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Login to the website:

http://64.27.86.67/metuchen/ _login

Type your login name (first initial and last name)
e.g., Jane Smith would enter jsmith

Enter your password
(initially, and when reset, your password is the same as your
login name)
e.g., Jane Smith would enter jsmith

Click _Submit] press Enter.

Note that the software is case sensitive. You must enter the login
address correctly. After you get there, bookmark the site to make
access easier.

=]

Login

[-1 Login

Subirmit |
Login: |

Password: |

Notes:
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Changing your password:

Click here to return

Type your password. to the main page.
e.g., Jane Smith would enter jsmith

Type your new password.
New passwords must be:

e at least six characters in length

e at least one upper case letter (A-Z) that is NOT the
FIRST or LAST character

e atleast one lower case letter (a-z)

e at least one digit (0-9) that is NOT the FIRST or
LAST character

e non-alphanumeric characters such as !, @, #, $, %, *,
&, *, 7 are optional, but it is recommended that one is
included in your password.

EXAMPLES: Jane Smith could use JSjs35
Fred Flinstone could use FF555yabba!

These conditions are enforced to make passwords harder to
guess by hackers.

Type your new password again.

Click _Sdbrit | or press ENTER to update your password.

Click the logo in the upper left hand corner to return to the main
page.

P

| N

ith : test » Change Password
Zumu
@iteview # My Stuff % Logout % Help

& Change password for jsmith

Submit |

Old password |

New password * |

New password (again) |

Once you have decided on a password, write your login and
password here and put this paper in a safe place. If you suspect
someone has seen this information, please change your password
immediately!

My login is

My password is

NOTE:

This login and password are for the website only!
Your email login and password are usually different. Any login
names and passwords to access school systems are also
usually different. If you have any questions about these logins

or passwords, contact your technology director. 2
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School Home Page

After you login, the district or school home page is shown. (To make
things easier Zumu School will be used for the rest of this guide.)

Each school will have a look and feel that’s unique. Typically most
schools will have an announcement board on the front page, a picture
of the school, departments or classes, administration information,
assorted calendars, contact information, and links to other sites.

super : test > School
Zumu

School +iansae smysus sadmin ¢ Logout el

Enrichment

120 E. Washington Avenue
Atlantic Highlands, M1 07716
732-291-2401

Search GO!

Calendar

Announcements are posted here
Lunch Calendar  any school-wide announcements, should be put here,
— If you don't have permission to post announcements,
Cantact Information  please email them to the responsible person.

- More ...
Links

welcome to Zumu School!
Today's going to be lots of fun and you'll learn lots, If
you have any questions, just let me know.

Administration
Superintendent
Principal

Yice Principal

4_Update
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Manage — Adding Content

Zumu allows you to manage your own section of the website. Once
you have permission to access a section of the site, you login and to to
that section.

In this example, Jane Smith is a fourth grade teacher at Zumu School.

When Jane logs in a reaches her section, she will see a Manage link i
the top gray bar.

Quick Editing

Click © to quickly enter or edit information.

The Heading Tab is shown. Type or edit the information in the folder
heading box. You may use HTML (if you know any) or Zumu editing
characters (see Appendix A).

Click _S9mit| ¢, post to the web.

jsmith : test = School > Classes » Fourth Grade
Zumu

School@ ae SD)Suf oLogout *Hls

Fourth Grade
Miss Jane Smith

Search GO!

I have been teaching at Zumu Schoal for two years, both as the fourth grade
Calendar  teacher.

Lunch Calendar

If you have any questions or concerns regarding your child or other school issues,
Contact Infi i please feel free to leave a message with the school office at 888-555-1234 or
" - o - .
ontact Informa ' me at jsmith@zumu.com, I will get back to you as soon as possible,
@

Zumu jsmith : test > School > Classes > Fourth Grade > _properties

SChOOI # gite Wiew # My Stuff % Llogout % Help

&= Folder Properties - Fourth Grade

Folder Type Headingl Permissions | Timed Display

Submit | M

Folder Heading -- displayed along with folder's list of contents.
Use plain text, Zumu editing characters and/or HTML tags.

Mis=z Jane 3mith ﬂ

I hawve been teaching at Zuwu 3chool for two years, both as
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Manage — Adding Content (con’t)

Adding information to Zumu is easy. There are many different ways
information that can be entered:

Upload files and folders from your desktop.

Create a text file by typing or cut and paste.

Create a file and use the WYSIWYG editor to edit it.

Create a folder and put information in the folder.

Copy a file or folder already on the site.

Link to file or folder already on the site (this make sure that if

the information changes, your link will retain the correct data).

e Link to a URL outside of the school site.

Upload Files

Upload allows you to add files, text, documents, whatever from your
desktop. This feature comes in handy to move files from home to
school or to upload pictures from your camera or scanner.

Click Manage to get to the Manage page.

Click Upload to upload a file.
Click e | ,, find the file on your computer.

Click to select the file.

Enter a new name (optional).

Click _Submit] ¢, upload the file. (This may take a minute, depending
on the size of the file and your internet connection.)

Zumu jsmith @ test = School » Classes » Fourth Grade

SChOOI #Gite View %My Stuff % Logout % Help

& Fourth Grade .. B ™ Show hidden files

Properties: Type: Lst Subtype: Buliets | Owners: sdmin jsmith  Readers: members |
Heading | Timed Display |

Add Content: & Upload | Test | HTML | Folder | Copy From | File Link | Web Link
¥ Seguence

Zumu jstnith @ test » School > Classes > Fourth Grade
SChOOI % Site Wiew My Stuff % Logout ¢ Help

#= Upload file(s) to Fourth Grade

Subirmnit | Exit |
Local file to upload Save as (*optional)

[11] _Bowse. | |

211 Browse.. | |

Browise
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Manage — Adding Content (con’t)

Text Files

Click Manage to get to the Manage page.

Click Text to enter a text file.

Enter File Name. This is what’s shown on your page as the link.

Enter a Description of the file (optional). This information may or may
not show up on your page, it depends on the properties that are setup
for your folder. Descriptions are helpful, and more detailed
information about them can be found in the Manage — Properties
Section of this manual.

Enter the information for this file. When entering text you can:
e cut and paste text.
e use HTML tags.
e cut and paste HTML code.
e use Zumu editing characters (see Appendix A).

Zumu formatting allows you to quickly and easily use some basic
editing options without knowing HTML. These characters as listing in
Appendix A of this manual and can be found online by clicking HELP
in the gray bar at the top of the page.

As typed allows you to keep the text exactly as you typed it. If you
tend to line text up using spaces, use this option.

Click 5%t ] ¢, post the text file.

Click Site View to return to your page.

Zumu jsmith : test > School > Classes > Fourth Grade
scnoo‘ # Gite Wiew # My Stuff % Logout # Help

g Create new text (or html) file under Fourth Grade

Subrmit | ﬂl

File Marme

| % Zumu Formatting © As typed

Description

Enter Text {use HTML Tags if desired)
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Manage — Adding Content (con’t)

HTML FlleS |wrstwyc =] |Paragraph <= =] |Font.. =]]z =l color... =] Submit | Esit
B/U|ESES |t EEEeRlE

This option allows you to use the Zumu WYSIWYG editor to edit and administration Enrichment

format your file. Tables, fonts, colors, numbering, bullets, etc., can be Fourth Grade

casily added using familiar icons and drop down menus. Search GO o File

NOTE: Calendar !I?H'"T ___________ T

This editor is only available if you are using Internet Explorer 5.5 and lnohcdengar | test. This s only & test.

above. If you arc using an earlier version of IE, the editor is not Mote that if you use SHIFT+ENTER you can single space text.

Contact Infarmation  'Tast this editar. It's lots of fun.

available and the file is edited like a text file.

) Good Luck,
Links
Click Manage to get to the Manage page. Column 1 |Column 2
test 1 test 2
Click HTML to begin entering an HTML file. test 3 test 4

e Bullet list are easy
e It makes using Zumu even more fur|

Enter File Name. This is what’s shown on your page as the link.

Enter a Description of the file (optional).

Zumu student : test > School > Classes > Fourth Grade > HTML File.html

Click _Submit] ¢ post the HTML file. School o et +ue

Click Site View to return to your page.

Fourth Grade
HTML File

Search GO!

This is a test. This is only a test.
Clle LED) to enter the VV Y SIWYG editOI‘. Calendar  wotg that if you use SHIFT+ENTER you can single space test.
Test this editor. It's lots of fun.
Lunch Calendar o000 ok
. . . . fi
Only the information in the dotted box can be edited. Ses P [Column 1 [Column 2
— test 1 test 2
test 2 test 4

Click _S%mit] ¢, post the text file.

» Bullet list are easy
» It makes using Zumu even more fun
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Manage — Adding Content (con’t) List — Bullet Format

Zumu jsmith @ test > School > Classes > Fourth Grade > Homework

Folders SchoOl +iancae ¢mysuft ¢logout sHel

Adrninistration

Enrichrent

Folders allow you to expand your section to include all the information

you need to include on the website. File N search goy  Homework
ile Name — == — ;—j
I e Week of Februarf 3, 2003 >
Click Manage to get to the Manage page. Calendar  Wesk of Jantary 27, 2002
NO descr'ip‘rion R e AR CEL of January 20, 2003
Click Folder to create a folder within your section. shown Contact Information ek of January 13, 2003

* Week of January 6, 2003
Links

Select a folder type. Folder types allow you to control the look of the
folder. Examples are shown on the right.

List — Block Format

. . . Zumu jsmith : test > School > Classes = Fourth Grade > Homework
e List — formatting options allowed are: ) SChOOl - iansae cmsus «logew +nen
File Name
o Blocks
9 Bullets DeSCI"Ip‘hon 2k of Februar Brrrr! It's cold! )
O Flle-folders Shown, |f Calendar Week ijaﬂr? Il ;V;It\ut:ji\?;aundhng see his shadow on
O Paragraphs ontered ™ SRl ek of January 20, 2003 End SF Seeame Marting Ferizd Whis
Contact Information wesk.
Links Week of January 13, 20032 Let it snow, let it snow, |2t is snow. ..
e Tabbed — currently only borders. (New options may appear at a vieek of January 6, 2003 i back! Hops sveryons bad 5
later date)
e (Calendar — all calendars must be setup as folders. :
p List — Paragraph Format

e (Custom — currently no options.

Zumu jsmith i test » School » Classes > Fourth Grade > Homework

School +manaae emusuf #logou ¢nein

Enter Folder Name. This is what’s shown on your page as the link.

Adrninistration Enrichrent

Enter a Description of the file (optional). Search g1 Homework

Week of February 3, 2003
Brrrr! It's cold!

Click 5%t | ¢, post the Folder. B =

Lunch Calendar Week of January 27, 2002
Will the groundhog see his shadow on Saturday?

Contact Information

Wweek of January 20, 2003
End of Second Marking Period this week,

Links
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List — File Folder Format
Manage - Adding Content (Con’t) Zumu jsmith : test = School » Classes » Fourth Grade » Homewaork

SChOOI 4 Mansge % My Stuff % Logout % Help

Folders (con’t)

B Homework

Examples (cont’)

item zize modfied

Week of February 3, EZ003.£Xt ....... 363 05/01/2003 10:54 AN
05/01/2003 10:39 AN
05/01/2003 10:40 AN
05/01/2003 10:41 AN
05/01/2003 10:41 AN

Week of January 27, 2002.txXt .......

Week of January 20, 2003.txt .......

Week of January 13, 2003.£xXt ......

o o o o

Week of January 6, 2003.txt .......

Calendar — Example Tabbed — Boarder Format

Zumu jsmith : test > School > Classes > Fourth Grade > Fourth Grade Calendar Zumu jsmith : test > School » Classes > Fourth Grade > Homework

School <ranaae +muse +logour sneb
school #Manage # My Stuff % logout #Help

44 FEebruary 2003 & ) February = |2nu3 -
1 e
Search gor  Homework
Zz @ 3 @ 4 @ 5 @ 6 @ Z @ a8 = — @D
» Groundhog Day b Social Studies ¥ Spelling Test
Test Week of Week of Wwesk of VWeek of VWeek of
Eebruary 3, January 27 January 20, January 13, January &
= e - e T Poting e [ Calendsr | 2008 2002 2003 2003 2003

b walentine's Day

p
Lunch Calendar | BT 8t cold!

16 = 17 = 1g < 19 = 20 = 21 = 22 @
F Mo S(ho‘ﬂ\ - » Math Test ¥ Spelling Test
President's Day Contact Infarmation
_— & Week of February 3, 2003 Math
23 = 294 = 25 = 26 = 27 = 28 = B H
¥ Aszambly - Bady ) Bosk Rapert ) Seance Lab P spaliing Tast Links | Working on Chapter 11 Monday, page 125, even problems Tuesday, page 127,
Lab Dus

odd problems Wedsday, half day, no math homework Thursday, review for

e e
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Manage — Adding Content (con’t)

Copy From

Copy From allows you to copy a file or folder from another section of
the website. You can only copy files if you have permission to access
that file. If you don’t have access to a file you want to copy, contact
the website administrator. They should be able to copy it for you.

This feature is handy when you want to create a template for a group
of users. It can also be used to move files between the school site and

My Stuff.
Click Copy From to copy a file posted within the site.

Enter the file location (you can cut and paste the file location or use
&_rick to browse the site to find the correct file.

Once you select the file you want to link, the correct path is entered in
the Copy From field.

Use this icon to
move up a folder

Enter a new file name, if desired.

Click _Submit | post.

Click the circle to select the

correct folder or file.

jsmith @ test » School » Classes » Fourth Grade
Zumu

School ssieview emysnf *logout on=ip

%5‘ Copy content into this Folder

Submit | Exit |
Copy From (hint: use "pick" helper)
| F_pick

Mew Name (Optional)

Opens in a new window

Zumu Jemith :
School

€ 2 Fourth Grad ™ Show hidden files

/
T3 Homework

test » School » Classes » Fourth Grade > _Browse

=2 Class Rules.txt
/@; Homewark Palicy, txt
N Fourth Grade Calendar
2 . htaccess

10
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Manage — Adding Content (con’t) Zumu ™t test > School > Clssses > Eourth Grae

School +zicview emysf 6Logout s ael

Flle Link Zg%] Create File Link under Fourth Grade
File Link allows you to link to another file or folder from another Submit | B
section of the website.
Link Mame

There are great benefits to USing thlS Option. For example’ lf you use a (This will appear the same as a file name but will link to the URL you specify below)
file link and the information is changed (a date changes, or a time is IFU” Path to Target File/Folder =

. Pick
modified) you don’t have to change the announcement board. Because
the information is “linked” it will change automatically. JECrern puer HTL [aes P asered. I

Click File Link to link to a file posted within the site.

Enter the Link Name. Opens in a new window
Enter the URL Zumu jsmith : test = Schoaol » Classes » Fourth Grade » _Browse
this can be copied and pasted from the user’s page or School
use the F-Eick option to select the correct file.
. . Use this icon to B Fourth Gr [T Show hidden files
Enter a description, if desired. move up a folder \—

T Homework
Click _Subeit | to post to the site. :é‘ Class Rules. txt
=2 Homework Policy. txt
ra

| Fourth Grade Calendar
Click the circle to select the 2 htaccess

correct folder or file.

11
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Manage — Adding Content (con’t)

Web Link

Web Link allows you to link to a web page outside your site. If you
chose to link outside pages, a message may display stating that you are
leaving the School District Website. Ask your administrator about this
feature.

Click Web Link to link to a website from the World Wide Web.
Enter the Link Name.

Enter the URL
this can be copied and pasted from the web or

use the F—Eick option to select the correct file.

Select the display option:
e Within the frame (include the top grey bar when
displaying the page).
e Replace the entire page (the user leaves your site and
has no navigation back except the BACK button).

e Open in a new window (two browsers will be open on
the desktop).

Enter a description, if desired.

Click _Submit | to post to the site.

jsmith @ test » School > Classes » Fourth Grade
Zumuy "=

School ssicview smsuf ¢logout ke

%? Create Link under Fourth Grade

Submit ﬂl

Link Mame

{This will appear the same as a file name but will link to the URL you specify below)

URL

{aka "HREF" or "Address" or "Location" -- hint: open another browser window and go to the place you want t
to, then cut and paste the location's URL. ¥ou can also drag and drop the icons just preceding the address.)

Display link target in current frame? Or replace top level browser window?
Display in frame -

Description {use HTML Tags if desired)

12
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Manage — Adding Content (con’t)

Zumu jsmith : test » School > Classes > Fourth Grade
SChOOI # Site Wiew % My Stuff # Logout # Help

Sequence

Sequence allows you to rearrange existing files within a folder. ¥ Sequence Contents of Fourth Grade

Click Sequence to rearrange files in your folder.

Subrmit | Exit |
Use the Top, Bottom, Up, Down buttons to move the files into the
correct order.
Hormewarl, Top
Click _Subrit | to post the corrected order. Elsriseﬁglrisﬁﬁicym 2 |
Fourth Grade Calendar Down |
htaccess Bottarm

Notes:

13
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Manage — Properties 7u Jsmith : test > School > Classes > Fourth Grade

SCh I 4 Manage %My Stuff % Logout 4 Help

Zumu allows you to manage your own section of the website. Once
you have permission to access a section of the site, you login and to

that section. cearch go  Fourth Grade
Miss Jane Smith

Entichment

In this example’ Jane Smlth is a fourth grade teacher at Zumu SChOOl. [ have been teaching at Zumu Schoal for two years, both as the fourth grade

Calendar tgacher,

Lunch Calendar ¢ you have any guestions or concerns regarding your child or other schoal issues,

please feel free to leave a message with the school office at 888-555-1234 or
email me at jsmith@zumu.com. I will get back to you as soon as possible.
@

When Jane logs in a reaches her section, she will see a Manage link i
the top gray bar.

Contact Information

Links

Properties allow you to control:

L] The IOOk and Sty1€ Of your sectio Zumu jsmith ; test > School > Classes » Fourth Grade
e Access to your section of the site. SChoOl osievie omusus ©lonou *pel
¢ File and folder headings.
e Timed Displays = Fourth Grade .. (g ™ Show hidden files
< Properties:\ Type: List Subtype: Bullets | Owners: sdmin jsmith Readers: members |
. Heading | Timed Display |
Look and Style _ _
Add Content: [ Upload | Text | HTML | Folder | Copy From | File Link | Web Link
. . . [F Sequence
The look and style of your section of the site can be as creative as you
desire. However, Zumu provides some basic options that get you item gize  functions
-d Homework ................. 10z4 dese .... rename move copy archive remove
star“ce'd. As you progress, and leam more gbout the web you can add B Class rutes.cr oo, 5 desc eiit renmwe weve copy srchive remove
additional flourishes without losing anything already posted. 2 Homevork Policy.txt ...... 0 desc edit rename move copy archive remove
r?w---- ibz4  dese .... rensme move copy archive remove

Folder Types
There are three basic folder types:

List

Tabbed
Calendar
Image Gallery

Each type is explained in more detail below.

14
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Manage — Properties (con’t)

Look and Style (con’t)

New Content — Top or Bottom Option Folder Properties Screen

New content can be added to the top of the list, or the bottom of the Zumu Jsmith : test > School > Classes > Fourth Grade
list. This depends on your selection here. School +si-viee musts ¢logout #Help

e Ifyou want the newest information to be shown at the top of
the list, select top.

e If you want the information added to the bottom of the list,
select bottom.

\E‘ Folder Properties - Fourth Grade

. . . Folder TYRE | Heading | Permissions | Timed Display
¢ You can change this setting whenever you want. Sometimes
changing it makes entering new information much faster, if you lml Exit |

remember to change it.

Type Subtype add new content to:
| List =l * Top  Bottom

Folder Types - List

List — formatting options allowed are:

Bullets
Blocks
Paragraphs
File-folders

When you create a new folder or text file, the format uses the setting
from the folder above, unless you change it when creating the folder.

You change the file type by selecting a subtype from the list. Use t
arrow to see the choices. Highlight your choice.

15
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Look and Style (con’t)

Folder Type — Lists Examples

Zumu Start-Up Guide

File Name

\

List — Bullet Format

zumu jsmith : test > School > Classes > Fourth Grade > Homework

scnoo‘ % Manage ® My Stuff % Logout # Help

Enrichment

* \Week of Januar
—

Calendar

No Description
Shown using this

Tunch Calendar ° —Yweek of January 20, 2003

. * ‘Week of January 13, 2003
Contact Information

farmnt * Week of January 6, 2003
Links
zumu jsmith : test » School » Classes » Fourth Grade > Hormework
SchoOl ‘ruise omiswi ¢losow 4nes
Enrichment
Flle Name - Search GO! Hom
L week of February 3, 2003 f Brrrr! It's cald! ’
Calendar Week of January 27, 2002 - = M= shadow on
. . Saturday?
| |
Descr"p‘rlon Shown' s Wweek of January 20, 2003 End of Second Marking Period this
H Contact Information week.
'f en*er‘ed. Links Wweek of January 12, 20032 Let it snow, let it snow, [et is snow, ..
- week of January 6, 2003 welcome back! Hope everyone had a

This format is used
for announcement
boards throughout a
Zumu site.

nice holiday.

List — Paragraph Format

zumu jsmith : test » School > Classes » Fourth Grade = Homewaork

school # Manage #My Stuff % Logout % Help

Adrniniztration Enrichrnent

Search GO! ZPLW

Week of February 3, 2003
Brrrr! It's cold!

Calendar More..

Lunch Calendar Week of January 27, 2002
— Wil the groundhog see his shadow on Saturday?
Contact Information

- Week of January 20, 2003
Links  gng of Secand Marking Period this week,

16
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Manage — Properties (con’t) List — File Folder Format
Zumu jsmith : test = School > Classes » Fourth Grade > Homework
Look and Style (con’t) SCNOOI < 1nsae ooy sutt ¢ooout e

&= Homework

Folder Type — Lists Examples (con’t) This format is similar o

The deTClll view in item size modfied
Microsoft Windows® =

El Week of February 3, 2003.txt ....... 363 05/01/2003 10:54 AN
El Week of January 27, 2002.txXt ....... 05/01/2003 10:39 AN
05/01/2003 10:40 AN

05/01/2003 10:41 AN

=l Week of January 20, 2003.£xt .......

=l lWeek of January 13, Z2003.txt ......

o o oo

=l leek of January 6, 2003.£xt .......

05/01/2003 10:41 AN

Folder Types - Tabbed Folder Type — Tabbed Format

. . & Folder Properties - Fourth Grade
Tabbed formatting lets you change your list to a tabbed folder look.

Currently they Ol’lly subtype is bordered Folder Type | Heading | Permissions | Timed Display

Submit | Exit |
Don’t forget you can change the placement of new files to the top or

. Type Subtype Add new content to:
bottom of the list. |Tabbed | [Bordered | & Top  Bottom

Tabbed — Boarder Format

Zumu jsmith : test » School » Classes > Fourth Grade » Homewnrk

School <maaoe omusuf +Logout sHeln

This looks really cool, searcngor  Homework

Though smaller flle I week of Week of Week of Week of Week of
. February 3, January 27 January 20 January 13 January &

names make it look Calendar | 2003 2002 2003 2003 2003

be'l"l‘er', Lunch Calendar Errrr! It's cold!

Contact Information

& \week of February 3, 2003 Math
Links Working an Chapter 11 Monday, page 125, even problems Tuesday, page 127,
—_— odd problems Wedsday, half day, no math homework Thursday, review far

17
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Manage — Properties (con’t)

Look and Style (con’t)

Folder Type — Calendar

Calendars can be created just like text files or folders. You can have as
many calendars as you like. Calendars can also be linked, so you can
combine the information on two or more calendars into one combined

calendar.

The new content option determines if new entries are place above
below previous entries on the calendar.

Use the Manage link you can see how the calendars work just like
other folders and files.

&= Folder Properties - Fourth Grade

Submit | ﬂ|

FulderType| Heading | Permissions | Timed Display

add new content to:
& Top © Bottom

Type Subtype
|Calendarj |Standardj

Calendar — Example

mu jsmith @ test = School > Classes > Fourth Grade > Fourth Grade Calendar

4 I #Manage # My Stuff #Llogout % Help

'Kl February '”2003 -
SUN
1@
2% 3 % 4@ 3 6 @ z® 8@
» Groundhog Day ) Social Studies
Test
9 % 10 = 11 @ 12 & L
¥ Science Lab
16 # 17 = 18 & 19 = 20 # 21 % 2 %
¥ Mo Schoal - F Math Test ¥ spelling Test
President's Day
23 # 24 % 25 26 27 28 *
¥ Assernbly - Body b Book Repart ¥ Science Lab ¥ spelling Test
Lab Due

18
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Manage — Properties (con’t)
Look and Style (con’t)
Folder Type — Image Gallery

Image galleries allow you to post pictures to your site with a minimum
of effort. If you have access to a digital camera or scanner, or someone
who will help in this effort, you can have lots of pictures posted
quickly and easily.

The picture files must be on your desktop (or someone else’s) and then
moved into the folder.

Create Folder.
To begin, create a folder, a good file name is Class Pictures.
Change the folder type to Image Gallery.

Click _Submit |

Click Site View to view the folder.

Upload Pictures to the folder.

Click the folder Class Pictures (or whatever you named the file).

Click Manage

Click Upload to move the picture files from your desktop to the site.
Click 'Brawse.. to find the pictures on your computer.

Click to select the file.

Continue until all the files are selected. If you have more than eight
pictures, upload the first eight, and then upload the remaining pictures.

Click -5 | {6 send the pictures to your site. This may take a minute,
depending on the size of the pictures.

Click _Sdmit |
Click Site View to view the folder.

Click the Class Pictures to view the gallery.
Click a picture to see the full size image.

B3, Create Subfolder under Fourth Grade

MName of folder to create Type Subtype
IC\ass Pictures Image Galleryj IStandardj

A= Upload file{s) to Class Pictures

Submit | Exit |
Local file to upload Save as (*optional)

[11] Browse... | |
(2] ] _Bowse. | |

cearch go!  Class Pictures
= @

Calendar
Lunch Calendar

Contact Information

Links
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Manage — Properties (con’t) Folder Heading — Example
Zumu jsmith @ test > School > Classes > Fourth Grade
Folder Heading SChOOI «uwsncce st ¢ Losout +hee

Adrinistration

Enrichrment

Folder heading allows you to enter information for each folder. This is

. .. : .y , [Eourth Grad
in addition to the text files, folders, links, and calendars within the seareh Goy pRPUMR Brade

Miss Jane Smith
fOlder. I have been teaching at Zumu School for two years, both as the fourth grade
Calendar | teacher.

Lunch Calendsr § 1 you have any questions or concermns regarding your child or other school issues,

?Iease feel free to leave a message with the school office at 888-555-1234 or

This is an example of the folder heading.

i infimEdion me at jsmith@zumu, com. I will get back to you as soon as possible,

Lirls

Click & to quickly access the folder heading.

* Homewoark

You can also click Manage, followed by Heading to get to the Heading

Folder Heading - Manage
Tab. 9 9
& Fourth Grade .. ®yue ™ Show hidden files

Enter text, Zumu editing characters, and/or HTML tags in the Folder erties: L5t Subtype: Bullets | Owners: agmin jsmith Readers: members |
Heading box. Heading |)Timed Display |
Add Content: (¥ Upload | Text | HTML | Folder | Copy From | File Link | Web Link
. Subimit : . . > S
Click _Smit] ¢, post the new folder heading information. Sequence

Click Site View to view the folder. Folder Heading — Edit

jsmith : test » School > Classes > Fourth Grade
Zumu

school # Site View # My Stuff % Logout ® Help

&= Folder Properties - Fourth Grade

Eolder Type Heading| Permissions | Timed Display

Subrmit | ﬁl

Folder Heading - displayed along with folder's list of contents,
Use plain text, Zumu editing characters and/or HTML tags.
\ |

<a href=mailto:jswithBzumu.cow>Mizs Jane Smith</ax)

I have been teaching at Zuwu School for two years, hoth as
the fourth grade teacher.

If you have any gquestions or concerns regarding your child
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Manage — Properties (con’t)
Timed Display

Folder heading allows you post a file for a set amount of time. This is
handy for snow days, special holidays, special announcements, etc.

You can also click Manage, followed by Timed Display to get to the
correct tab.

Use the arrow to select a file. Files must be entered as a text file. They =——w7___|
can contain any information you want.

Chose a time interval for the file to display.

Timed Display Option
Zumu jsmith : test = School > Classes > Fourth Grade

SChOOI # Site View ®My Stuff ¢ Logout ¢ Help

(= Folder Properties - Fourth Grade

Eolder Type | Heading | Permissions | Timed Display

e |
Display File
Felect the blank entry to turn off this feature.

Choose a time interval from the 'Expires In" options or input a Date/Time directly.
Expires, Expiration Date/Time

x| - I2UUS,¢'UZ,"UEU4:4U

{Farmat: YYYY/MM/DOD HH:MM)

Click _Submit] ¢, display the file for the selected time.

Click Site View to view the folder.

Timed Display — Will Return to Normal in 12 hours

Zumu jsmith @ test = School = Classes > Fourth Grade

SChOOI 4 Manage # My Stuff % Logout # Help

Search GO! It's St. Valentine's Day!

Let sormeons know you love them!
Calendar ;
Happy Valentine's Day

Lunch Calendar
Contact Information

Links

P.5. As a special valenting’s day present, the
fourth grade has no homework tonight!

Lave, Miss Smith
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Manage — Properties (con’t)
Owners and Readers - Permissions

The concepts of file owners and permissions are some of the most
important ideas within a Zumu website. If you are the owner of folder,
you have complete control over the folder. You can:

e Give others permissions to update the folder (or files within
your folder)

e Remove permissions, and prevent others from updating or even
reading your folder.

e Put lots of information in your folder, and let some people read
it, or let everyone read it, or let no one read it.

However, if you don’t have permission to access a folder or file, you
cannot do anything but read the folder. Sometimes you can’t do that.

Click Manage, followed by Owners: admin... to get to Permissions tab.

Owners can be entered by typing the user id or click Tk to select
from a list of member or groups that are set up on your site.

Readers can be entered by typing the user id or click F—EFisk to select
from a list of member or groups that are set up on your site. Typically
this is set to public.

Click 5%t | ¢, change the file permissions.

Click PEme%e | 11 reset the file permissions to the default setting. This
option is used when someone new takes responsibility for a folder.

Click Site View to view the folder.

Zumu jsmith : test > School > Classes > Fourth Grade

scnoo‘ # gite Wigw # My Stuff € Logout  © Help

& Folder Properties - Fourth Grade

Eolder Type | Heading | Permissions | Timed Display

Submit Exit |
Owners Iadmm jsmith IF_pick

Readers  |members ‘Fwa

MOTE: Permissions set for this directory cfin be removed by clickirfthe "Remove" button below, Permissions
will then be governed by those set in a hfgher level folder ar by systdyg defaults,

Femaowe |

Select from Members andior Groups. Press the Ctrl
key down while clicking to select multiple entries

Select from Members andior Groups. Press the Ctrl
key down while clicking to select multiple entries

Subrmit Cancel Subrmit Cancel

Groups
members
admin

Groups
members
admin
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Updating Announcement Boards

The announcement boards are a crucial part of your website. This is
what most people will see first. These pages should change at least
once a week! If you have the ability to update the announcement
board, you must realize how significant they are.

It is our goal to make your job easier. If parents and staff know they
can find information quickly on the website, maybe they won’t bother
you as much (maybe not, but we can always hope). If there is a
weekend event, and it’s posted on the announcement board, maybe
more people will attend. If there is a snow closing and they can check

the site, maybe they won’t call the police to find out if school’s closed.

You want to make the announcement board the place you can refer
people for information. If they call, you can refer them to the site
instead of waiting for them to find a pencil.

Adding an Announcement

(jlicl( ¢'LJEijatE

The Manage menu displays
Click Text to add a new announcement

tjones : test = Schoaol
Zumy =

school #Manage # My Stuff #Logout #Help

120 E. Washington Avenue
Atlantic Highlands, NJ 07716
T32-291-2401

Search GO!

Calendar
Announcements are posted here
Lunch Calendar  Any school-wide announcements, should be put here,
— If you don't have permission to post announcements,
Contact Information  please email them to the responsible persan.
- More ..

Welcome to Zumu School!
Today's going to be lots of fun and you'll learn lots, If
you have any guestions, just let me know,

Superintendent

Drincinal

Click here 10 add a
new announcement.

tjones ; test > School » Announcements
Zumu °

SChOOI @ Gite View ® My Stuff % Logout ¢ Help

(= Announcements .. & ™ Show hidden files

Properties: Type: List Subtype: Suliets | Owners: admin tiones Readers: members |
Heading | Timed Display |

Add Content: [& Upload | Test | HTML | Folder | Copy From | File Link | Web Link

[¥ Sequence
item zize  functions
.=E Announcements are posted here.txt

............... 105 desc edit rename wmove copy archive remove
g Weledme to Zumu School!.txt

............... i desc edit rename move copy archive remove
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Updating Announcement Boards (con’t)

Adding an Announcement (con’t)

After clicking *-292*= the following screen displays: After clicking [Submit ] ;g #Site View o 2nnouncement page displays:

Zumu tjones : test > School = Announcements Zumu tjones ! test > School
SChOOI 4 Site View % My Stuff 4 Logout % Help SChOOI % Manage # My Stuff % Logout 4 Help

8 Create new text (or html) file under Announcements Administration Enrichment

Search GOl 120 E. Washington Avenue
Exit l—i Atlantic Highlands, N1 07716

Fa2-201-2401

File Name
INewAnnouncement ® Zumu Formatting © As typed s
—— MNew Announcement
%ﬁis is where you can enter a short little note that

Diescription - 1splays on the announcment board.
This is where you can enter & short little note that Al QQIEQEI_LQEQHDQIHLD D™ =N
displays on the announcment board. -

=l Links guncements are posted here

Mchool-wide announcements, should be put here.

Eriter Text (use HTML Tags&esired) u don't have permission to post announcements,

This is where you can ent more detailed informaiton) Put as much information ﬂ
25 you want. You can also d pictures, but don't worfy shout that now. If you
know HTML, vou can just use §he HTHL image tag.

Superintendent
elcome to Zumu School! _Principal

bday's going to be lots of fun and yvou'll learn lots, II’MD—EII
ou have any questions, just let me know.

Feel free to blather on endlesgly here. It doesn't mafter. It won't show up on
the announcewent hoard. It will\be displayved if someole clicks for more
information.

The file name entered is shown 1
red on the announcement board,

————% The description entered is shown on
the announcement board, under the
file name.

e The text entered is additional
information that is not displayed on
the announcement board. Readers
must click More. .. to view this
information.
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Updating Announcement Boards (con’t)

Adding a File Link

If you’re lucky enough to have someone put information in their
section of the site that you want to share on the announcement board,
you don’t have to retype it. You can use File Link.

If you use a file link and the information is changed (a date changes, or
a time is modified) you don’t have to change the announcement board.
Because the information is “linked” it will change automatically.

Click #2292 4¢ the end of the announcements
The Manage menu displays
Click File Link to link to a file posted within the site.

Enter the Link Name. This is shown on the announcement board in red
just like the File Name.

Enter the URL
this can be copied and pasted from the user’s page or

use the F_Eick option to select the correct file.

Enter a description. This is shown on the announcement board under
the Link Name.

Click _ Submit | to post to the site.

tjones @ test > School > Announcements
Zumuy T

SChOOI # Site View %My Stuff % Logout # Help

= Announcements .. Eup ™ Show hidden files

Properties: Type: Lst Subtype: Sullsts | Owners: sdmin tjones Readers: members
Heading | Timed Display |

Add Content: [F Upload | Text | HTML | Folder | Copy Fro @ Web Link
[F Sequence

item zize

=l Announcements are posted here.txt

desc edit rensme move copy archive remove

........... u} desc edit rensme move copy archive remove

tjones : test > School > Announcements
Zumuy =

SChOOI # Site View My Stuff % Logout #Help

3

3 Create File Link under Announcements

[

Submit | Exit |
Link Marne

{This will appear the same as a file name but will link to the URL you specify below)

Full Path to Target File/Folder
[ Z_pick

Description (use HTML Tags if desired)
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Use this icon to
. . move up a folder
More Details on Pick

/
Zumu tjones : test = SChDDI/AnnDuncementS > _Browse
F_pick . /
, this allows School

When using the File Link option, you can use
you to brose the site to find the correct file.

Once you select the file you want to link, the correct path is entered in £ & announcements .. I~ Show hidden files

the Full Path field.

2 Test.tut

2 New Announcement.txt
=| Announcements are posted here.txt
=| welcome to Zumu Schoal!, txt

Complete any remaining fields and click _Subrit | to post.

Click the circle to select the
correct folder or file.
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Updating Calendars

The school calendars are another great way to inform parents, teachers,
staff, and the community of what’s going on in the school.

You can edit the calendar by day or month.

Use the bulk edit option to enter many dates quickly, click the + sign /

at the back of the month.
Bulk Edit
Add the information for the date.

If you want to add a time, enter it first.
E.g., 03: 7:30pm School Board Meeting

If there are two or more events on one day, just press ENTER, add the
date, followed by a colon, and type the event.
E.g., 04: School Pictures
04: Assembly

New Event
To enter one event on one day, click on the + sign after the date.
Enter the time or click on the arrow to select a time.

Enter an Event Name. This is what’s shown on the calendar.

If information is added in Description, the event name is shown as a
link, you can click on the event name to see more detailed information.

To link the event to another text file, folder, page on the site, a web
link, other files on the site, click the Add/Link option.

Click _Submit | update the site.

tjones : test » School > Calendar
Zumu °

SChOOI 4 Manage My Stuff % Llogout # Help

(4« February 200 ¢ \»»

SUN_____ |MON TUE WEL

2 @ 3@ 4 @ 5
F 7:30pm School b School Pictures
Board Meeting b Aszarnbly

9 @ 10 @ 1'@ 12

Z tjones : test > School > Calendar
OOI ®Manzage ¢ My Stuff ¢ Logout % Halp
F Calendar Bull Edit 02/2003

03: 7:30pm School Board Meeting
04: 3chool Pictures
O4: Assembly

tjones : test > School > Calendar
Zumuy =

School :ieneae smysis ¢rogow +hein

& hNew Event for Calendar: Tue Feb 11, 2003

Tirme (o) I} Event Name

——

Description {optional)

Exit | - op- [F add/Link additional content: Text - Folder - Web Link - File Link
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Appendix A - Zumu Editing Characters

!'small heading

I'larger heading

I"1really big heading

This is “bold"; this is ~italic~; this is _underlined .

Do 'em all at once: “~ Booga booga! ~" or ~*two at a time"~.
'~ Combine with headings ~

Plain text typed

in flows

together into lines as wide
as the page or column.

To make sure your line breaks are respected us a slash at the end of the
line:

Roses are red\
Violets are blue\
Sugar is sweet\
And so are you!

* item 1
* jtem 2
* jtem 3

small heading

larger heading

really big heading
This is bold; this is italic; this is underlined.
Do 'em all at once: Booga booga! or two at a time.

Combine with headings

Plain text typed in flows together into lines as wide as the page or
column.

To make sure your line breaks are respected us a slash at the end of the
line:

Roses are red
Violets are blue
Sugar is sweet
And so are you!

e item 1
e item?2
e item3
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# numbered 1
# numbered 2
# numbered 3

~Arrange your info in columns with vertical "bar" separators:*

Mr. Jones|826-7262
Mrs. Fink|563-9378
Mr. Farblepuss|763-8372

“Need more separation? Use a couple bars in a row..."

Mr. Jones||826-7262
Mrs. Fink]||563-9378
Mr. Farblepuss||763-8372\(alt) 763-2763\Or send an owl!

~or even more...

Mr. Jones||||826-7262
Mrs. Fink]|||563-9378
Mr. Farblepuss||||763-8372

1. numbered 1
2. numbered 2
3. numbered 3

Arrange your info in columns with vertical "bar" separators:

Mr. Jones 826-7262
Mrs. Fink 563-9378
Mr. Farblepuss ~ 763-8372

Need more separation? Use a couple bars in a row...

Mr. Jones 826-7262
Mrs. Fink 563-9378
Mr. Farblepuss 763-8372

(alt) 763-2763
Or send an owl!

or even more...

Mr. Jones 826-7262
Mrs. Fink 563-9378
Mr. Farblepuss 763-8372
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Appendix B — Hints and Tricks

There are so many thing Zumu allows you to do with your website,
this doesn’t even begin to touch on all of them. However, there are

some things that are useful to know, and if you’ve gotten this far you

deserve to know them.
Hiding Files

You can hid any folder or file, by using an underscore () as the
first character in the file name.

E.g., To hide an image folder for you, name the file folder.

This trick is handy for hiding weekly homework files, or upcoming
events that can be posted to the site before the information is to be
made public, and can be renamed without the underscore when it
becomes public knowledge.

smith @ test » School » Classes » Fourth Grade
Zumu_] ith hool | h d

5Ch00| # Site View # My Stuff # Logout 4 Help

= Fourth Grade .. &Ewm ¥ Show hidden files

Properties: Type: {/st Subtype: Bulets | Owners: sdmin jsmiith  Readers: members
Heading | Timed Display |

Add Content: [¥ Upload | Text | HTML | Eolder | Copy From | Eile Link | Web Link

[ Sequence
item gize functicns
S valentines.txt .......... 3z1 desc sdit renamwe move co archive remove
_Falentines . bRt Hesc BOLU rensme move Copy ALchive Femove
Rj IMETES . 1024 desc . ... rename move copy archive remowve
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Appendix B — Hints and Tricks

Posting Pictures and Images

If you feel comfortable with a few HTML tags, posting images is not
really hard. To make sure everyone can view your pictures, post only
.gif or .jpg files.

A bigger problem is making sure that the picture files are small and
don’t take a long time to download. Remember that most people are
still using dial-up lines, and smaller file sizes make for happier
viewers.

Check out the following site for software that can help to optimize
pictures and graphics:

http://directory.google.com/Top/Computers/Software/Graphics/Optimization/

The easiest way to post graphics is to upload a picture from the
desktop and use an image tag in a text file or folder heading.

Create a folder called image in your section.
Upload the .gif or .jpg file

Look at the picture and copy the URL

Use the URL in the image tag shown below.

<IMG SRC='/_images/picture.jpg' width=250>

e Using the width option allows you to resize easily.
e Change 250 by increments of 50 until the picture is about the
right size.

super : test » School > Classes » Fourth Grade
Zumu **

School ¢sicview ¢mystuff +pdmin #Logout Help

IF Edit _valentines, txt

Update ﬂl

<Center:

<h3>It's St. Valentine's Day!</h3>

<irLet someone know you love them!</Is<brx»

<hr:

<ING 3RC='/test/3chool/Classes/Fourth%20Grade/ images/valentines%zZ0day.jpg
width=z200><br:>

<hr:

<ixP.3. Az a special wvalentine's day present, the <br>

fourth grade has no homework tonight!<br:

<hr:

Love, Miss Swith</iz

It's St. Valentine's Day!
Let someans know you love them!

Happy Valentine's Day

FL5 As a special valeniine s day present, the
Jourth grade has no homework ionight!

Love, Miss Swiith
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