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User Guide Introduction 
 

This User Reference Guide provides you with an introduction to the basic features 
of the Foxbright for Schools software.  It is intended for Content Publishers and 
Content Editors—people who add content to the web site.     
 
In this manual contains helpful information on basic web page construction.  It 
contains many screen shot images to assist the user, as well as an easy to follow 
format.   
 
The Foxbright for Schools User Guide is broken into the following sections: 

 
 A brief look into good web page design with an example of a well-designed 

page and a poorly designed web page.   
 
 The five step process, the process by which you add content into the CMS 

software and make it available for the public to see.   
 

 Adding text and the formatting buttons you can use to change the look of the 
text that you insert 

 
 Inserting images and the three step process to do this, including Resizing, 

Uploading and Inserting.   
 

 Inserting links and the various types of links that the CMS software allows you 
to make, from external linking to anchor linking.   

 
 How to hide and unhide web pages. 

 
 Adding, moving and deleting web pages.  This section is intended for those 

people who have these rights. 
 

 
This manual accompanies the Content Publisher and Content Editor Training 
offered by Foxbright for Schools.  Web Administrators learning about the roles of 
Content Publishers will also use this manual in their Web Administrator 
Introduction training. 
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Web Pages Style Sheet  
 

Well designed web pages are a must for a successful site.  If good content is added 
to a page, but the layout is poor, the page will not be received well by the public.  
Here are some web site design recommendations for text and layout followed by 
good and bad examples. 

Text Guidelines 
 

Condense your text into sections divided by white space to make your web page 
easy to read.  Use headers to help the reader quickly understand what is included in 
the page and what is most important.   
 
Left justify all of your headers and text—don’t center headers or indent your text as 
you would in a printed document.  Use text that is easy to read but not too big.  
Likewise, use similar fonts that support the overall look of the site.   
 
Don’t underline text since this indicates that the text is a link.  All caps should be 
reserved for headers.  Bold shouts, while italics whisper.  Too many colors can 
distract a person from the text itself. 
 

Rules for Layout 
 

The overall layout of the page needs to be easy to take in with a clear focal point.  
On a website, the eye is naturally drawn to the upper left hand corner of the screen, 
unless, for example, an eye-catching graphic pulls the eye to the right.   
 
Maintain consistent colors, fonts, and column layouts throughout the site.   
 
Use bulleted lists, headers, and images to separate text.  White space not only 
separates items on a page, it can draw attention to areas as well.  Similarly sized 
images help in clean design.  Make sure that it is clear where links will take a 
visitor.  
 
Less is often more.   
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Figure UG - 1: Page with Bad Formatting 
 

 

 
 

Figure UG - 2: Same page with Good Formatting 



Foxbright for Schools  User Guide 
________________________________________________________________________ 
  

________________________________________________________________________ 
 
User Guide                                                                                                              Page UG-5 

 

The Five Step Process 
 

The Five Step Process allows you to make changes to a page and to make the 
content available to the public.  This is the basic process for using the Foxbright for 
Schools CMS software.  Once you understand the Five Step Process, you will 
understand the basics for adding content and changing content on the web site. 
 
The Five Step Process includes the following five steps: 
 
STEP 1:   FIND 
 
STEP 2:   EDIT 
 
STEP 3:   SAVE  
 
STEP 4:   PREVIEW 
 
STEP 5:   PUBLISH  

Step 1:  Finding the Page 
 

The first step in the Five Step Process is FIND.  This step includes searching for the 
page that is edited in the next step.  After logging in from the CMS Control Panel, 
find the page by clicking on the plus (+) signs in the tree to navigate to the page. 

 
1. Open the CMS Control Panel by typing /admin after the home page web 

address.   
  
2. Type in your username and password to enter the CMS Control Panel. 
 

 
 

Figure UG - 3: The CMS Control Panel 
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3. Click the Web Pages tab. 
 

       Note:  You will only see the pages that you have rights to edit. 
 

 
 

Figure UG - 4: The CMS Control Panel with the Web Pages Tab selected 
 

 
4. Click on the plus (+) signs to navigate to the page you want to edit.  You may 

need to click on multiple plus (+) signs to find your page.  

Step 2:  Editing the Page 
The second step in the Five Step Process is Edit.  In this step you will add content 
to your page. This section of the manual will briefly cover this step.  Refer to later 
sections on adding text, images and links for information on adding these items. 

 
1. From the Web Pages page, click Edit. 
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Figure UG - 5: Clicking Edit to enter the Content Area 
 

  
2. Add or edit your text.  You can also insert images and links.  Following 

sections of this manual cover formatting text, adding images, and adding links 
in more detail. 

Step 3:  Saving the Page 
 

The third step in the Five Step Process is Save.  While you are adding your text or 
images in the content area, you can save your work.   You have four buttons to 
choose from at the step including Save, Finished, Cancel, and Revert to Published.  
An explanation of each of these buttons is listed in this section.  

 
1. Above the Content Area are four buttons you can use to save work and 

remove saved work. 
 

 
 

Figure UG - 6: Four buttons used in the Save step 
 

 
 The Save button saves your work and allows you to keep editing your 

page. 
 

 The Save & Preview button saves your work and opens a preview page 
for you to see your work as it will look to the public.  You may need to 
disable your pop-up blocker for this feature to work correctly. 

 
 The Finished button saves your changes and returns you to the CMS 

Control Panel where you can preview the page.   
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 The Cancel button removes all work done since the last save.  All work 
after that save is deleted. 

 
 The Revert to Published button removes all work done since the last 

publishing.  Publishing is covered in Step 5. 
 

2. Select the appropriate button. 
 

Note:  In this example, we will click Finished to save the work and 
move to the CMS Control Panel where you can preview the page. 

 

Step 4:  Previewing the Page 
 

The fourth step in the Five Step Process is Preview.  Here you can check and make 
sure the page looks as you would expect before publishing it.   
 
Important!  Always preview your page to ensure that it looks as expected. 

 
1. Simply click Preview. 

 

 
 

Figure UG - 7: Clicking Preview to preview the page 
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2. A preview of the page opens in a new window and gives you a chance to 
review the page before it is published.  View Figure UG - 8 for an example of 
this window. 
 

 
 

Figure UG - 8: The Preview Page 
 
 

3. When you are done previewing the page, close the preview window. 
 

Step 5:  Publishing the Page 
 

The fifth step and last step in the Five Step Process is Publish.  If you are a Content 
Editor, you will prepare the page to be published by a Content Publisher.  If you are 
a Content Publisher, you will publish the page so that it can be seen by the public.  

  
Content Editor 
 

Content Editors alert the Content Publishers that the page is ready to be published. 
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1. Click Ready to Publish. 
 

 
 

Figure UG - 9: Content Editor—Clicking Ready to Publish 
 

2. At this time, the public does not see the change.  An email is now sent to a 
Content Publisher, telling him or her that the page is ready to be published to 
the public. 

 
Content Publisher 
 

Content Publishers can publish a page without clicking Ready to Publish.  They 
can publish both their own pages as well as pages that Content Editors have 
prepared.  When Content Editors click Ready to Publish, Content Publishers will 
receive an email letting them know that Content Editors have edited pages and need 
them to publish their pages. 

  
1. Enter the CMS Control Panel and click on the Web Pages tab from the menu 

at the top of the screen. 
 

2. Find the page.   
 

3. Check the check box in front of the page name and click Publish Selected. 
 

 
 

Figure UG - 10: Content Publisher—Clicking Publish Selected 
 

4. The check box will disappear.  Now the public will see the change. 
 
You have now completed the Five Step Process. 
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Adding Text to a Web Page 
 

If you add content from Microsoft Word documents or other web pages on the 
Internet, you will need to remove the formatting codes in them prior to inserting the 
text into a school web page.  Removing the formatting codes is important.  If you 
don’t remove the codes, you will not be able to use your pre-formatted fonts which 
are essential to creating a uniform look across all the district pages.  The steps 
below will guide you in how to do this. 

 
1. Select the text you want to transfer to the district page. (Ctrl + A will select 

all of the text) 
 

2. Copy the text. (Ctrl + C) 
 

3. Click Web Pages from the top of the Administrative Page. 
 

 
 

Figure UG - 11: The Web Pages Tab 
 
4. Click Edit next to the page in which you want to add text. 

 
5. Click the Paste as Plain Text button. (the clipboard with a T.) 

 

  
 

Figure UG - 12: The Paste as Plain Text button 
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6. Use the drop-down formatting menu for access to your website’s pre-

formatted fonts.  Using these fonts keeps your district web pages looking 
uniform.  Note the heading choices in Figure UG - 13 below. 

 

 
 

Figure UG - 13: Formatting Styles drop-down menu 
 

7. Other formatting buttons are available for use.   
 

 
 

Figure UG - 14: Content Area Toolbar 
 

 
They these buttons allow you to: 

 
 Bold 

 Italics 

 Underline 

 Superscript 

 Subscript 

 Remove Indent 

 Indent  

 Bulleted List 

 Numbered List 

 Horizontal Line 

 Undo 

 Spell Check 
Other buttons will be covered in later sections of this manual. 
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Adding Images to a Web Page 
 

Adding an image is a three step process.  First prep the image and resize it to a 
proper size for use on the district web pages.  Second, upload the image to the 
website.  In the third step, insert the image into the page.   
 
Note:  Use Step 2:  Uploading Images to upload other files as well such as PDFs,  
Word documents and Excel spreadsheets.   

 

Resizing Your Image 
 

Before you can use an image, you must prepare it for use on the district web page.  
This process involves resizing the image down to the width of the Content Area.  This 
step is very important.  If the image is too large, it will break the template or slow the 
download speed of the web page. 

 
Use the web site http://photos.foxbright.com to resize the image. 

 
1. The image needs to be in an electronic format, either on your computer, a CD-

Rom, or other storage device. 
 

2. Open an internet browser and go to the website 
http://photos.foxbright.com.  

 
3. Click Open Image and browse to your image.  Select your image and click 

Upload this image.  
 

4. Click on the Resize Tool to resize your image,  
 

5. Enter the desired width for your image.  For most content areas, widths of 
600 pixels or less are preferable.  There is no need to enter the height.  It 
will be calculated automatically for you based off of the width that you 
entered. 

 
6. Click on Apply.  
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Figure UG - 15: Adjusting your image to 500 pixels wide 
 

7. Click Save in the upper left hand corner of the screen. 
 
8. Click Save File to save your image back to your computer. 

 

 
 

Figure UG - 16: Clicking Save File 
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Uploading the Image 
 

Now that the image is resized, it is ready for uploading.  In this example we will 
upload a picture of the school board. 
 
Note:  These steps are also used to upload PDF files, Word Documents and other 
files that you would like to link to from the web site. 

 
1. Click Images/Files from the top of the Administrative Page. 

 

 
 

Figure UG - 17: The Web Pages Tab 
 
 

2. Click Add File. 
 

 
 

Figure UG - 18: The Add File button 
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3. The Add File screen opens.  Select the Category where you want to save 
this image (or file). 

 

 
 

Figure UG - 19: Category drop-down menu 
 

4. Give your image a Name and a brief Description. 
 

5. Click Browse, and browse to where the image (or file) is currently saved. 
 

  
 

Figure UG - 20: Browse to find image/file 
 

6. Click OK to select the file.  The file will now appear in the window. 
 
7. Click Save.  
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Inserting the Image into a Web Page 

 
Once the image is uploaded, it is ready to be added to a web page.  

 
1. Click Web Pages from the top of the Administrative Page. 

 

 
 

Figure UG - 21: The Web Pages tab 
 
2. Click Edit next to the page in which you want to add the image. 

 
3. Click within the content to place the cursor where you would like the 

image to appear. 
 

4. Click the Insert/Modify Image button.  
 

  
 

Figure UG - 22: The Insert/Modify Image 
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5. Select the Category of the file that you want to insert.  It may be necessary 

to click Apply Filter.  Here we will select the Logos category. 
 

  
 

Figure UG - 23: The Category drop-down menu 
 

 
6. Select the image by clicking on either the image name or the thumbnail 

image. 
 
7. Enter the Image Description.  Foxbright CMS requires that an image 

description be supplied when adding any new image to the website.  This 
description will be read when users with disabilities access your site.  
Please ensure that the description that you enter is helpful. 

 
8. Click OK or click on the appearance tab to format the appearance of the 

image. 
 
9. The image will now appear in the Content Area.  This change will not 

appear to the public until the page is published. 
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Deleting Uploaded Images and Files 
 

Only certain users will have rights to delete images that were uploaded to the web 
site.  These users will see the Delete link as is shown in Figure UG - 25 below. 

 
1. Click Images/Files from the top of the Administrative Page. 

 

 
 

Figure UG - 24: The Images/Files Tab 
 
 

2. To the far right of the image or file name, click Delete. 
 

 
 

Figure UG - 25: Deleting an image or file 
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3. Confirm the deletion by clicking Delete again. 
 

 
 

Figure UG - 26: Confirming the Deletion 
 

Warning!!  This deletion is permanent.  If the image appears on the website, 
and the image is deleted, the image will be permanently removed from the 
website.  If there is a link to a file, and the file is deleted, the link will no 
longer function correctly. 

 

Adding Links to a Web Page 
 

You can add several different types of links to your web page.  You can add links 
to: 
 

 An external web page 
 

 Another web page on the district website 
 

 An image or file uploaded to the district web site (such as a .PDF) 
 

 An identified location on the same page (anchors) 
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Adding a Link to an External Web Page 
 

You can add a link to a web page outside of the district pages.  In this example, we 
will link to the website http:///www.google.com.  
 
1. Click Web Pages from the top of the Administrative Page. 

 

 
 

Figure UG - 27: The Web Pages Tab 
 

2. Click Edit next to the page you want to add the link to. 
 
3. Type the text that will be hyperlinked and select it. 

 
4. Click the Insert Web Link button.  

 

 
 

Figure UG - 28: The Insert Web Link button 
 
 

5. The Insert/Modify Link window, like the one in Figure UG - 29, will open. 
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6. Type the URL of the external website in the URL field. 
 

 

 
 

Figure UG - 29: The URL field 
 
 

7. Type a Title (what the visitor sees if he or she hovers over the link), if desired.  
This is not a required field. 

 
8. Select Open in new window (blank) from the Target drop-down menu so 

that the website opens in a new window. 
 

 
 

Figure UG - 30: The Target drop-down menu 
 

9. Click OK. 
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10. Once you publish this change to the public, when you click on the link, the 

external website will appear.  
 

 
 

Figure UG - 31: An external web site link window 

Adding a Link to a Page Within the Site  
 

You can add a link that will take users directly to another page within your web 
site. 

 
1. Click Web Pages from the top of the Administrative Page. 

 

 
 

Figure UG - 32: The Web Pages Tab 
 

2. Click Edit next to the page in which you want to add the link. 
 
3. Type the text that will be hyperlinked and select it. 
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4. Click the Insert Web Link button to open the Insert/Modify Link window. 

 

 
 

Figure UG - 33: The Insert Web Link button 
 

 
5. Click on the Select a page tab 

 

 
 

Figure UG - 34: The Select a page tab 
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6. From the Category drop-down box, select the main navigation header where 
the page you would like to link to is located.  

 
7. Scroll through the list to find the exact page that you would like to link to, and 

click on the hyperlink path of the page. 
 

 

 
 

Figure UG - 35: Select page path 
 
 

8. Click Insert. 
 
9. Once this page is published, when you click on the link, the new page will be 

viewed in the same window as the original page. 
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Adding a Link to an Image or File Uploaded to the 
District Web Site 

 
You can add a link to an image or file (such as a .PDF) and open it up in a new 
window.  You must upload the image or file first.  For information on these steps, 
see the Adding Images to a Web Page section. 

 
1. Click Web Pages from the top of the Administrative Page. 

 

 
 

Figure UG - 36: The Web Pages Tab 
 

2. Click Edit next to the page in which you want to add the link. 
 

3. Type the text that will be hyperlinked and select it.   
 

Note:  In this example we will be adding a link to a financial report.  You 
could also add a link to an image that you would like to open up in a new 
window. 

 
4. Click the Insert/edit Link button. 

 
 

 
 

Figure UG - 37: The insert/edit link button 
 

5. The Insert/edit link dialog box will appear like the one shown in Figure UG - 
38.    
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6. On that dialog box, click on the Select a file tab. 

  
 

Figure UG - 38: The Select a file tab 
 

 
 

7. Select the Category where the file resides. 
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Figure UG - 39: Select the file category 
 
 

8. From the list that displays click on the title of the file that you would like to 
link to.  It is also possible to click on View to preview the document. 
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Figure UG - 40: Select the filename 
   
9.  The Link URL is automatically filled in with the link to the file that you have 

chosen. 
 
10. From the Target drop-down box, select Open in a new window (_blank).  
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Figure UG - 41: Select link target as new window 
 
11. Click Insert. 
 
12. Once this is published, when you click on the link the image or file will open 

in a new window. 
 

Adding Links within Your Page (Anchors) 
 

Anchors allow you to mark areas within a page so that a visitor can jump from one 
section of a page to another section of the same page.  For example, you may wish 
to have a link at the bottom of the page that moves the website visitor automatically 
to the top of the page.  Or, you might create anchors at all major content areas of a 
page and link to them from the top of the page, thereby allowing the visitor to 
quickly move down to that area of the page. 
 
Adding anchor links is a two step process.  First you create the anchor (the area of 
the page to which you are linking).  Next you create the link on the page that links 
to this anchor. 
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Step 1—Creating an Anchor 
 

Create an anchor on the page where you want the visitor to link to; this will be his 
or her end destination.  For example, if you create a Top of Page link that will link 
you from the bottom of the page, create an anchor at the top of the page. 

 
1. Click Web Pages from the top of the Administrative Page. 

 

 
 

Figure UG - 42: The Web Pages Tab 
 

 
2. Click Edit next to the page in which you want to add the link. 
 
3. Place your cursor in the area of the page that you would like the visitor to link 

to.  This is the location on the page where you will add the anchor. 
 

Note:  In this example we will create a Top of Page anchor.  In Step 1 we will 
create an anchor at the top of the page.  In Step 2 we will create the link to this 
anchor.   
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4. Click the Anchor button.  It looks like an anchor. 
 

 
 

Figure UG - 43: The Anchor button 
 

 
5. The Insert Anchor dialog box will open.  Type in an Anchor Name.  

Because we are creating an anchor that will take the visitor to the top of the 
page, we will call it TopofPage.   

 
Warning!  Do not use spaces in your Anchor Name. 
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6. The Anchor symbol now appears in the Content Editor.  This symbol will not 
appear on the published page. 

 

 
 

Figure UG - 44: The Anchor symbol 
 

Step 2—Adding the Anchor Link  
 

In the second step add a link that moves the visitor to the location of the anchor you 
added in Step 1. 
 
Note:  In this example we will add a link at the bottom of the page that will link to the 
TopofPage anchor we created in Step 1. 

 
1. Type in the text of your anchor link.  In this example, we will type Go to top 

of page. 
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2. Select the text and click on the Insert Hyperlink button. 
 

 
 

Figure UG - 45: The Insert Hyperlink button 
 

3. Click on the Anchors drop down box and select the anchor entitled 
TopofPage.  

 

 
 

Figure UG - 46: Typing in the Anchor Link name 
 
 

4. Click OK. 
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5. Click on Finished and publish the page. 

 
6. Once this page is published, click on the link text.  You will move to your 

anchor location 
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Hiding and Unhiding Pages 
 
Let’s say you have created a page and you don’t want the public to see it for some 
time, but you also don’t want to delete the page completely.  Hiding will allow you 
to choose to “hide” a page and then “unhide” it at a later date when the page is 
relevant again.  This is helpful with, for example, seasonal pages, such as 
Halloween or spelling bee pages.   

Hiding a Page 
 
When you hide a page, the page remains on the CMS Control Panel; however, the 
page name is grayed out, indicating that the page is hidden.  After you hide a page, 
the change must be published so that the public does not see the page any more. 
 
1. Click Web Pages from the top of the CMS Control Panel. 

 

 
 

Figure UG - 47: The Web Pages Tab 
 
2. Click Hide next to the page you want to hide. 

 

 
 

Figure UG - 48: Clicking Hide 
 
3. The page name is now grayed out indicating that it is hidden.  You must 

publish this change so that the page is hidden from the public. 
 

 
 

Figure UG - 49: Hidden Page grayed out 
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Unhiding a Page 
 
1. To unhide a page, click on Show.   

 

 
 

Figure UG - 50: Unhiding a page 

Adding, Moving and Deleting Pages 
 

Selected users have rights to add, move and delete pages. 
 

Adding Pages 
 

Any page that is added will also be added to the appropriate navigation.   
 

1. Click Web Pages from the top of the Administrative Page. 
 

 
 

Figure UG - 51: The Web Pages Tab 
 

2. Click the plus (+) signs to navigate to the page to which you would like to 
create a sub-page 

 
3. Click Add Page. 
 

 
 

Figure UG - 52: Clicking Add Page 
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4. Type the name of the page in the Page/Menu Name field and press Tab.  The 
other required fields will fill in automatically. 

 

 
 

Figure UG - 53: The Add Page screen 
 

5. Additionally, if your school district has several Page Layout choices, you 
may need to choose a different page layout. 

 
6. Optional:  In the Keywords field, type in a word or phrase describing items 

that will be included on this page, but may not be obvious from the title of the 
page. For example, on a page called Board of Education, a good keyword 
might be minutes if the page included meeting minutes.  This keywords 
information is used when a visitor searches the entire web site for a page. 

 
7. Scroll to the bottom of the page and click Save. 

 
8. The page cannot be seen by the public until it is published.  For details on how 

to add content to and publish this newly created page, see the five step process 
earlier in this manual. 

 
Important!  The pages will appear in the menu in the order that they are 
added.  If you are adding multiple pages, add the page that you would like to 
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appear at the top of the menu first.  Otherwise, you will need to move the 
pages after you add them. 

Moving Pages 
 

You can move pages up and down in the CMS Control Panel with one easy click.  
Once published, these changes will also be reflected in the live pages’ menus. 

 
1. From the CMS Control Panel, click Web Pages.  Click the plus (+) signs to 

navigate to the page that you want to move. 
 

2. Click on the arrows to the left of the names of the pages.  The up arrow (▲) 
will move the page up in the navigation.  The down arrow (▼) will move the 
page below the page below it.   

 
Note:  In below, we clicked the down arrow next to the Newsletter page to 
move it below the Library Media Center page.  

 

 
 

Figure UG - 54: The Up and Down arrows 
 
3. You must publish this change for the public to see it.  For more information 

on how to publish a page, refer to the Five Step Process earlier in this manual. 
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Deleting Pages 
 

Deleting pages is easy, and you if you change your mind before the page is 
published, it is also easy to un-delete. 

 
1. From the CMS Control Panel, click Web Pages.  Click the plus (+) signs to 

navigate to the page you want to delete. 
 

2. Click Delete next to the page you want to delete. 
 

 
 

Figure UG - 55: The Delete Link 
 

3. Confirm that you want to delete the page by clicking Delete Page.  
 

 
 

Figure UG - 56: The Confirm Delete Page 
 
 

            Important!   When you delete a page, you also delete all the sub-pages below 
it. 

 
4. You must publish this change for the public to see it.  For more information 

on how to do this, refer to the Five Step Process earlier in this manual. 
 

Note:  If you change your mind, you can always click Restore next to the 
page name, and the page will no longer be ready for deletion. 
 

 
Figure UG - 57: Clicking Restore 

 
Important: You cannot restore a page once the deletion is published. 


