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Login 

You can create your web content on any computer with internet access. To begin, login on 

the internet: 

http://www.westonps.org/admin 

Enter your login id and password in the spaces provided.  

 

Your username is firstnamelastname. Letters are all lowercase with no spaces or 

punctuation. 

For new users, passwords are emailed to your @westonps.org account. For security, please 

change your password after your initial login. 

If you do not see your welcome email from Finalsite, or are an existing user but forgot your 

password, select the “forgot your username/password link” and enter your @westonps.org 

email address when prompted. Your password will be sent to you. 

Note: Finalsite users have varying degrees of access to alter the website. Your individual or 

group access rights will determine which pages you may update, what you may change on 

any given page, and what modules you may use. Therefore, your screen may look slightly 

different that the examples shown here. If you need to perform a task that is not available 

to you, please submit a request via SchoolDude. 

The Dashboard 

After logging in, you will be brought to the Dashboard. On this page you can change your 

password, bookmark pages for easy access, view your recent activity, and read notices 

posted on the bulletin board.  

http://www.westonps.org/admin
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Navigation Icons 

 Returns you to your dashboard 

 Allows you view the LIVE website 

 For editing the website (and seeing any changes you have not published yet) 

 Where you will add, move, change, and name pages on your website. 

 Finalsite Help. Select browse knowledge base from the pull-down menu. 

 Click the star icon to bookmark pages you use a lot for quick access 

 Log off 

Editing a Standard Page 

A standard page automatically has a navigation menu on the left side and blank white space 

on the right. To edit this page, work in the unpublished tab and save your work, making as 

many changes as you like. When you are satisfied with your page, publish it by clicking on 

the P in the upper left-hand side of the screen, so the public can view it. 

To edit, click on the gold “e” and a text-editing box will appear. You will notice this box is 

similar to working in Microsoft Word. There are many icons for editing tools inside this box. 

Hover your curser over the icon for an explanation, or see the chart on page 4.  

 

Tip: When performing a “cut and paste” use the clipboard icon:  

This will paste as plain text. If too much formatting is pasted into a web page, the text can 

easily become confused and messy. After pasting as plain text, you can then apply 

formatting to achieve the results you are looking for. 
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Editing Icons 

 

 Save your work 

 Edit in HTML 

 Copy 

 Paste 

 Paste as plain text 

 Paste from Word 

 Undo 

 Redo 

 Bold 

 Italics 

 Underline 

 Strikethrough 

 Subscript 

 Superscript 

 Find 

 Find and replace 

 Clean up messy code 

 Remove formatting 

 Align left 

 Align center 

 Align right 

 Align full 

 Outdent 

 Indent 

 Numbered list 

 Bulleted list 

 Insert/edit a link to 

an external web site 

 Link to a web page 

within www.westonps.org 

 Link to a document 

or image 

 Link to a video 

 Remove a link 

 Insert/edit an anchor 

(links within the same 

web page) 

 Insert/edit an image 

 Insert/edit 

embedded media 

 Insert a custom 

character 

 Insert a table 

 Draw a horizontal 

line 

 Spell check 

 Universal keyboard 

(for typing in 23 

languages) 

 Select text colors 

 Highlight tool 

 Edit in CSS 

 

 

 

 

 

 

 



  5 | P a g e  

 

Adding Links to a Page 

How to Insert a Web-Based Link 

If you are editing a news post or Classroom Page, click on the “Full Popup Editor” . If 

you are on any other page, click the gold “e” icon in the upper right-hand corner.  

After typing your text, highlight the words you want the link attached to (e.g., the name of 

the document or a web address). Then do one of the following: 

 Click on  to link to a website. A pop-up window will appear. Browse for the link 

or enter the link in the “Link URL” field. Click “Insert.” 

 Click on  to link to a web page within your teacher website. A pop-up window will 

appear. Select the page you want from the list. 

How to Upload and Link to a File 

If you are editing a news post or Classroom Page, click on the “Full Popup Editor” . If 

you are on any other page, click the gold “e” icon in the upper right-hand corner.  

After typing your text, highlight the words you want the link attached to (e.g., the name of 

the document or a web address). Then do one of the following: 

 Click the  icon. If you are on any other page, click the gold “e” icon. After typing 

your text, highlight the words you want the link attached to (e.g., the name of the 

document or a web address).  

 Click on  to ink to a document or image stored in My Website Files. The following 

pop-up window will appear: 

 

If the file you wish to utilize is already stored in either My Website Files or Public Files, 

simply navigate to the file you wish to link to and click on the title of the file. Click on the 

magnifying glass to the right of the file name if you wish to preview the file before linking. 

If the file you want to link to is not currently in My Website Files or Public Files, select My 

Website Files and then click the upload files link (unless you have been authorized by your 

network administrator to load to files in a Public Files subfolder, you will only be able to 

upload to My Website Files). Select either the Basic Uploader or the Bulk Uploader. Both 

work similarly and can be used to upload any number of files. 
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Once the upload is complete, close the pop-up window by clicking the red X in the upper 

right had corner. Then, select the title of the document you wish to link to. 

 

How to Insert or Edit an Image with the Image Editor 

Click the pup-up editor  icon, or click the gold “e” icon (depending on which type of 

page you are in). 

Click on the insert/edit image icon in the Finalsite tool bar. Click the "browse images" 

icon to open the File Manager. 
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Click on the file name of a picture or image to insert it directly, or click the pencil icon  to 

the right of the filename to edit it with the Image Editor. 

 

 

Choose from the drop-down menu to resize, crop, adjust compression, change orientation, 

or add filters. When done, click “Finish”.  

If the image is not in your folder, click on “Upload Files” and follow the instructions. 

 

Page Manager 

 

 

 

Pages are also added, deleted, and moved from within the Page Manager. When adding a 

new page, first determine the following: 

 Should your page be equal to the page you are currently viewing (sibling page), or 

should it be a subpage of the current page (child page)? 

 Would you like the added page to be a standard blank page or a classroom page, a 

calendar page, news page, blog, portal, multi-content page, etc.? 

 

To add your new page, select “Add Page.” The following pup-up screen will appear: 
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Select whether your page will be a child or sibling page when prompted. 

Page Type: Select your page type from the pull-down menu.  

Standard Page 

 Default Page Format: This will display text in one column. This is the most commonly 

used page format for a standard page. 

 Sub-Page List (1 col): This format will display any sub-pages of the current page in a 

one column list.  

 Sub-Page List (2 col Image): This format displays any sub-pages of the current page 

in a 2 column list with the thumbnail images that are associated with the sub-pages. 
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 Sub-Page List (3 col Image): This format displays any sub-pages of the current page 

in a 3 column list with the thumbnail images that are associated with the sub-pages. 

 

Multi-Content Page 

 Allows you to display separate blocks of text, images and other content on a single page.  

 Four pre-made formats already included in the multi-content page: Expanding List, Grid View, 

Horizontal Scroll, and Slideshow. 

 All formats can be customized with distinct layout, color, animation and size definitions, to make 

sure the page matches the visual style of your site. 

 

Calendar Page 

 Monthly Calendar: This format will create a calendar in your Calendar Manager. You 

can add events to this calendar and view the calendar display options. 

 Calendar Event List: This format allows you to pull in different calendars into a list 

format.  

 

News Page 

 News Archive: This page format is designed to be a place for all of your archived 

news posts will be displayed. You can choose which categories will display on the 

News Archive page format through the News List Properties on the Page Manager 

view of the archive page. 

 News List: This page will display current news posts on your site. You can also choose 

which categories you wish to have display in this list. 

 

Directory 

 Faculty/Staff Directory: This page type displays the Faculty and Staff Directory on 

you public website. You can choose which profile fields will display. You can also 

display all or part of the Faculty and Staff Directory. 

 Portal Directory: This will allow you to display your constituent’s profile under a portal 

login. With this format, you have the option to display a selected group of 

constituents from your Constituent Manager. You may also determine how many 

columns and the number of entries on each page of the directory. 

 

Portal 

 You can see the Element Library, a large black box at the bottom of the screen, in the 

Unpublished tab for your page. Here you'll find all of the various elements that are available to be 

placed on the portal page. 
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 To place an element on a portal page, click and drag it up to one of the available positions, shown 

with dotted lines on the tab itself. You can also click on an element in the dock and click the "Add" 

button. (For portal pages with multiple columns, you can use the click-and-drag option to control 

exactly where on the tab the element is placed.) 

 

Athletics Page 

Blog/Forum 

 Blog: This will create a blog page on your website that can be set up to with a 

moderator of comments and enable comments. 

 Threaded Forum: This format creates a forum page on your website. You can set up 

restriction to contributions on a constituent group basis. 

Google Map 

 Must first set the Google Maps Key and Starting Address on your site.  

 The Google Maps Key is obtained directly from Google. You will need to have a Google account 

to generate a key (if you don't have one, they are free to obtain and easy to setup). 

 The Starting Address is the location of your school. Addresses should be entered in the "Address, 

City, State" format. 

 

Form 

 Create online forms for field trips, donations/fundraising, and the like using Form 

Manager. 

 

eNotify 

 

 Create email blasts, manage mailing lists, and track communications. 

Sequence: If you would like your page to appear in an order other than alphabetical, 

indicate the order in the space provided. 

 

http://code.google.com/apis/maps/signup.html
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Page Name: Name your page as you would like it to appear in the navigation bar. (To 

change the titles on existing pages, select the page you want to change, click on Page 

Manager, and then change the title in the Page Name box.) 

Click “Save This Page” and go to the Unpublished tab to edit your new page. 

Password Protected Access: When this box is checked, access is limited to either members 

of a specified group or to those who know a pre-set password. 

To select the Group(s) that will have access, select “View All” next to the Groups heading, 
and check the boxes of the group(s). 

 

To add members to the group, select the Members tab of the group in Group Manager. 
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Alternatively, you can select a Page Password Key to restrict access to a page. This is useful 

when you have a large number of users that may need to access a page, or need to create 

a password protected page for non-school staff (for example, parents). 

Pull Page Feature: This feature that allows you to dynamically pull content from an existing 

page onto another page where it also needs to appear. This allows you to quickly re-use 

content, and if the content needs to be updated you need to update it only on the original 

page. 

 

Page Banners 

To change the banners of a page on your site: 

1. Navigate to the page you would like to alter in the Page Manager tab.  

2. In the right pane, scroll down to the "Page Banners and Layout" section and 

click "display" on the right side of the blue bar to show the 5 drop down menus. 
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3. You can adjust the top, bottom, left or right banners for the page. 
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4. Use the corresponding dropdown menu to select from any of the previously-

created banners for the top, bottom, left or right sides of the page. 

 

 

 

5. When you are finished making your changes, click the red "Save this Page" 

button, and preview your updates in the "Unpublished Site" tab. 

If you are happy with the changes that are made, publish the page to display the new 

banners. 

Calendar Manager 

Create a New Calendar 

To create a new calendar, go to the Calendars tab in Calendar Manager and click “New 

Calendar.” 
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Next, give your calendar a title, restrict access to specific groups, and add any desired 

color-coded categories to your calendar. 

 

When finished, click “Create.” 

Create a New Event 

To create a new calendar event, go to the Events tab in Calendar Manager and click “Create 

Event.” 

 

The calendar can be used for any type of events. 

 Event Title: For example, “Faculty Meeting” 

Start Date: The date the entry will appear on your calendar. Note than you can 

choose a time as well, or select “all day event” if there is no time to attribute. 

Location: An optional field for indicating a specified location for an event. 

Repeat: If an event (for example, a quiz) occurs at regular intervals you can auto-

populate the calendar using this option. 

Attached To: Use the checkboxes to select the calendars the event should appear on. 

All events must be placed on the District Calendar in addition to the school 

calendar, or other specialized calendars.  

Notes: Any additional brief instructions that will appear immediately below the event 

title on the calendar. This is optional. 
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Description: Add any lengthy details here. Students will know there are additional 

details to read for this listing because the Event Title will appear underlined, 

indicating a link. This is optional. 

 

When you have filled in all data fields, click “Save and Publish” to publish you event live to 

the selected calendar. 

News Manager 

Post Manager 

The Post Manager allows the admin to expand or collapse current or recent months to view 

the posts in that period, as well as posts scheduled to publish in the future (Future 

Postings). The admin can also filter through the posts based on category. A news post can 

be created here by clicking the “New Post” link. Each post will be organized by the date 

published, and will display icons to delete, edit, or copy the post. The published time of the 

post, the title of the post, and the name of the post’s creator will also be displayed. Drafts 

will also display a bold, red text indicator that they are unpublished. 
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Creating a News Post 

To create a News Post, an administrator has several options 

 Click the “New Post” link in the “Most Recent Posts” or “Most Recent Drafts” sections 

of the News Dashboard. 

 Click the “New Post” link in the Post Manager. 

 Click the “Copy to New” button next to any published post in the Dashboard or Post 

Manager. 
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1. Enter a title for the post. The title will be the only thing people see in some RSS 

readers, so be as descriptive as possible.  

***Note: ALL NEWS POSTS HAVE AN RSS FEED INTO A SCHOOL TWITTER, DISTRICT 

TWITTER, AND DISTRICT FACEBOOK ACCOUNT. Please be clear in your title which 

school, department or grade the posting is about and do not duplicate information in 

the title and summary*** 

2. Select a publish time.  

 Selecting “Now” will cause the post to be published to the live site as soon as the 

“Save & Publish” button is clicked. 

 Selecting “Schedule” will set a future date and time when the post will be 

published to the live site. 

 

3. Set an expiration date.  

 Selecting “Never” will leave the post on the appropriate news pages indefinitely. 

 Selecting “Schedule” will specify a date when the post will either be archived or 

deleted from the site. Archived posts do not appear in regular News areas, but can 

be found in News Archive pages. 

 

4. Specify keywords for the news post to allow News Archive Search and Site Search to 

find the posts more readily. Keywords are generally supplemental or alternate words 
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that do not already appear in the title or body of the post. For example, in a post 

about a marathon, you might put the word “race” as a keyword if it doesn’t already 

appear in the title or body. 

 

5. If desired, assign a thumbnail image from the local hard drive. The images will be 

converted into three versions that can be displayed with the news items: 

  A small thumbnail, displaying at 32 x 32 pixels 

  a medium thumbnail, displaying at 128 x 128 pixels 

 and a large thumbnail displaying at 256 x 256 pixels 

6. Adjust the Post Settings.  

 A Public Post can be assigned to any or all categories. Public Posts are viewable by 

anyone who has rights to view the page where they are displayed; the posts 

themselves are not specific to certain Roles or Groups. 

 A Private Post can be directed to specific Roles or Groups of constituents via 

Private Announcement elements in Portal pages. Private Posts are visible only 

when logged into a portal as a constituent. They are not visible in the backend 

Admin view. 

 

7. Adjust the Priority Settings.  

 Priority allows the admin to specify the order in which the news posts appear. By 

default, stories will appear listed in order of the date and time that they were 

posted, with the more recent posts appearing at the top. If a News post needs to 

appear higher in a list than other News posts created on the same day, it can be 

assigned a priority. News posts are sorted by date first, then priority. If you want 

a News post to appear above News post created on more recent dates, you will 

need to use the Sticky function. 

 A story can also be set as a Sticky, which would leave it at the top of your news 

list for a specified number of days. If there are multiple Sticky Posts, they could be 

organized based on priority. The most recent Sticky posts will appear at the top. 

For Sticky posts created on the same day, the Priority level can be used to make 

an earlier one appear above a more recent one. A sticky will be marked with a 

small red thumbtack icon, and will remain Sticky for a maximum of 30 days from 

the Publish date. 

 

8. Enter content.  

 A summary is typically used as a teaser to entice people to read further. The 

summary is pulled in with the RSS feed, so it should be left as text only. (SEE 

NOTE ON PAGE 18 REGARDING TWITTER AND FACEBOOK FEEDS.) 

 The description is the actual full text of the news post. The description has access 

to the full pop-up editor, allowing links, images, or advanced content to be 

inserted. 

 

9. Save the post.  
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 "Save & Publish" would publish the news post to the live site. 

 "Save Draft" would hold the post until changes were made or the post was 

published. The post would appear in the “Most Recent Drafts” section of the News 

Dashboard, and would also be visible in the Post Manager with a marker 

identifying it as being unpublished. 

News Posts RSS Feed to Twitter and Facebook 

The news manager for each of the schools and the district now RSS feeds directly to a 

Twitter account for each school as well as the district Twitter and Facebook accounts. This 

will happen automatically – you do not need to do anything with Twitter or Facebook 

directly. However, careful attention must be paid to the way in which you write your post.  

The RSS feed follows the following format: 

News Post Title: News Post Summary 

If no summary exists, the RSS feed will utilize the description field in its place. Please be 

sure when creating any news posts to make clear which school, department, or grade the 

post is coming from make the most use of post titles and summaries. Most importantly, do 

not repeat information in the beginning of the summary and title, and check for typos 

before posting live to the site (Twitter posts cannot be edited)! This will create a better 

overall Tweet. 

EXAMPLE 1: 

Transportation and Bus Info 2012-2013 

Posted 09/13/2012 11:26AM| 

2012-2013 Bus Route Information is now available at this link. The "Posted" date and time above shows the most recent 

day/time changes were made. PLEASE REMEMBER THAT DUE TO STUDENTS WITH FOOD ALLERGIES, THERE IS NO 

EATING ALLOWED ON THE BUSES. ALL FOOD MUST BE KEPT INSIDE STUDENT'S BACKPACKS. The WIS Online 

Dismissal Manager began on Tuesday September 4, 2012 and must be used for all WIS PM dismissal changes. 

Becomes in Twitter: 

Transportation and Bus Info 2012-2013: 2012-2013 Bus Route Information is now available at 

this link. The "Post... http://bit.ly/TTTIPl  

EXAMPLE 2: 

2012-2013 Flu Clinics 

Posted 09/04/2012 10:31AM 

Becomes in Twitter: 

2012-2013 Flu Clinics: Student Flu ClinicStaff Flu Clinic http://bit.ly/PcgKho  

javascript:popUp('http://www.westonps.org/cf_news/view.cfm?newsid=6',600,600)
http://t.co/ocicnwlB
javascript:popUp('http://www.westonps.org/cf_news/view.cfm?newsid=179',600,600)
http://t.co/IlnalEli
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EXAMPLE 3: 

Congratulations to Deanne LaMarco, nominated as a top teacher in Westport Magazine 

Posted 08/29/2012 09:41AM 

Deanne LaMarco, a Weston PS special education teacher is highlighted in the current edition of Westport Magazine.  

Becomes in Twitter: 

Congratulations to Deanne LaMarco, nominated as a top teacher in Westport Magazine: 

Deanne LaMarco, a Weston PS ... http://bit.ly/PcgKhl  

Categories 

Categories help you organize the posts within News Manager, set up front-end areas to 

display only specified categories of posts, and make it easier for users or subscribers to only 

receive the news they wish to view. Admins can create as many categories as necessary, 

and title them freely. Be aware that the titles you choose for Categories will display to end 

users in a News Archive page and when they subscribe to News alerts. 

 

From this window, a new category can be created: 

 Enter a category name. Your category name could be descriptive of the type of content, 

such as “Athletics” or “Science;” descriptive of the intended recipient, such as “Alumni 

News” or “Parent Association News;” or descriptive of a location, department, or grade 

level, such as “Upper School News”, “Administrative,” or “Fourth Grade.” Please note that 

changing existing category titles could disrupt RSS feeds your constituents may have 

previously subscribed to, requiring them to resubscribe to the feed. 

 If necessary, add a category description. Category descriptions appear in RSS feeds, and 

can be used to briefly describe the kind of news the feed will deliver. 

 If you wish to disable RSS feeds for items under this category, select the appropriate 

checkbox. 

 If you wish to disable alerts for items under this category, select the appropriate 

checkbox. 

 At the bottom of the Category Manager will be a list of all available categories. The 

number of posts assigned to the category will appear in parentheses by the category 

name. From here a category or categories can be deleted by checking the box next to 

the category name and clicking “Delete Selected”. Deleting categories will not delete 

news posts associated with those categories. 

javascript:popUp('http://www.westonps.org/cf_news/view.cfm?newsid=171',600,600)
http://t.co/7F5PkSjo
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Settings 

From the settings tab, an administrator can control the behaviors and the settings of many 

of the RSS options. 

 The title field in the settings creates a title that will be used by all News stories, 

regardless of Category. The title should be fairly general, and applicable to any and 

all news posts. 

 The description will appear if a site visitor clicks the RSS icon to subscribe to a 

newsfeed. 

 Email addresses entered here will be provided to newsfeed subscribers, on the 

chance that they have issues or a need to contact someone regarding a News post. 

 The admin can choose how many posts to preview when someone subscribes to the 

RSS feed. 

 The admin can determine the page used when a reader clicks a story from an RSS 

feed. The story will open into the page selected. In lieu of a specific page, a Pop-Up 

window could be assigned instead. The layout of the pop-up can be determined in 

the settings as well. 

 A list of all of the current RSS feeds available for the site will appear at the bottom 

of the Settings. 
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News Pages 

The News Page type lets us display news items for our site visitors, or create archives that 

can display all past news posts. You can choose between three formats for your News 

pages: News Lists, News Slideshows, and News Archives.  

The News List format will display news items in chronological order. 

 The admin can choose how many posts to display per page, up to 30 posts. 

 The admin can also choose which details to display with each post, choosing any or 

all of the following; The summary, the description, the author, the post date, a get 

link option, or the thumbnail for the post (if a thumbnail is available). 

 The description is the full article. Showing the full article will often make the page 

quite long, and is not recommended. 

 The author is the site administrator who has posted the article. 

 If the post date is displayed, it is important to update the news often, as page users 

will be aware of how often news items are posted. 

 The “Get Link” option opens a pop-up containing a text link to the news post as well 

as the actual URL. This can be copy/pasted to create links directly to the News post 

from other content. 
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 If the “Thumbnail” option is selected, the admin can decide which size thumbnail will 

display: A small thumbnail, displaying at 32 x 32 pixels; a medium thumbnail, 

displaying at 128 x 128 pixels; or a large thumbnail displaying at 256 x 256 pixels. 

 The Admin can choose how the news posts will open when clicked. The post can 

open in an existing page, or can be set to open in a pop-up window. 

 The admin can select some or all categories of news posts to display on the page. 

 If multiple categories are selected, the admin can use the “Group Categories By” 

options to decide whether all of the categories must be present for the news post to 

display (the “AND” option) or if the posts will display with any number of the 

categories present (the “OR” option). (Example: If an admin wanted to display news 

items applicable to both upper and lower school events, they could select the “Upper 

School” and “Lower Scholl” categories, and select “AND”, meaning that both 

categories must be present for the news post to appear on the page. If the admin 

wanted to show all stories in the “Upper School” and “Lower School” categories, 

they could select the “OR” option instead.) 

You can adjust the number of posts that show on your web page in Page Manager. 
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Constituent Manager 

Each user in Finalsite is called a “constituent.” The Constituent Manager allows you to: 

 Add new constituents 

 Organize constituents into groups, locations, and departments 

 Update profiles 

 Unlock users 

 Delete a constituent’s web page 

 Delete a constituent 

Add a New Constituent 

To add a new constituent: 

 

 Define the role of the new constituent. 

 Click “+ new directory entry” 

 Fill in the fields of the “Profile” 

 Click “Create Profile” 

Edit a Constituent’s Profile 

A constituent’s profile can be edited under the Profile tab of the Constituent Manager. Data 

you may change or enter in this screen are first name, last name, title, email, voicemail 

extension, room number, and “employed since” information. When finished, click “Update 

Profile” at the bottom of the screen. 

 Search for constituent 

 Click on constituent’s name 

 Make desired changes 

 Click “Update Profile” 

 

Delete a Constituent’s Web Page 

1. Open the teacher's profile in Constituent Manager. 

2. Click the red X in the top right corner (as if you were going to delete the account). 
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3. You will be brought to a screen where you can choose one of three options for 

deletion. 

4. Choose the option to delete the website only. 

Unlock a User 

Users can be locked out of their account if they try to login with the wrong password 8 

times.  

Faculty and other Constituent accounts can be unlocked by Site Admins from within 

Constituent Manager. Find the Constituent, click on the "Account" tab, and look for the 

"Unlock User" link at the bottom of the page. 

 

Support is available!  

If you need support with Finalsite or have any questions: 

 Browse the Finalsite Knowledgebase. 

 Contact your building support under District Website Contacts for 

Updates/Information listed on the district website. 

 Submit a SchoolDude, contact your trainer from the IT Department, or drop-in 

during support hours for your building. 


