbulae, supernova remnants, planetary nebulae, quazars, and
plenty of double and multiple star systems.

I My Family

| love teaching children physics and introduce them to the amazing Universe.

S oy @ o eduse
Teaching subjects Physics, Chemistry

Action research, use
Professional interests y
of ICTin class

Recent updates

= Blank Showcase ‘new

= Others new

= ST Accreditation ‘new

= Julian Tay lnew

= ePortfolio new:

= Thursday showcase new

= Baking new

= Social Media Course Showcase new <

= My Folic [new:
= Family

Q0

top right of every main block.
4. To delete a main block, click the Delete
main block.

To arrange the main blocks of content, click the Arrows

© icon that is located at the

9 tab that is located at the top right ofevery

11




Edit Text

’
1. To edit text e.g. change the font size or font type, click the Edit icon on theToolbar
Menu and a set of tools will be displayed on the left side of the Toolbar Menu.

0g
G0
2. Click the Format icon on the left side of the Toolbar Menu to enable theRich-
text Editor to be displayed. (Note: Do remember to refresh the page or go to another
webpage within the website to save the contents).

/=8 P m

Edt  Apps Llayout Themes Cips

Create a Text Hyperlink

1. To create a hyperlink for text, click the Hyperlink !icon on the Rich-text Editor.
2. Upon clicking, a pop-up window will open for you to enter the URL. To open the URLina
new window, click the corresponding checkbox.

\Z
Edit Link

Link to: To what URL should this link go?

© Web address (I

. Dype=n i neews broweser tabySwindow

® Email address

oxficancel

(Note: Do remember to refresh the page or go to another webpage within the website to
save the contents).

12



Upload Documents/images

Before you can insert an image/video/document into a web page, you will need to upload
the files onto your website. Do compress the file size before uploading to reduce the loading
time.

’
1. Click the Edit icon on the Toolbar Menu. A set of sub tools will be displayed on the
left side of the Toolbar Menu.

2. Click the Files Bs8icon on the left side of the Toolbar Menu to access the Files
Manager. Click Upload to upload your files.

o & /=@ ome [

Format My Folios  Files Symbols Icons Pinyins | EditHTML Masthead Edt  Apps layout Themes Cips  Site

= @ = I

Upload  Add folder

Delete

1. Alternatively, you can click the Add folder A Rakdex

your files before uploading.

con to create folders to categorise

<>
inyins | EditHTML Masthead

Upload  Add folder

Delete

= Squid = Family x | Y

Testing testing 123 223 2380 W Fi BN =N [ = 3

Foder name |

2. After which, click the Upload . icon to upload your files from your computer.

The website supports over 30 file types, including Microsoft office documents and zip
folders.

If you have over 50 images or files to upload, you can transfer them into a zipped folderand
upload onto the website.

13



Insert Documents/images

1. Toinsertimages or documents, simply drag and insert into the block of content.

Vision ) 1 t information
We aim to developWfeative problem solvers.

Vision
We aim tojdevelop creative problem solvers.

Goals
The goal pf the to achieve value-a in and
Principleg of Accounts through monitoring of

* Pupils celing in Algebra and Principles of Accounts

nswering structured POA questions

'l s

* Sec le pupils achieving mastery in algebra questions covered dunng daily Mathematics dnils

* BPDF pdf

2. To align the inserted image with the text or change the image resolution, mouse over

the image to display the Settings “tool.

3. Click the corresponding Alignment IEEEEicons to align the image to the left, right,
centre or to stretch the width of the image.

4. Click the Options Ftool to change the image resolution.

5. Toremove the image from the webpage, click the Delete nicon.
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Replacing inserted images

1. To replace images that have been placed, drag and drop the image to the image that is to
be replaced.

iy

autumn-moun blueflowers.j bluesea.jpg  butterfly- ﬂow (herry evening-beac evening-moun feet-on-flowe forest: trees]p
tain-| Iands(ap pg er.jpg ms.jpg h.jpg tain-| Iands(ap r-bed.jpg

Gld( a folder to enter. Drag and drop any other file to insert into content.

Create an Image Hyperlink

1. Mouse over the image to display the Settings“tool.

2. Click the Options tool and you will see the Image Options appear on the Toolbar.

3. On the Image Options, select Actions.

Calendar Feedback

4. On the On click column, select Link to URL to link the image to a URL. To open the URLin
a new window, click the corresponding checkbox.

5. After entering a URL into the Link to URL field, press the Enter button on the keyboard, or
refresh the page to save the changes.

15



Delete Documents/images from Files Manager

1. To delete documents/images from the Files Manager, click the Delete .icon.

S =T PP M
Edt  Apps layout Themes Cips St

Upload  Add folder

9|

Liverpool_FC. ' swiit_training.
Svg.prig pot

225px-Nadal-
POt

2. Next, click the Delete nicon located at the top left of each image/document and then
click the Delete button. (Note: You can only discard the files if you have already removed
them from your webpage. Upon removing the files from your webpage, remember to
refresh the page to apply the changes so that the delete icon will be displayed on the top
left of the image/document in the Files Manager).

Undo Changes

’
1. If you wish to undo the changes you have made, click the Edit icon on the Toolbar
Menu to display a set of tools on the left side of the Toolbar Menu.

2. Click the Format EEESSSicon on the left side of the Toolbar Menu to enable theRich-
text Editor to be displayed.

g8 0 0 @ EB@

Format My Folios  Files Symbols Icons Pinyins | EditHTML Masthead Edt  Apps layout Themes Cips  Site

LN

3. Next, click the Undo - icon on the Rich-text Editor to undo the changes. If you wishto

redo the changes you have made, click the Redo .icon on the Rich-text editor.

16



Embed Videos

1. To embed YouTube videos, click on Share, Embed and copy the iframe code
generated.

+ Add to «} Share == More sz 9

Embed

tps://www.youtube.com/embed/IS_9CA7hcCw" frameborde

<>
2. Click on the content block, and click on Edit HTML . Paste the iframe into the
code and click on Done. (Note: Do remember to refresh the page or go to another
webpage within the website to save the contents).

Reformat
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Embed Maps

1. To embed Google map, go to Google map, enter the address and click on the Search
icon. Click on the Menu icon and click on Share and embed map.
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2. Click on Embed map and the iframe code will be generated

generated.
Share link Embed map

<iframe src="https://www.google.com/maps/embed?pb=1Tm18!1m12!1m3!1d4743
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. Copy the iframe that is

<>
Click on the content block, and click on Edit HTML . Paste the iframe into the

code and click on Done. (Note: Do remember to refresh the page or go to another
webpage within the website to save the contents).

Done fCancel

Reformat
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Masthead

Every website has its own masthead. A masthead is a banner that will appear on top of
most websites.

g 0O 0 O Sl o > = B P

Format My Folios  Files Symbols Icons Pinyins = EditHTML Masthead Apps  Layout Themes

Julian Tay

4 | am a long-time amateur astronomer and the Head of Department for Science at

Sunflower Secondary
school

Sunflower Secondary School. Presently | teach Physics and Chemistry. Science HOD

Action research, use

s

| love teaching children Physics and introducing them to the amazing Universe. |
believe all children can learn and that as a Science teacher, my role is to open

their minds to be aware of how Science is making life more interesting and their
hearts to value the benefits that developments in Physics and Chemistry has Professional interests

of ICTin class

You can choose to personalize your website by inserting a banner image or text intothe
masthead area.

1. Toinsert a banner, click the Edit icon and a set of tools will be displayed onthe
left side of the Toolbar Menu. (Note: the recommended banner size is 1000px by 200px).

2. Proceed to click the Masthead —— icon located at the left side of the Toolbar Menu

to enable the masthead area to be activated for banner insertion.

]
3. Next, drag and insert the image/banner from into the masthead area. Please
ensure that the banner has already been uploaded onto the Files Manager.

(Note: Do remember to refresh the page or go to another webpage within the website to
save the contents).
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Webpage footer

The web page footer is located at the bottom of every web page. To add footer on the
bottom of every web page, follow the steps on how to insert the masthead banner.

Layout

1. To change the layout of each webpage, click the Layout .icon on the Toolbar Menu

to show the different layout styles :

2. Click any layout template to apply.

Home > Subject information

20



Built-in Apps

There are over 10 built-in applications such as Notice board and Event calendar, with the
additional widgets as listed below. Drag and insert to insert the applications.

Notice Board
The notice board feature will allow you to pin up announcements and other notices that can
be linked to other web pages.

1. Click the Apps icon on the Toolbar Menu and a range of applications will be
displayed on the left side of the Toolbar Menu.

icon into an empty space in the block of

2. Next, drag and insert the Notice Board
content.

/ = B P M

Edit Apps  Layout Themes Clips

Cogito ergo sum
Nénoig Norjoewg

Julian Tay

. | am a long-time amateur astronomer and the Head of Dep3

Sunflower Secondary
school

ent for Science at

Sunflower Secondary School. Presently | teach Physics and Che: Science HOD

L juliantay@moe.edu.sg
1 love teaching children Physics and introducing them to the amazing Ungrse. | 8years
believe all children can learn and that as a Science teacher, my role is to ope! T g Skt Physics, Chemistry
their minds to be aware of how Science is making life more interesting and their

2 . Action research, use
hearts to value the benefits that developments in Physics and Chemistry has Professional interests of ICTin class

brought to many different areas.

= o . .
i oo BN Highlights
B Education gntig
| graduated from National Unversity of Singapore with a B.Sc (Hons.) in Physics. = = = = = = == -ﬂ-|
I hold a M. Ed. (Curriculum Design and lnstructioné;pq;tgraduate degree.

I My Hobbies
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#

3. To start posting snippets on the Notice Board, click the Pencil icon and a pop-up

window will open for you to edit the Notice Board.

| [ demoaccount03.bwp3aws.url3.net/cos/o.xdc=/qql/ pagetresfifunc=edit_nboarddurid=300417 &utid=301722
Manage Notices
e Title Text
Y hige: [0
Link to:
p
J Y2 pige: [
[CpenHouse Link to:
4

4. To change the settings of the Notice Board, mouse over it to display the Settings

(8 x TEEE o B

5. Click the Options nicon to change the title of the Notice Board, as well asthe
transition period.

Title Transition

Motice Board ngh“ghts © Fade Auto Play: _SE:

® side
g MNone

6. To align the application to the left, right, centre or stretch the width, clickthe
corresponding I icons to adjust the alignment.

7. Toremove the Notice Board from the webpage, click the Delete“icon.

DNENE-=EEE0
@ Highlights

r--------n
e

21



Event Calendar

You can manage events by adding events to the calendar. (Note: You are unable to insert the
Event Calendar, Feedback Form and Photo Album into one web page. You have to createa

webpage for each of these 3 applications).

[€) [December [+] ) ) [2012[=] B3

| Mon | Tue [ Wed | Thu | Fi [ sa |
1 [+]
2 [+ ] Ea Bs [+ I3 [+ g Hs [+]
9 [+ ET) [+ EE [+ ) [+ FE) [+ 71 His [+]
16 [+ kY] [+ BT [+ T B2 [+ PI1 [+ P5) [+]
23 B2 [+ b1 [+ 13 B2z Ho2s E29

30 [+ E71 a

3. To add an event to a particular date, click the Add " ‘icon.

Day: 2012-10-18
®y Event title:

© Basic Page

@ Separator

OkBCancel

4. After an event is added to the Calendar, a web page for that particular event will be
created.

22



5. To change the appearance of the Calendar, mouse over the Calendar to displaythe

Settings “icon. Click the Options nicon to change the

calendar format, type of display for multi-day events or activate RSS feed.

Format Multi-Day Events

ol © month © Show on all dates M rss Button
Calendar

@ vear s Onhy show on Start and End dates

6. To align the application to the left, right, centre or stretch the width, clickthe
corresponding Alignment IEEEE M icons to adjust the alignment.

7. Toremove the Event Calendar from the webpage, click the Delete“icon.

IO OEREE-=0
[Tuday] |December E'

| sun | Mon | Tue | Wed | Thu | _Fi_ | sa_ |

1
2 |+ [} [+ ] Es + 13 [+ g Es
9 [+ BT [+ KT [+ E) [+ FE! + K] [+ B [+
16 [+ K [+ KT Ed1s B3 20 [+ P21 |+ [b)

My Birthday
23 [+ Y K s Bl 26 [+ ¥ [+ BT E 2
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Feedback Form

Use the Feedback Form to gather feedback on your website. (Note: You are unable toinsert
the Event Calendar, Feedback Form and Photo Album into one web page. You have to
create a webpage for each of these 3 applications.)

1. Click the Apps icon on the Toolbar Menu to display the applications on theleft
side of the Toolbar Menu.

(=]
) Feedback | . .
2. Dragand insert the Feedback icon into an empty space in a block of content.

L = B D WM 6

Edt  Apps layout Themes Clps

Your name *
Your email *

Subject *

Your feedback

s

Verification Code *

Submi]

3. Mouse over the Feedback Form to display the Settings m icon,

and click the Options nicon to edit the fields and view the number of feedback.

Fickds Emsail Nolilicalions
= Salutation CC submatter i

] Phone

M content (SR our feedback

4. To align the application to the left, right, centre or stretch the width, clickthe
corresponding Alignment IEEEE®icons to adjust the alignment.

5. Toremove the Feedback Form from the webpage, click the Delete“icon.
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RSS Feeds

The RSS feeds application allows your website to synchronise content from external URLs.

1. Click the Apps icon on the Toolbar Menu to display all the applications on the left
side of the Toolbar Menu.

2. Dragandinsert the RSS Feeds icon into an empty space in the block of content.

R3 P=]
B B8 &£ - = B = m B > B B
Photo hs Stemap Socal Page Search Notice Dowmnload Comments Mini Recent RSS TOC Multievel

Album = Widgets  Counter Box Board Center [Rating Calendar Updates Feeds Subpages
dget to display news and other information feeds from other websites - drag and insert into w.o-page.

RSS

= Benghazi review finds systematic security faults
An independent panel charged with investigating the deadly Sept. 11 attack in Libya that killed a U.S.
ambassador and three ...

= 13 surrender in lllinois fraternity drinking death
About half of the 22 fraternity members charged with hazing after a pledge died following a night of
heavy drinking in Illinois ...

= Exclusive: SPX closes in on $4.2 billion Gardner Denver deal - source
NEW YORK (Reuters) - Industrial machinery maker SPX Corp is closing in on a roughly $4.2 billion deal
to buy rival Gardner ...

= Bill authorizing 2013 U.S. defense spending edges toward completion
WASHINGTON (Reuters) - U.S. lawmakers merged the competing House and Senate versions of the
annual defense policy bill on ...

® |nouye's death leaves hole in HI political clout
The death of U.S. Sen. Daniel Inouye of Hawaii leaves open a seat in the Senate to be filled by a

Democrat, with U.S. Rep. ...

3. To change the URL where live feed is pulled from, mouse over the live feeds to display

the Settings micon. Click the Options nicon to edit the URL

and number of items to be displayed.

URL: Display

hitp:/inews. yahoo.comirssiopsts stems

W=t RS gt and icon W ot
Snippet

4. To align the application to the left, right, centre or stretch the width, clickthe
corresponding Alignment IEEEE @ icons to adjust the alignment.

5. Toremove the RSS from the webpage, click the Delete nicon.
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Download Centre
Use the Download Centre to upload documents for OPAL users to access and downloadthe
necessary attachments from the website.

1. Click the Apps icon on the Toolbar Menu to display all the applications on the left
side of the Toolbar Menu.

Download
2. Drag and insert the Download Centre BEsiSaMicon into an empty space in a block of

content.

; 75Q°Vek
¥ é:PeP‘jeh(e ‘
Ay,
+ Others » Rss ¢

Julian Tay

: | am a long-time amateur astronomer and the Head of Delag

Sunflower Secondary
school

Sunflower Secondary School. Presently | teach Physics and CNgmi Science HOD
N juliantay@moe.edu.sg
I love teaching children Physics and introducing them to the amazNg Universe. | e e St

believe all children can learn and that as a Science teacher, my role %o open
their minds to be aware of how Science is making life more interesting a\d

Physics, Chemistry

Action research, use

Professional interests

hearts to value the benefits that developments in Physics and Chemistry ha of ICT in class

brought to many different areas.

B Education © °| B More Information®&

| graduated from National Unversity of Singapore with a B.Sc (Hons.) in Physics.

1 hold a M. Ed. (Curriculum Design and Instruction) postgraduate degree.

3. Click the Add “* icon to upload documents into the Download Centre.

4. A window will open. There will be 3 attachment options: a Document/image/file, URL,
HTML page. Select one of the options. For example, if you want to upload an image, click
the Document/image/file option.

Download Center: add item

Select what type of content to add

* A document, image or file of any type.

[7] AnuRL

Acrichtext HTML page.
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5. Type the title of the attachment in the Title field, click Choose file to browse thefile
from the computer.

Download Center: add item

Title

to retain the name of the L

. 1 \| 0y
Document gpload new: | Choose File | No file chosen 0%
"IRemove » Types

6. Click Submit and the attachment will be uploaded.
7. To rearrange the sequence of the attachments in the Download Centre, click the

Arrange items ™ icon located beside the Add “icon.
8. A window with a list of items will open. Drag the items to rearrange the sequence.

LI/' Search engine

url: hitp:/fwwe . google.com

Image 1
bl o 724E

Checklist

Bl dpcx 18KE

Cancel

9. Click Submit once you are done rearranging the items.
10. To remove or edit an attachment from the Download centre, mouse over the

attachment to display the following tools: ﬂﬁ Click the corresponding iconto
perform the action.

[ Search engine s ¥, Image 1 5% E%

Checklist ¢ doox 15k

¥,
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11. To change the title of the Download centre where all the attachments are located,

mouse over the application to display the Settings micon. Click

the Options nicon to edit the title.

Title

Download Center | UdSUIMCIMEITL

12. To align the application to the left, right, centre or stretch the width, clickthe
corresponding IEEEE @ icons to adjust the alignment.

13. To remove the entire Download centre from the webpage, click the Deletenicon.

B More Information!!

7 Search engine v ¥, Image 1 /jpz 7sks

==

Checklist / doox 15k

¥,

Facebook feed

Besides RSS feeds, you can pull live feeds from your Facebook page and insert it intoyour
website.

1. Click the Apps Eicon on the Toolbar Menu to display all the applications on the left

side of the Toolbar Menu.

. FB Feed § ) .
Drag and insert the FB Feed icon into an empty space in the block of content.
3. To change the Facebook ID or adjust the settings of the application, mouse overthe

application to display the Settings _tool.
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Voting Tool

1. Click the Apps icon on the Toolbar Menu to display all the applications on the left
side of the Toolbar Menu.

Vaote

2. Drag and insert the Vote icon into an empty space in the block of content.

3. Click the Pencil A icon to create a new voting box.

4. Click the Create new button to create a new voting box.
5. Fill in the details and adjust the settings of the voting box.

Vote
Assign voting box: | -Select—- [=] or
Please select an existing voting box or create a new one
Enter details for the new voting box:
Title

Description

New choices can be added by: @ anyone © editor

Duration ° always open

© from [10/06/2013 17:06 to 10/06/2013 17:06
Show results@ to anyone after closing © never

6. To add a choice to the voting box, enter the new choice in the. Add new choice field.

Choice Your Vote
Carls Jr
KFC
Macdonalds @
Wendys
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Nice Button Widget

This widget is to create a button quickly without any knowledge of coding. The button will
be able to redirect the visitor to their respective page based on the administrators
preference.

1. Click the Apps icon on the Toolbar Menu to display all the applications on the left
side of the Toolbar Menu.

o
2. Drag and insert the Button icon into an empty space in the block of content.

Calendar  Feedback  Pheto ge eard Notice  Recent Downkad Comments Sitemap Edit  Apps Llayott Themes Clips  Site
Album on nter ~ Bosrd  Updstes  Center [ Rating

B Fancy Button

Find out
more

3. To change the URL of where the button is to link to, mouse over the widget to display

the Settings“ tool, click the Options nicon to edit the URL

E B £ 3) ﬁ[i«?rv@eu
&

EFancyButton | X | W

On dick QO po nothing

.12_'5' 1 new tab
o Javascript:

4. To change the colour, looks, label or to include an icon, refer to the section under Look,
Text and Icon and insert the necessary changes.

Look Text

Color D Size

5. To delete the button, mouse mover the widget to display the Settings

“ tool, click on the Delete Object - button to remove the

button.
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Catalog App

1. Click the Apps icon on the Toolbar Menu to display all the applications on the left
side of the Toolbar Menu.

=
2. Drag and insert the Catalog icon into an empty space in the block of content. Once
an app have been inserted, other apps will be disabled and cannot be used.

r : E 8B E E = G #i’it'ﬁé‘@u
3 lice C: earch Notbcs

Recent Downkiad Comments Sitemap Mini Vote o - Edit Apps  Layout Themes Clips Site
Updates  Center |/ Rating Calendar

ECategoryD | X | ® B3

Home} | Button | Catalog | Catalog Search | Pinup

| Category D s

« Category C
+ Category D

3. Select the category of the product and click on Submit. If a new category is required to be
created, click on New Category and key in the name of the category.

Home > Catalog > Category D
-
= Category A
Wl CategoryD - Category B
- Category C
Product Category . Category D
« OShirts
« OSkirts
« OPants
+ ®Headwear
« OBelt
s ONew Category

4. To create change the category of catalog, click on List E icon and select the category

required.
Il! Category D
[+ ]:=]
Sort By: Name v Tile FEist
0 items found. Page(s)
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5. To add a new record, click on the Add button. Fill in the mandatory fields and click on
Submit

*: Mandatory fields

“Name
“Image
Upload new: | Choose File Mo file chosen
Price $
Tag(s)
Description
B I U &x x|= - FontFamily + FontSize - (4 | 2 =
ADB@E@m ===« | & B | AW = ¥

6. Added records will be shown in the listing.

7. To edit the record, mouse over the image and click on the Editn button. Make the
necessary changes to the record and click on Submit.

[+]=]
Sort By: Name v | Tile "List
flowery hat
flower hat
R4 LT
N ()]

top hat
top hat with red ribbon.

Page(s): 1

2 items found.

8. To delete the record, mouse over the image and click on Deletem button. A notification

on the deleting of the record will be shown. Click on OK to delete.
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Pin-up Widget

1. Click the Apps icon on the Toolbar Menu to display all the applications on the left
side of the Toolbar Menu.

g
2. Drag and insert the Pin-up icon into an empty space in the block of content.
- s o /X P m

Nice: Pingp SRelog  Page Seard cial Notice  Downic Call to Edit Apps  Layout Themes GCips Si
Button Counter Box oats 3 Ci

Pm up

‘\—I 5

Title text
read more
aD

3. You can change the image by simply dragging and dropping uploaded images from the File

Manager (refer to Upload Documents/images section).
gg 2] g‘ g B8 NI ﬁ. - & / = @ ® W ®

Format  Files Gallery Symbols Icons Pinyins | Edit HTML Web Copy* RevertPage = Masthead Edit  Apps layout Themes Clips  Site

autumn-moun | blueflowersj  blue-sea.jpg hutterﬂ/ﬂow SR e T onflowe foresttroestp moutsinfil | monkaitian moasive pIENGRENA! pupleflower  red Sixinde:: seMEW 00
tamlandscap P r.Jpg ms.jpg h.jpg tanlandscap r-bed.jpt d.ipg dscape.jpg ripg th-leaves.jpg s.Jpg aves.jpg

Oﬁckaﬁ:)hiatoama "ta;alddmpmyoﬂ'elklolm’lm(omn{mt

Title text
read more

4. To change the settings on the widget, mouse over the widget and click on the More Settings [ © |
icon

Pin-up  Text Align % picture Title Caption % Link

rg;"._.'&! 1=t O @ @ gight Titetext ~~___[llcaption text (8 /v _commontown.com |
TR Size/Color @ = - .
P

ILI Pin up

............................ @ App: Pin-up

Caption text

read more
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Site Logo Widget

P &
1. To insert the widget, click on Edi, and click on Mastheadlssl to enable the
header area.

2. Click the Apps icon on the Toolbar Menu to display all the applications on the left
side of the Toolbar Menu.

a
3. Drag and insert the Site Logo icon into an empty space in the masthead blog.

A
4. Click on SitellE&3ll, and click on Set Profilel# and the Set Profile window will appear.

5. Fill in the Display Name, upload a Logo image, and insert the company Slogan and click on
Update to save the changes.

Display Name

————]
18%

Logo - upload new: ORISR W No file chosen

B Remove » Types

In my defence what is there to sa -

Y
Slogan A1l the mistakes we made, have to face |

Other Applications

1. Toinsert other built-in applications, simply click the Apps icon on the Toolbar
Menu to display all the applications on the left side of the Toolbar Menu.
2. Dragandinsert the application icons into an empty space in the block of content.

3. To access the Settings “of each application, mouse over it to

display the tool.

(Note: Do remember to refresh the page or go to another webpage within the website to
save the contents).
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Website Properties

Click the Site illsllicon on the Toolbar Menu to access the website properties thatare

Settings  Friendly Access Usage
URLs Control Quota

displayed on the left side of the Toolbar Menu:

Site Settings

Under Site settings, you can activate Drop-down lists for Subpages, Printable button, RSS
feed and insert Google Analytics ID.

1. Click the Settings
checkboxes.

icon to access these settings and click the relevant
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UDIE
Site Settings

Site drop-down menu

RSS button

Printable button

Google™ Analytics
Account ID

EVETITS

ONo ®Yes (Show on homepage)

ONo ®Yes

UpdatefiCancel
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Friendly URLs

A friendly URL is a Web address that is easy to read and includes words that describe the
content of the web page. This type of URL can be "friendly" in two ways - 1) it can help
visitors remember the Web address, and 2) it can help describe the page to searchengines.

The website has auto-generated friendly URLs, however, if there is a need to change the URL

of a web page, you can edit the URL by clicking the Friendly URLs

< Return

Manage Friendly URLs

ham:unu the FI |F\LI page wil also auhlmahcall-, chanue the F\ JRLs of all its subpages.

- 5 C Cl 0
. n' :I i rch box to search and indude them.
.
+ FURLs are not case sensitive.

Title New FURL Current FURL
E Achievements fachievements

B Subject information fsubject-information

E Programs fprograms

E Events fevents

Sl EL IS enter page title to search Q
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Set Access
The website main administrator has the ability to authorise website sub administratorsto
edit certain web pages.

Set
1. Click the Set Access Ilsasllicon to assign sub administrators’ rights. This function is

only applicable to Subject Websites.

< Return
Access Control

s can edit which pages.
) vel 4

be evel @ setting of the higher level.

y set by the parent page.

Page Who can edit?
B Art Change»
B Important Information Change»
B Art Calendar Changex
E A Guide to Arts Education Change»
Change»
Change»
Change»
Change»
sical Education (PE), ... Change»
B Programme Change»
E Art Elective Programme (A ... Change»
[E Past Events Change»
E Implementa ised ... Changex
E Implement: workshop 0 ... Change»
5 Change»
Change»
Change»
Change»
g Change»
B Art & Musi tion ... Change»
E Primary Change»

E 2nd Priman Change»




2. Click the Change L button that corresponds to the section of the website that
you want to assign a website sub administrator to. A list of all the sub administrators
assigned to the website will appear.

Select new settings

= Select an editable setting for each user.
= (Click [Submit] to accept the changes.
= (Click [Editable] (upper left comer) to view the editable settings of all pages.

Inherit

Who Editable? Follow the setting of

parent page.

2 HQ Demo 1 @ves @rio ®

2 Website Subadmin 01 = ® Yes @ To
2 Website Subadmin 02 ® Yes @ no
2 Website Subadmin 03 @ Yes @ lio
2 Website Subadmin 04 ® Yes @ no
2 Website Subadmin 05 ® Yes @ no
2 Website Subadmin 06 @ Yes @ Ho
2 Website Subadmin 07 @ Yes @ o
2 Website Subadmin 08 = ® Yes @ no
2 Website Subadmin 0o ® Yes @ no
2 Website Subadmin 10 ® Yes @ lio

2 Website Subadmin 11 ® Yes @ no

@ 0@ @ @ @ @ O @ @ @ O @

2 Website Subadmin 12 ® Yes @ no

3. To assign a sub administrator to be able to edit the selected webpage, click the Yes
option corresponding to the sub administrator. Sub administrators who are allowed to
edit the assigned webpages will be listed on the Access Control page.

« Return

Access Control

bruol Editable

This module controls which administrators can edit which pages.
= Top 3 levels of pages can be set. Pages beyond level 4 ws the setting of the higher level.
= Dimmed-out administrators’ name are those already set by the parent page.

Page Who can edit?
B Art Change»

B Important Information Change» X 10 Demo 1
B Art Calendar Change» 2 10 Demo 1
B A Guide to Arts Education Change» X HoDemo 1

E Tote Board Arts Grant Change» X HODemo 1

(Note: Sub-administrators will automatically be able to edit any subpages under the
webpage assigned to them. Main administrators have to disable the editablity of the
subpages manually if they wish to prevent a sub-administrator from editing certain
subpages. To do so, click the No option corresponding to the sub-administrator after
selecting a subpage.)
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Usage Quota

Click the Usage Quota gicon to check the amount of disk space you have usedon
the website.

Usage Quota: Teacher Journey

Quota Usage Remaining

Diskspace 500MB oMB 500MB

Pages
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