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For the most reliable experience it is recommended that you use Google Chrome
or Safari when administrating your school website.

Should you experience any problems please email Richard Ellis at

richard.ellis@openair.systems for assistance
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How to log in and out

1. In your internet browser type in your school’s website address followed by /

® D - " — w X ' I+ Wordfence activ

C @ www. .croydon.sch.uk/login

2. You will now be re-directed to a login window. Enter your login details as supplied to
you and press the blue Log In

3. You will now be redirected to the admin area of your website called
the DASHBOARD as seen in the example below - what you see may
vary slightly from the supplied image.

School Dashboard Shortcuts




4. To log out simply click on the HOWDY or Hi, Office User wording found in the top
right hand corner of the dashboard in the black menu bar and from the drop down
menu choose Logout.

Office Admin

Edit My Profile
Log Out




How to use the School Calendar

Adding a new calendar event

1. On the School Dashboard Shortcuts area under the calendar section click on the button
Add New School Calendar Event circled in red in the screenshot below (alternatively you
can click on CALENDAR menu found in the left hand menu bar and then click on the Add

School Dashboard Shortcuts

School Letters and Policies Help Section

Add New School Letter or Policy

Click here for help and advice
Edit / Delete School Letters and Policies
Quick Guide: Here's the 4 steps for adding a new Letter or Policy once you've

clicked on the "Add New School Letter o Policy’ shortcut button

School Newsticker

Add / Edit School Newsticker Items

School Calendar

= e T T e = i
Add New School Calendar Event < e
e —— =

Edit / Delete School Calendar Events SSEHMSER g PR

2. A new window will open (shown below). In the section under Add New Event, click your mouse into the
box that says Enter title here and type in the title of your new calendar entry. Keep it fairly short e.g.

‘School Trip to the Museum’

Publish

3. Ifyou'd like to add a bit more information about your event scroll down to the large empty
content box below the title section, underneath the formatting toolbar. Click your mouse into
this empty space and simply add your additionaltext. Please note that for some schools on a
different calendar system the way to add extra info is by adding your text to the smaller area



4. Next scroll down the page a little to the calendar timings area (see screenshot
example 1), here you can change the start/End times and/or mark an event as an All
Day Event (you can ignore all the venue, location and organisers info below this as it
is not required). Again for some schools on a different calendar system this area will
present you with an actual calendar board. Just click on a date and a little pop up
window will appear (as shown below) that will then allow you to add start/end times
or setit an All Day Event. Once you’re happy with your choices click on the ACCEPT
button. See screenshot example 2.

Example
The Events Calendar

TIME & DATE

2018-11-25 8:00am to 5:00pm 2018-11-25 I :

All Day Event

LOCATION

Example

Calendarize

Mon Tue wed
Calendarize Events



5. Now that you have entered all your calendar event details scroll up the page again
and over on the right hand side under the little box called Event Categories
(example screen
1) or in some case called CALENDARS (example screenshot 2) click on a calendar
event category (e.g General Events) tick just one of the categories that best fit your
calendar entry and then press the PUBLISH button above to make it go live and wait
for 10 seconds or so for the page to refresh itself. You can add your own event
categories so the image below might vary from what you currently see.

Example

Click on an event/calendar Category Event Categories
Word count: 0 before YOUI’ SCI’O” Up and CIICk on the All Event Categories Most Used

Publish button \
Reception
The Events Calendar A Trips

Year 1

TIME & DATE Year 2

Year 3

Year 4

Start/End 2018-11-25 8:00am to 5:00pm 2018-11-25 Time Zone: Europe/London Year 5
ear

All Day Event Year 6

+ Add New Event Category

L AAATIAM

Example

Calendars A
All calendars Most Used

Christmas Events
General School Dates
Nursery

Parent Meetings
School Assemblies
Term Dates

Week Events

+ Add calendar



6. To make sure your new calendar entry has gone into the calendar successfully move
your mouse to the top left corner of the dashboard screen (black menu bar along the
top) and click on your school name, this will take you to the front-end of your

@ The Name Of My School

@ Dashboard Dashboard
@) News Tickers

Calendar

E School Letters and
Policies

7. Once here find your school calendar page in the usual way and just check to see if
your entry is showing on the calendar. Once you’ve finished checking you can either
log out or go back to the dashboard admin area by clicking on the your school name
in the top black menu bar again.

Editing or deleting a calendar event

1. On the School Dashboard Shortcuts area under the calendar section click on the button Edit / Delete
School Calendar Event circled in red in the screenshot below (alternatively you can click on CALENDAR
menu in the left hand menu bar and then click on the submenu called Events.)

School Dashboard Shortcuts

School Letters and Policies Help Section

Add New School Letter or Policy

i
Edit / Delete School Letters and Policies

School Newsticker

School Calendar

£dit / Delete School Calendar Events it gt

2. You are now presented with a list of all the calendar entries that have been added to the
system. Hover your mouse over one of the calendar entries and a menu will appear
directly underneath it giving you the option to EDIT or TRASH an event. By pressing the
EDIT button you can open up the entry and edit the areas you wish to change. Choosing

the TRASH option
will place the event into the BIN tab. Please remember that If you choose to edit an entry



Dashboard

News Ticker

School News Posts

School Calendar

Eve N{S Add new event

Published Draft Trash (.
Bulk Actions § | Apply All dates v
Title Start
Bank Holiday May 4, 2015
Edit Quick Edit Trash

View

Move this item to the Trash

~NaC

Children return to school January 5, 2015

Event




How to use the News Ticker

Adding, Editing and Deleting a news ticker item

1. On the School Dashboard Shortcuts area under the Newsticker section click on the button Add
New School Calendar Event circled in red in the screenshot below (alternatively you can click
on News Tickers menu found in the left hand menu bar and then hover over the news ticker in
the list and click edit.)

School Dashboard Shortcuts

School Letters and Policies Help Section

Add New School Letter or Policy

School Newsticker

School Calendar

Add New School Calendar Event D T —

Edit/ Delete School Calendar Events - B

2. On the new screen that opens you will see all your current news items listed down the
right. To edit one, move your mouse over it and click on the COG button as shown in
the screenshot below. To delete an existing news item click on its BIN/DELETE. To
change the order in which your news item shows click and hold on the three line icon
and drag the news item to where you want it. To add a new item click on the ADD
ITEM button to add a new news item, choose Default layout option to add it to your list
and then edit it. Once finished click on the SAVE DITTY button.

Save Ditty

Welcome to our new school website We will be adding

Click Add Item
to add a new
Add Item ‘— R
news item
&  thisis atest B D W =
& Welcometoourn.. & % @ = Click on COG

icon to edit an
existing news

& Wewillbeadding.. 8 ¥ @ @ = .
e wi e aaaing (L |tem_



3. When editing a news item or adding a new one simply add or edit the text in
the CONTENT area, you can also add a link in the box below that by simply
adding a website address e.g. www.bbc.co.uk

dworking Beaumont is an Outstanding schc m
Edit or add your
s
Welcome to Beaumont Primary schoa CO NTE NT teXt

Content © box. Add a link in
Welcome to Beaumont Primary school website the box

underneath if you
want to as well.

Link @

4. Once you're finished adding or editing an item make sure you click on the
green SAVE DITTY button before checking the front of your website to ensure
the news is showing correctly as expected.


http://www.bbc.co.uk

How to add & delete documents like newsletters,
letters home or policies

Please make sure that all documents are in the .pdf format before uploading. This instruction only

refers to pages where you have long lists of downloadable pdf's such as your newsletters and school
policy pages but some schools have a list as well for other documents such as letters home and
curriculum plans that can also be added to via this method. Please contact us if you are unsure.

1. On the School Dashboard Shortcuts area under the School Letters and Policies section click
on the button Add New School Letter or Policy circled in red in the screenshot below
(alternatively you can click on the School Letters and Policies menu found in the left hand
menu bar and then click on the sub menu called PDF Documents and on the page that opens
click on the Add New button at the top.)

School Dashboard Shortcuts

School Letters and Policies Help Section
T e——

v School Letter or Policy Click here for help and advice

Edit / Delete School Letters and Policies

Quick Guide: Hore's the 4 steps for adding a new Letter or Policy once you've

clicked on the ‘Add New School Letter or Policy’ shortcut button

School Newsticker

School Calendar

Add New School Calendar Event

Edit / Delete School Calendar Events

2. Onthe page that opens follow the 5 simple steps shown in the screenshot below.

Add New BSK PDF Document

T 1. Tick ‘Use file name as title’. ‘
5. Click Save.

Exclude extension @ ves O No

D C
Replace _ to space (@) Yes ) No
Replace - to space @ves ONo
2. Tick next 3 boxes that appear. —
File
Upload from: @ Your Computer () Media Library

() School Newsletters

(D school Policies

Choose file | No file chosen

JPRO .o i chosen

3. Click ‘Choose file’ and browse to your document

4. Tick your Category.

Date&Time

b M bytes. 19

DateaTime: 2024-01-03 Je[1s J:[s1 ] o8
() Use server dateatime 2024-01-03 13:51:08
Use file last modifed datedtime

Use parsed date from filename.

Publish Date&Time: ( @ J:| ( Only available same or after this date, leave blank for available always

Je
o[ [ Only valalebefor tis dte, Inave blank for avalisbe always

Expiry Date&Time: ‘



3. To delete or edit an uploaded document go to your dashboard again and click on
the shortcut called Edit / Delete School Letters and Policies.

School Dashboard Shortcuts

School Letters and Policies Help Section

Add New School Letter or Policy Click here for help and advice
A

Edit / Delete School Letters and Polic es

Quick Guide: Here's the 4 steps for adding a new Letter or Policy once you've

g e

clicked on the 'Add New School Letter or Policy’ shortcut button

School Newsticker

—
Add / Edit School Newsticker Items
School Calendar
Add New School Calendar Event o o St o o UP o i et
Edit / Delete School Calendar Events - - IR ,- \..H.‘ v R

4. You will now be presented with a list of all the newsletters, polices etc that you
have uploaded in the past via this method. To edit a document simply click on its
titte and you can then make changes to the Title and the date it was uploaded etc.

5. In order to delete a document click on the little empty square box next to the ID/
Title (as seen in the screenshot below) and then click on the drop down above
where it says Bulk Actions, choose Delete and then click on the Apply button.

pRehbcard BSK PDF Documents  Add New
ews Tickers
v Bulk Actions Apply Please select category $
pchool Calendar Delete
File Name Description
bchool Letters and Change Category P
v 16 Data Protection wp-content/uploads/bsk-pdf-
Privacy Notice School manager/2018/11/Data-Protection-
Workforce Governors Privacy-Notice-School-Workforce-
Documents and Job Applicants Governors-and-Job-Applicants-1.pdf
115 Data Protection wp-content/uploads/bsk-pdf-
Privacy Notice Pupils manager/2018/11/Data-Protection-
Families Privacy-Notice-Pupils-Families.pdf
14 Data Protection wp-content/uploads/bsk-pdf-

Privarv Natire mananer/2018/11/Nata-Pratactinn-



How to change Team Points

Team points is an additional feature. If you would like this added you your website please
contact us for a quote.

1. Login and visit the page where your TEAM POINTS are displayed (usually your
homepage)

2. Click on the OpenAlIR Page Editor button in the black toolbar at the top of your website to
edit the page as usual.

HOUSE POINTS - WEEKLY TOTALS
HALING COOMBE CROHAM BYNES

3. Now hover your mouse over the first House/Team point box and either click somewhere
in the center of the graphic or on the spanner icon in the top right of the box

HALING

4. The properties of this module will now open up in a new popup window. Simply change
the number and click on the save button as shown in the image below to edit the team
points for that house.

Number Counter



. Repeat steps 3-4 for all houses/teams.

. Once all teams have been updated click on the blue DONE button in the top right bar of
your website and then click on the PUBLISH button to make your changes go live.

. All steps have now been completed and you should see that your house/team points have
changed when you revisit the website.



How to edit content on pages

How to edit text on one of your pages:

1. Having logged in, visit the page that you wish to edit and click on the OpenAIR

Page
OpenAlR Page Editor

2 After a short time this wil open up you page editing features, the black toolbar wil
disappear

YWEICCHDIE TTOITLHE Meauieal s e

3. To edit your content, move your mouse of the are you wish to change, a box
should appear around it, just click inside of the that and this will open up an
editor as seen below in which you can now edit your content



= &

N ]

g F
'
' "

4. When you have finished editing your content click on the blue SAVE button this
box

5. If you are happy with your changes you then need to click on the blue DONE
button in the white top toolbar.

W

Templates Tools

6. You will be asked if you want to PUBLISH your changes. If you are happy for your
changes to go live, click on the PUBLISH CHANGES button and then the OK
button, however if you want to ignore any changes you made at this point, click on
the DISCARD button instead. Please note that if you choose the Save Draft option
this will not make your edits go live and they will be held in the system until you
choose to continue with them at a laterstage. | would recommend that you don’t use
this as you may forget that you haven’t gone live with some important update

7. Once you’ve made your choice the white toolbars will disappear and you will be
returned back at your page with the black toolbar at the top and your changes will
have gone live at this point or ignored depending on the choice you made in step 6



How to add a link to another website on a page:

1. To add an external website link to a page follow the instructions above to edit a
page then write some text that you want to be your link for example www.bbc.co.uk
or as another example Please click HERE for more info

2 Using your mouse highlight your chosen text and then click on the chain/link button
that now comes into use in the toolbarabove

03 Add Media # Pods Shortcode | | [ Add Box

B I U = = £ & — = = = = |28 =
Font Family v 12pt v Paragraph v [Alv A v i ¢
Admissions

The closing date for applications for Reception class places for September 2015 in

Parents of children born between 1.9.2010 and 31.8.2011 who wish to apply for
complete the Supplementary Information Form (SIF) and obtain a reference from
2015 in line with the Local Authority deadline, Margaret Roper School would welc
deadline, anytime after 5th September to enable the Governors to apply their adm

Admissions policy 2015-16

A further Crovdon Local Education Authoritv form also needs to be completed. Pl

3. A pop up window will now appear that allows you to enter your URL link. Simply
type your web address into the URL box and then tick the box that reads OPEN
LINK IN A NEW WINDOW and then press the blue ADD LINKbutton

4. This window will now disappear and you should see that your highlighted text has
now turned into a link (usually blue and underlined). To publish your changes
always remember to press the UPDATE button over on the left then click on VIEW
PAGE to


http://www.bbc.co.uk/

How to add a link to a document on a page:

1. In order to add a link to a document to one of your pages you follow the same steps
as above to edit your desired page, move your mouse to the area in your text that
you wish to place your linked document and then press the ADD MEDIA button just
above

4 Add Media ) F

B T U aBe

Cﬁﬂ’ E"N. l‘.l - C("f

2. The INSERT MEDIA window will now open and you will be presented with too
options/ tabs along the top that read UPLOAD FILES and MEDIA LIBRARY. Initially
this window will default to the media library tab, this is the library of files and image
that have already been uploaded to your website either as part of the design and
structure or as content. If you wish to use an image of doc from here simply click on
it and click on the
insert button. However if you want to add a link to a brand new item make sure you

Insert Media
Upload Files = Media Library

All media items v

Breakfast-
| m— N After-School-

Ranlkine Carm_ Cluh Davant.

3. You are now presented with a DROP FILES HERE or SELECT FILES window. Either
drag your document from your windows desktop over onto to this area or click on the
SELECT FILES button and browse to your document and press the CHOOSE button
to



4. You will see your file being uploaded/crunched in a blue progress bar and once its
uploaded successfully you will be taken back to the media library tab where you will
see that your new file has now been added to the front of the list items available
with a

Insert Media

[=—
Bookdng Fol
Breakdas
After-Scho
Club.paf




5. Over in the right hand column you have some options available to you before you
insert your file. Some of these options change depending on whether your file is a
document or an image. You can change the TITLE / Name as it will appear and add a
caption if you want and you can also choose how your attachment will position itself
and act. The main one to watch is the LINK TO drop down. Make sure you change
this to MEDIA FILE if you are inserting a document or NONE if you are simply adding
a picture to a

ATTACHMENT DETAILS

N

% || 8

Screen-Shot-2015-01-28-at-09.14.14.png
RE-Report- s

Covering-letter-
17-Dec-2014.pdf

§ Title  Screen Shot 2075-01-28 at 0
Caption

Handbook.pdf

(== \\
covering-letter- Description
to-parents-full-
report-26-mar-

2014.doc

ATTACHMENT DISPLAY SETTINGS
ighment  Center

Media File

htzp:/Awww

i =B

Size  FullSize-80x44 §

This window will now disappear and you should see that your file/photo has now
been added to your page. To resize a photo that you’ve added simply click on it and
use the drag handles to change it. To publish your changes always remember to
press the UPDATE button over on the left then click on VIEW PAGE to check to see
that it looks alright and works as expected.



How to create and publish a post

In the main dashboard menu click on POSTS menu and then the ADD NEW

Updates 2

A Posts All Posts

" € News Tickers Add New

School Calendar Categones

Tags
Policies &

Newsletters
2 Feb, 11:45 am

Patynh

Categories

Over on the right hand side in the CATEGORIES box, click on the page
category that you wish to publish your post to e.g. School News, Latest
News, a classroom dependent on how your site was designed.

Categories
All Categories  Most Used
Select / Deselect All

PTA News

Reception Red Class

Reception Ruby Class
[v] School News

Uncategorized

Year 1

+ Add New Category



If you are posting a news item and have a news section on your homepage you will
need to add a FEATURED IMAGE - Please see the next step below. If you don’t or if
you are posting to another type of category then simply click on the blue PUBLISH
button.

4. Scroll down past categories box to the box that says FEATURED IMAGE and
click on SET FEATURED IMAGE then upload your picture and click on the SET
FEATURED IMAGE button which should bring you back to your post. Once its
set

5. Visit the front of the website and check that your post has been published to
the correct page.

6. To edit or delete an existing post click on the POSTS menu ALL POSTS, find your
item in the list, hover your mouse over it and click on the trash or edit buttons that
appear.



How to add images/slideshows to
your POSTS

Please ensure that you have resized your images so that they are less than 1mb per
image using the software provide during our training session first before you try to
add them to your galleries. If you do not have this please contact

1. Create your post as per the instructions in this handbook and
publish it, once published you can now add either a gallery or
slideshow of images to that post

2. Go to the front end of your website and find your post, click on the
read more button to open the post up on its own page

— VU L3 TLaRET ] a1 I 1 WIAT VT N
K) to raise money for charity! In the 6 mile ni
Wipeout inspired obstacles along the way, tl

lots of spills! To see the obstacles that [...)

Read More

3. With you post open on its own page click on the OpenAIR Page
Editor button up in the black top toolbar to open up the white

editing toolbars
OpenAlR Page Editor

4. Now click on the menu on the right hand side that reads
ADVANCED MODULES and drag and drop either the GALLERY of
SLIDESHOW module over from the right into your content area and
drop it where you want it. This will then open up the options
window for that module where you can add photos and edit your
gallery or slideshow

I

=

5. Once your finished press the SAVE button to see how everything
looks and the press the blue DONE button (top right) when your
happy to either go ahead and publish or discard.




