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Introduction

In Blackboard Web Community Manager, a page is where you add the content. You can change the
layout of your pages and add other apps to your pages as required. There are also default page layouts
available for you to use to create your pages.

Add a New Page
Here’s how you add a page.

1. Onthe Summary Tab, click New Page. The Page Name window displays.

Current Pages

-
@ New Page { Organize Pages Jl Recycle Bin Jl Find Page
e

2. Inthe Page Name field, enter a name for your page.
3. Select a Page Type from the list.

Page Name:
Visitors will see this page name in your navigation.

Welcome to my Class! .

About Teacher 7]
@

This page type is useful for teacher information pages.

P Alumni Directory

This page type is useful for cataloging and displaying alumni information

| Article Library

This page type is useful for sports highlights, newsletters, and meeting minutes -

Article Library Page (Default)

This page type is useful for sports highlights, newsletters, and meeting minutes

Assignments Page (Default)

This page type is useful for adding and displaying homework assignments

Basic Page
The page type keeps things simpie with an image app, a heading app and a content app.

ﬁ

. Blank Page

This page type is a blank canvas, with a single column layout and no apps included

Blog Page (Default) -

! Save & Continue I Save & BExit l Cancel .

4. Click Save & Continue to edit the page or Save & Exit to return to your workspace.
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Edit a Page with a Single App

In Web Community Manager, you edit your apps and design your page in the same location within your
workspace—the Page Details window. But if your page contains only a single app, you do not need to
open that window.

Here’s how you add or edit content on pages with a single app.

1. Click on the title of the page in the Page List. The app opens.

STATUS PAGE

[acve ey
b

[sctve ) & About Mr. Sparks Actions v

['acTive ] Sparks Observatory Actions w

2. Add content to your app. How you do that will vary depending on the App type.

Experiment Assignments Page June's Experiment Assignments

Page Breadcrumb

June's Experiment Assignm ot

3. Click the Page breadcrumb to go to the Page Details window or click the Home Icon to return to
the Page List.
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Edit a Page with Multiple Apps

When your page contains more than one app, you edit the app in a slightly different way.
Here’s how you add or edit content on pages with more than one app.

1. Click on the title of the page in the Page List. The Page Details window opens.

STATUS PAGE

[acnve ] @ Actions v
9

[acTive ] @ About Mr. Sparks AR

Actions v

[active | Sparks Observatory

2. Click on the title of your app. Your app opens.

Sparks Observatory Page

Last edited by Sara Goss about a minute ago.

~ Space Observatory ™

Content h

Space Observatory Photos

Photo Gallery

3. Edit your app as desired.
4. Close the app to return to the Page Details window.
5. Click the Home Icon to return to the Page List.
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Edit Page Options
You can set or change options for any page in your workspace.
Here’s how you edit Page Options.

1. Click Actions to the right of the Page Name. The Actions Drop-Down List displays.
2. Click Page Options.

STATUS PAGE

Welcome
@ About Mr. Sparks
Sparks Observatory

Sparks Science-12 Assignments

Set Viewers

Assignments Calendar

3. Make desired changes.

Page Name:

Welcome
General Display Duration Background Image Advanced

|| Hide this page from website navigation.
|| Always show pages nested under this page.

# Show a bulletimage next to this page.

Map Page to Web Address:
When a visitor navigates to your page, they will be directed to this web address. Enter a full web address

(e.g., http:/www.blac kboard.com).

@' Cancel }
v )

4. Click Save. You are returned to your workspace.
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Change a Page Name
Here’s how you change a page name.

1. Click Actions to the right of the Page Name.
2. Click Page Options.

The Actions Drop-Down List displays.

STATUS PAGE

Welcome
@ About Mr. Sparks
Sparks Observatory

Sparks Science-12 Assignments

Assignments Calendar

‘{ Actions v ’

Edit Page
Ge =
Copy Page
Move Page

Delete

Set Viewers

3. Select Page Options. The Page Options dialog displays.

E

5. Enter the new page name.

Delete the page name at the top of the window.

Page Name:

Welcome

General Display Duration Background Image

|_| Hide this page from website navigation.

|| Always show pages nested under this page.
¥ Show a bulletimage next to this page.

Map Page to Web Address:

(e.g., http:/’www.blac kboard.com)

When a visitor navigates to your page, they will be directed to this web address. Enter a full web address

Advanced

|
@ Cancel '

6. Click Save. The Page Options dialog closes and your page is renamed.
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Hide a Page
Here’s how you hide a page from website navigation.

1. Click Actions to the right of the Page Name. The Actions Drop-Down List displays.
2. Click Page Options.

STATUS PAGE

[acrive ] Welcome
[acrive ] & About Mr. Sparks
[acrive] Sparks Observatory
Copy Page
Move Page
[Active ] Sparks Science-12 Assignments e
Delete
Set \Viewers
[AcTive |

Assignments Calendar

3. Check Hide this page from website navigation.
4. Click Save.

Page Name:
Welcome

General Display Duration Background Image Advanced

7 Hide this page from website na@

(| Always show pages nested under this page.

¥ Showa bullet image next to this page.

Map Page to Web Address:
When a visitor navigates to your page, they will be directed to this web address. Enter a full web address
(e.g., http:/Aww.blackboard.com)
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Make a Page Inactive
Here's how you make a page inactive.

1. In Site Manager, navigate to the workspace containing the page you wish to make inactive.

STATUS  PAGE

@ Welcome Actions w

2. Inthe Status column, Click ACTIVE to the left of the page name. The page becomes INACTIVE.

STATUS PAGE

INACTIVE Welcome Actions v

Make a Page Active
Here's how you make a page active.

1. In Site Manager, navigate to the Section Workspace containing the page you wish to make
active.

STATUS PAGE

@ Welcome Actions w

2. Inthe Status column, click INACTIVE. The page becomes ACTIVE.

STATUS  PAGE

[acrve] Welcome Actions v
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Map a Page to a Web Address

You can map the page to another web address and when visitors navigate to the page, they are
redirected to the web address you entered into this field.

Here’s how you map a page to a web address.

1. Click Actions to the right of the Page Name. The Actions Drop-Down List displays.
2. Click Page Options.

STATUS  PAGE

Welcome { Actions v ’

@ About Mr. Sparks Edit Page
4 Page Options
———

Sparks Observatory Get Link
Copy Page

Move Page
Delete

Set Viewers

Sparks Science-12 Assignments

Assignments Calendar

3. Enter a full web address (e.g., http://www.blackboard.com).
4. Click Save.

Page Name:
Space Blog B

General Display Duration Background image Advanced

[ Hide this page from website navigation.
|| Always show pages nested under this page.

¥/ Show a bullet image next to this page.

Map Page to Web Address:
When a visitor navigates to your page, they will be directed to this web address. Enter a full web address
{e.g., hitp:/Avww.blac kboard.com)

|. http://www.blogger.com

@; Cancel ‘



http://www.schoolwires.com/

Blackboard Web Community Manager

Pages

Add a Display Duration for a Page

Here’s how you add a display duration to a page.

1. Click Actions to the right of the Page Name. The Actions Drop-Down List displays.

2. Click Page Options.

STATUS PAGE

Welcome

Sparks Observatory

Sparks Science-12 Assignments

Assignments Calendar

; Actions v |

@ About Mr. Sparks Edit Page
4 Page Options |,
e —

Get Link
Copy Page
Move Page
Delete

Set \Viewers

3. Navigate to the Display Duration tab.

4. Enter a start and end dates for when this page should display on the end-user website.

Page Name:

Welcome N

General Display Duration Background image Advanced

Display Duration 7
Display duration determine when your active page displays on the end-user website,

Start Date:
| 06/13/2016

End Date:
| 06/30/2016

I@ Cancel

e No Dates>The page displays immediately and displays indefinitely.

e Both Dates—>The page displays within that date range.

e Only Start Date=>The page displays indefinitely beginning on that date.
e Only End Date>The page displays immediately until that date.

5. Click Save.
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Remove Display Duration from a Page
Here’'s how you remove a display duration from a page.

1. Click Actions to the right of the Page Name. The Actions Drop-Down List displays.
2. Click Page Options.

STATUS PAGE

[active] Welcome { Actions ¥ J
[acTive ] @ About Mr. Sparks
[ AcTivE Sparks Observatory Get Link
Copy Page
Move Page
[active ) Sparks Science-12 Assignments g
Delete
Set Viewers
[AcTive ]

Assignments Calendar

3. Navigate to the Display Duration tab.
4. Remove the start and end dates using Backspace on your keyboard.

Page Name:
Welcome A

General Display Duration Background Image Advanced

Display Duration ?
Display duration determine when your active page displays on the end-user website.

Start Date:

End Date:

®-

5. Click Save.

10
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Enable Caching for a Page

Enabling caching for a page speeds up page display at the end-user website. A snapshot of the page is
cached and saved. When visitors navigate to the page, the cached version displays and saves the
overhead of redrawing the page from scratch.

1. Click Actions to the right of the Page Name. The Actions Drop-Down List displays.
2. Click Page Options.

STATUS  PAGE

Welcome | Actions v |

@ About Mr. Sparks EditPage
4 Page Options
——

Sparks Observatory Get Link
Copy Page
i ; Move Page
Sparks Science-12 Assignments
Delete

Set Viewers

Assignments Calendar

3. Click the Advanced Tab.
4, Set the cache interval.
5. Click Save.

General Display Duration Background Image Advanced

Meta Data
Search engines use this information when they add pages to their search indexes, so make sure your
descriptions and keywords are unique and relevant to your page content

Meta Description
Enter a page description, up to 200 characters.

Meta Keywords
Enter a comma separated keywords, up to 200 characters

Enable Server Caching
Allows visitors to view your page faster by accessing an already saved version. If you make changes on
this page, changes will not display on the website until the server cache refreshes.

|¥ Enable caching for this page.

How many minutes would you like to keep a saved version?
| 60

Clear Cache

11
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Get the Link for a Page

Here's how you get the link to a page.

1. Click Actions to the right of the page. A drop down list displays.

STATUS PAGE

Welcome
@ About Mr. Sparks
Sparks Observatory

Sparks Science-12 Assignments

Assignments Calendar

| Actions w ;

Edit Page

Page Options
Copy Page W,

Move Page
Delete

Set Viewers

2. Select Get Link.
3. Copy the Full Web Address link for the page.

Get Web Address

Right click a web address to copy it to your clipboard.

Full Web Address:

' http://c2.tc.schoolwires.net/Page/19809

Relative Web Address:

| IPage/19809

4. Click Close.

12
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Copy a Page
Here's how you copy a page.

1. Click Actions to the right of the page. A drop down list displays.

STATUS PAGE

[actve] Welcome (g
[active ] @ About Mr. Sparks Edit Page

Page Options
[Acnve ] Sparks Observatory Get Link

‘ CopyPage |—

Move Page “
[actve] Sparks Science-12 Assignments ?

Delete

Set \iewers
[sctive ]

Assignments Calendar

2. Select Copy Page from the drop-down list. A confirmation message displays.

Are you sure you want to copy this page?

No

3. Click Yes. The copied page displays at the top of the list of current pages in your workspace.

Move a Page
If you have editing privileges to multiple Section Workspaces, you can move pages between workspaces.
Here’s how you move a page.

1. Click Actions to the right of the page you wish to move. A drop-down list displays.

STATUS PAGE

Welcome | Actions w |

@ About Mr. Sparks Edit Page
Page Options

Sparks Observatory Get Link

Copy Page
Move Page

Sparks Science-12 Assignments
Delete V)

Set Viewers

Assignments Calendar

13
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2.

Select Move Page. The Move Page dialog displays.

Move Page
Select the site, channel and section to which you want to move your page.

Select a Site

| Happy “alley High School ‘

Selecta Channel

| Our School ‘
Selecta Section
| Staff q

From the Select a Site drop-down list, choose the Site to which you wish to move the page. The
Select a Channel drop-down displays.

From the Select a Channel drop-down list, choose the Channel to which you wish to move the
page. The Select a Section drop-down displays.

From the Select a Section drop-down list, choose the Section to which you wish to move the
page.

Click Move Page. A confirmation message displays.

Click Yes. The Summary tab in the Section Workspace displays revealing the page no longer
exists.

Navigate to the destination Section Workspace. The page displays at the bottom of the
Summary tab.

If you use Move Page within one section, the results are the same as Copy Page.

14
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Delete a Page

Deleting a page removes the page and places it in the Recycle Bin. Your page is not deleted but just
moved into the Recycle Bin. From within the Recycle Bin, you may restore or permanently delete the

page.
Here's how you delete a page and move it into the Recycle Bin.

1. Click Actions the right of the page.

STATUS PAGE

Welcome PR
@ About Mr. Sparks Edit Page
Page Options
Sparks Observatory Get Link
Copy Page

Move Page

Sparks Science-12 Assignments

Set \iewers

Assignments Calendar

2. Select Delete from the drop-down list. A confirmation dialog displays.

Are you sure you want to move the
"Welcome!” page to the recycle bin?

&

3. Click Yes. The page has been moved from the list of Current Pages to the Recycle Bin and you
are returned to your workspace.

Apps on a page you delete are also removed from the App Manager in the Tools tab.

If you delete a page that contains a Shared App, the app remains in the App Manager of the shared user,
as well as deployed on the shared user's pages.

15
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Restore a Page
Here's how you restore a page from the Recycle Bin.

1. Click the Recycle Bin tab. The Recycle Bin opens.

Current Pages

’ Organize Pages j | Recycle Bin | | Find Page

2. Click Restore to the right of the page you wish to restore. A confirmation dialog displays.

Page Recycle Bin

Restore or permanently delete your pages.

PAGE ACTIONS

Welcome! \
3 ‘ Restore | } Delete
Deleted by Sara Goss about a minute ago. )

3. Click Yes. The page is restored to your website and flagged as inactive.

16
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Permanently Delete a Page

1. Click the Recycle Bin tab. The Recycle Bin opens.

Current Pages

[OrganizepagesJ( Recycle Bin ) I Find Page

2. Click Delete to the right of the page you wish to permanently delete. A confirmation dialog
displays.

Page Recycle Bin

Restore or permanently delete your pages.

PAGE ACTIONS

Welcome )
. Restore f Delete
Deleted by Eric Sparks on June 15, 2015.

. Classroom Discussions
o - Restore Delete
Deleted by Eric Sparks on June 6, 2012.

Classroom Files
: Restore Delete
Deleted by Eric Sparks on June 6, 2012

3. Click Yes. The page is permanently deleted.

Are you sure you want to permanently
delete (Welcome)?

Any apps exclusive to this page will also be
permanently deleted. Apps that have been
shared or inserted elsewhere will remain in

3pp manager.
@ﬂ

17
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Set Viewing Rights for a Page

By default, all visitors can view all the pages. You are able to limit who can view individual pages by
granting Viewing Rights.

Here’s how you grant Viewing Rights for a page.

1. Click Actions to the right of the page name. The Actions Drop-Down list displays.

STATUS PAGE

[acTive ) Welcome | Actions w
[Acnive ] (¢‘ About Mr. Sparks Edit Page

Page Options

ink

UAcTive ] Sparks Observatory Get Lin

Copy Page

; y Move Page

['acTive ] Sparks Science-12 Assignments

Delete

‘ Set Viewers i )

[AcTive ] Assignments Calendar ——

2. Click Set Viewers. The Viewers window displays.

‘Welcome' Page
\lewers

By default, all website visitors can view this page. To limit who can view this page, add specific users or
groups.

| Assign Group 1 ' Assign User '

All visitors to the website can view this page.

3. Choose Add Group if you want te-Groups of Users to view the page or choose Add User if you
want certain individuals to view the page.

4. Type the name or part of a name of a user or group to whom you wish to give Viewing Rights.
Click Search. For groups, you may refine your search further by choosing from the Category
Drop-Down list.

18
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5. Click the Select button to the right of the users or groups to whom you wish to give Viewing
Rights. The selected users or groups will move to the Selected Users or Groups column at right.
You may search for and select as many users or groups as you wish.

Add User

Enter all or part of a user’s first, last or user name and click Search.
E

SELECTED USERS
IF YOU WANT, YOU CAN REMOVE A USER OR USERS THAT YOU'VE SELECTED.

o b5 ook Remove

@ Calee]

6. Click Add. The Viewers window displays.
7. After you have added your desired groups and users, close the Viewers window.
Organize Pages

You can sort your pages alphabetically or choose to arrange them manually. You can also create a
hierarchy by nesting pages.

Here’s how you organize your pages.

1. Click Organize Pages at the top of Current Pages within your workspace. The Organize Pages
window displays.

Current Pages

19



Pages Blackboard Web Community Manager

2. To sort pages alphabetically, click Sort A-Z. Your pages will be sorted in ascending order.

Organize Pages

Organize your pages by dragging and dropping them. 7

Mr. Sparks Welcome
Course Expectations
Assignments Calendar
Classroom Articles
Assignments

Classroom Links

<€E{> Classroom Blog

3. To sort pages manually, click on a page and drag and drop it into a new position.
a. To move a page, drag the page between two pages until a horizontal green bar displays.
Release the mouse. The page will be in the new position.
b. To nest a page, drag the page on top of the target page. A green + displays to the left of
the target page. Release the mouse. A gray arrow displays to the left of the target page.
Nested pages display below it.
4. Click Save. Pages show in their new order.

Keep the following in mind when you are organizing pages.

e You can have up to five levels of nested pages. However, keep the width of your template in
mind. Too many levels may affect the look of your template on the end-user website.

e You cannot move pages below the bottom page. Move pages up until the desired page is in the
bottom position.

20



