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Introduction
In this manual we aim to provide you with the knowledge that will enable you to
create quickly and easily dynamic website pages for your class.
Increasingly websites have become a key place where stakeholders in the school
including parents can gain a great insight in to both the formal requirements of the
school and the ‘Awe and Wonder’ that happens in a school including your class.
Your design3i website system runs on most website browsers but for the most
popular Windows Explorer you will need at least version 8.
If you run version 9 you will have to use the compatibility mode ❶ for some
options
especially
dragging
❶
articles.

Microsoft Explorer is not the best browser to use. The best browsers are Firefox and
Chrome.
Whilst the front end of the website is flash free, you will need flash installed on your
PC to upload documents from your PC.

2|Page

3|Page

Log In
To make changes to your web page you need to log into the control panel of the
website. To do this you need to use a web browser like Explorer, Firefox, Safari etc.
In the URL address bar type in the school website address followed by /admin and
then enter  e.g.
www.villageprimary.notts.sch.u
k/admin

This will then take you to the
log in screen
1. Enter the username and
password you have
been given by your
administrator and this
will then take you onto
the control panel.
2. If you find that you
don’t go into the
control panel, tick the ‘Remember me on this computer’ box and then you
should go in. If you don’t, contact your administrator.
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Control Panel
When you log in you will see the control panel which is made up of 4 pages;
dashboard, Content,
Files, and My
Profile.

A quick introduction to each page:






Dashboard: this is something that doesn’t really hold much interest for you.
It gives some statistics on the website.
Content: This is where you will create, change or delete the pages on your
website. This will be the main section you visit.
Files: This is where you will store the files that you put onto your class page
such as jpg, pdf, ppt, flv, ppt files. Generally you won’t need to go into this
section as when you create your pages, you can insert your files as your
work in the article section. See later on in the section chapter.
My Profile: This is where you can change or add to the details about you.

More about these sections will follow; this was just a quick overview.

6|Page

7|Page

Files
Before we go into creating a webpage I am going to explain a little about files (jpg,
pdf etc) and the file section.
By Clicking on the ‘Files’ tab you will see the page below. This work excatly like the
folder system on your PC that we expect you are familar with. It purely a place
where you can store the files that you are going to use ony Your web page.
It is likely that when you administrator set up your website, they also set up a file
structure and within that a folder for your class.




Section ❶ above shows you all the folders in the school and you will see
the folder you have been allocated. You can add additional sub folders in
here if you wish, such as: visittothezoo and then store all your photographs
that you took during your visit to the zoo.
In section ❺ you can see the files stored in the folder.

To create a sub folder folder
1. select the folder that you want to put your (sub) folder in ❷
2. type in the name of the folder (always use lower case, it will make life easier)
❸
3. click Add ❹.
4. Your folder will then be created.
If you want to delete a folder,
This will also delete all the files and folders in the folder, just like your PC.
You cannot change the name of a folder.
1. Click on the folder in section ❶ and you will a red cross coming up at the
side.
2. Click the Red Cross to delete the folder.
We suggest that you don’t delete a folder or the files unless you have accidentally
uploaded extremely large photograph or video files.



Drop down ❻ tab will allow you to see more files in one go
Toggle clicking ❼ will allow you to see the details or preview of the files.
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❸

❹

❷

❶

❻

❼

❺

As mentioned earlier, you will never really need to work much in this section, but you
will find knowing about this section will help you when you load files onto you web
page in the next section.
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Creating Web Pages
Your web pages can be made to look stunning without much effort; we are going to
show you how.
On the ‘front end’ of the website you will have a classroom....
In this classroom which is Class 1 you can see there is 1 webpage called ‘Welcome to
Class 1’.
Just before we do that, we are going to explain privileges that you will have been
set.
Your SMT will have decided if the Class Teachers can publish a page directly to the
website or they can create a page that goes into pending until the HT or
administrator as authorised it to be published. Whether you have the rights to
publish to the website or not, you can still preview at anytime to see that the
webpage look like, we will explain later.

To show you how to create a stunning webpage, we are going to build a new web
page called ‘hello to class 1”.
To create a web page,
1. go into content ❶ and click on articles ❷.
You are now on the page that will show you all the pages you have in your class
page. You can see this in section ❸. In this case there is only one page currently for
class 1 which is ‘Welcome to Class 1’
Eventually you may have a number of pages on your website; section ❹is a tool
you can use to search for you pages. Try this panel and see all the options available
to you.
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❶
❷

❸
❹
You are now on the page that will show you all the pages you have in your class
page. You can see this in section ❸. In this case there is only one page currently for
class 1 which is ‘Welcome to Class 1’
Create a new webpage:
2. click on ‘+add new article’ and the new web page editor will open.....
3. enter the name of the new web page in ❶ I am calling this “hello to class
1”.
4. In section ❷ enter the text you want to appear on the main page.
Just like word you can enter as much text as you wish.
As you type into the page it will by default use the default font for the school.
Copy / Paste from word document
5. once you have pasted, select all the text and click the ‘remove formatting ‘
button on the tool bar ❸, will clear the formatting from the word
document.
Sometimes it is not possible to clear all the formatting from word, if this is
the case clear the formatting from the word document before copying from
word.
6. The small panel in the top right is where you say whether the document is
pending or active ❹ (if you have privileges to set to active).
7. In category ❺ you only have one choice which is your classroom unless you
have created a sub category, by default it will be set to your classroom.
8. To save the page there is a save button at the bottom left of the data input
page ❻.
You can choose to save and add a new page, save and continue editing the
current page or save and return to the list of all your articles.
❹
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❺

❶

❸

c

❷
❻

Voila.... we have the first web page
9. You can preview your web page by clicking on preview❼ just after saving
❼

10. Or in the list of articles click on the preview button on the right hand side of
the article ❽.

❽

11. Or if you set to active, you can see on the website.

This is what we have done so far....
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Formatting the Page
So we have our first web page, but how can we make it look wow. For the example I
am going to fill the page with some text.
3icms TinyMCE ❶ is a small WYSIWYG editor that enables you to edit HTML
content in a more user friendly way. It has common features that are found in most
word processors and should not be difficult to use, it will allow you to style your
page.

❶

3iCMS TinyMCE Guide
Bold text style (Ctrl+B).
Italic text style (Ctrl+I).
Underline text style (Ctrl+U).
Strikethrough text style.
Align left.
Align center.
Align right.
Align full.
Unordered list/bullet list.
Ordered list/numbered list
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Outdent/decrease indentation.
Indent/increase indentation.
Undo the last operation (Ctrl+Z).
Redo the last operation (Ctrl+Y).
Insert a new web link.
Unlinks the current selection/removes all selected links.
Insert a new page anchor.
Allows you to edit a photo / image inserted by file picker below.
Inserts a photo / image into the document.
Cleanup code/Removes unwanted formating. This function is useful when you
copy contents from for example an office product.
Opens HTML source code editor.
Inserts a new table at the current location.

Adds a row above the current one.
Adds a row under the current one.
Removes the row.
Adds a column before the current one.
Adds a column after the current one.
Removes the current column.
Removes formatting from the selection.
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Inserting Photo / Images into the document
Images are a great way to liven up your web page.
It important that all the photos you upload have been resized to
size where the greatest dimension is no more than 800 pixels, we
recommend 800 pixels.
If you do not have image resizing a capabilities, a great tool that is
free to download is called pixresizer and is available from
http://bluefive.pair.com/PIXresizer.zip.
It is really easy to use.

There are three types of images that can be inserted into a
document.
A. Lead Image ❶
B. Inserted image ❷
C. Gallery of Images ❸

❶
❷

❸
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Lead Image:
A lead image is an image that will always appear in the same size
and place on every website page. It is a good way to give a visual
introduction to the web page.
1. To insert click in the search tool on the abstract image ❶.

❶

This will now take you to the section of file system. In here you can either select a
photo already uploaded into the file structure or upload a file from your PC.

2. To up load from your PC, click ❷‘Upload file(s) from your computer’,
❷

3. select ❸which folder you will store the images in the file structure.
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4. Then click the upload file❹.

❷

❹

1. You will then being taken your directory on your PC where you can navigate
you PS choose the image you want and then open ❺.

❺

The photos will then be uploaded to the file structure and inserted directly into the
article.

Once you have saved the article, it’s done.
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An Inserted Image:

1. Click in the document where you want to insert the image.
2. Then click the filepicker ❶.

❶

This will now take you to the section of file system. In here you can either select a
photo already uploaded into the file structure or upload a file from your PC.
3. To up load from your PC, click ❷ ‘Upload file(s) from your computer’.
❷

4. You then need to select ❸which folder you will store the images in the file
structure.
5. Then click the upload file❹.
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❸

❹

6. You will then being taken your directory on your PC where you can navigate
you PS choose the image you want and then open❺.

❺

The photos will then be uploaded to the file structure and inserted directly into the
article.
Once you have saved the article , it’s done.

You can format the picture by
7. selecting the image (make sure the image is selected, it will display control
points around the image)
8. then click the insert / edit image icon ❻.
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❻

9. You will now be presented with a new panel, click the appearance tab❼.
❼

❽






Alignment: will allow you to wrap the photo and position within the text.
Dimensions: will allow you to resize the picture.
(you only need to put in one dimension if the Constrain Proportions is ticked)
Vertical and horizontal Space: will allow you to but a text buffer around the
photo.
Border: will put a border around the photo
Highlight puts lines around the photo

Style: Lets you make changes to the format, such as changing border colour.

10. When you have made the format changes click apply❽.
If it says ‘insert’ then you didn’t select the image before editing.

11. When you have the photo format the way you want it, save the article and it
is done.
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Image Gallery

The image gallery is a great way to make your web page have real interest with the
minimum of effort.
1. When you are in the article click on the ‘Image Gallery’ tab ❶.
❶

A new panel will then be displayed which shows the images currently in the articles
gallery. If this is a new article there will be no images displayed.
2. Click the +add new images ❷.

❷

This will now take you to the section of file system. In here you can either select
images already uploaded into the file structure or upload images from your PC.
3. To up load from your PC, click ❸ ‘Upload file(s) from your computer’,
❸
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4. You then need to select which folder ❹ you will store the images in the file
structure.
5. Then click the upload file❺.

❹

❺

6. You will then being taken your directory on your PC where you can navigate
you PS choose the image you want and then open❻.
You can use the ‘shift’ and the ‘ctrl’ key to select multiple images as normal
on your PC.

❻
The panel will then update with the images and the photos will then be uploaded to
the file structure and inserted directly into the article.
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You can now click the ‘save’ button and the gallery is now on the web page.
7. In addition, you can double click an image, the border will go yellow, to the
right you can add an image title and a or a description of the image, click
‘apply’ ❼ and when finished click save.

❼

The images will now show the title and description when the gallery is played.
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File Attachments
You can add files to your website such as pdf, ppt, doc and xls files.

In general it is good practise to always default to pdf documents unless there is a
specific need to attach doc, xls or ppt.
Attaching files to a Webpage
1. When you are in the article click on the ‘Attachments ❶.
❶

A new panel will then be displayed which shows the files currently attached to the
article. If this is a new article there will be no files displayed.
2. Click the +add new images❷.

❷
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This will now take you to the section of file system. In here you can either select the
files already uploaded into the file structure or upload files from your PC.
3. To up load from your PC, click ❸ ‘Upload file(s) from your computer’,

❸

4. You then need to select ❹which folder you will store the files in the file
structure.
5. Then click the upload file❺.

❹

❺

6. You will then be taken to your directory on your PC where you can navigate
you PC and choose the files you want and then click ‘open’❻.
You can use the ‘shift’ and the ‘ctrl’ key to select multiple images as normal
on your PC.

❻
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The photos will then be uploaded to the file structure and inserted directly into the
article.

7. The panel will then update with the files. You can now click the ‘save’ button
and the will be on the web page.
8. In addition, you can double click a file, the border will go yellow, then on the
right you can give the file a title and a description, then click apply ❼ and
when finished click save❽.

❼
❽
The file(s) will now show the title and description on the web page.
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Inserting Video Clips:
There are two ways in putting your video into your website, either through a
specialised video hosting company such as YouTube or Vimeo and linking into your
webpage or as a video file on onto your webpage.

We strongly suggest putting t on YouTube as an unlisted video and linking onto your
webpage.
the reasons are:
1. You do not have to reformat the video once you have recorded it.
2. Youtube will stream instantly on almost all devices.
3. The whole process is quick and easy.
Alternatively, you can put it onto the webpage as a file however, there will be either
restrictions on the ability to playback on all devices or it will take time buffering
before it will play on your visitors website.

Therefore we suggest using YouTube or Vimeo, however the following two sections
explain both methods.
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You tube Video Clips:
To put a video you tube is simple.
1. In the first instance you need to create a YouTube account, preferably an account
for the school.
2. Once you have logged
in, click your user icon❶
the click Creator Studio
❷

❶

This will then bring up the
section of you tube where
you can upload and
manage your video

❷

3. Now you need to click
❸ to upload your video
from your PC

❸

4. The set to ❹ unlisted.
❺
5. Now click the 'Select to
Upload Button' ❺. This
will then take you to your
pc directory where you
can search and select the
video you want to upload
to YouTube.

❹
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6. Your video will be
uploading to YouTube
and you can select and
copy the link ❻ to the
video

❻

7. Now you are ready to
insert the link into the
webpage, so open the
page in the control panel
where you want to insert
the video.
8. Select the place
❼where you want to
insert the video and then
select the Insert/Edit
Embedded Media ❽
and from the drop down box select

❽
❼

9. The following panel will open, select
Type ❾ and then select iframe at the
bottom of the list ❿
❾
❿
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10. Then copy paste the embedded
code you copied from YouTube into
File/URL ❶❶
11. Now click insert and save the
webpage and the video is live.

❶❶
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FLV inserted Video Clips:
It is possible to put video content into your webpage.
Because video content uses an extreme amount of data we ask you to use it with
moderation and that it must always be in the format flv 240x180 12 frames per
second.
If you do not have video converting capabilities, a great tool that is free to download
is called Freemake Video Convertor and is available from
http://www.freemake.com/download?id=FreemakeVideoConverter.
exe
It is really easy to use.

To Insert a Video onto a web page
1. To insert click on the video search icon ❶.

❶

This will now take you to the section of file system. In here you can either select a
video already uploaded into the file structure or upload a file from your PC.
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❷
❷

2. To up load from your PC, click ❷‘Upload file(s) from your computer’,

3. select ❸which folder you will store the images in the file structure.
4. Then click the upload file❹.

❸

❹

5. You will then being taken your directory on your PC where you can navigate
you PS choose the video you want and then ❺open.

❺
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The video will then be uploaded to the file structure and inserted directly into the
article.
Once you have saved the article, it’s done.
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Changing the order of the articles
You can change the order the articles appear on your classroom area. By default the
last document you created will always be at the top but you can change the order
the articles appear on your classroom area.

6. Go into the list of articles fort your class.
7. Place the cursor to the right of your article name and you will see the cursor
changes to a pointed cross❶.
8. Use this cursor to drag the articles into the order you want them by clicking
and hold in the left mouse button and dragging the article in place.
Just note, if you are on windows 9 you will have to click compatibility mode
for this action.
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Changing the images in the Image Slider
The image slider is the place where the images sit at the top of the website, and
these are normally freat shots of the school showing the ‘awe and wonder’.

Go into the articles tab and search and select the article ‘banner’ 

The images are in this article as a normal image gallery like section as per page 25 of
the manual.
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You can upload the image files into any of the folders in the filing section, but we
will have created a folder called ‘banners, and we suggest you save them in there.
You can add photos to this as normal but before that you will need to crop the
photos so they fit the image slider for your website. To find out the size, the
quickest and simplest way is to look at the size of one of the photos currently in the
banner folder.
Go to the file section  look in the banner folder  and click on the preview button
.
This will then open a preview of the image with details of the size of the graphic
. This is sthe size you need to crop the image too.

You will then need to crop the image using any software available to you.
If you don’t have any cropping software, give us a call and we will try and crop them
for you.
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