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Introduction

External Link Pages provide a simple and effective means of adding substance to your
website by linking your pages to outside content. You can select pages from the web,
pages from within your website, or files uploaded from your computer to add to your
External Link Page. This manual will show you how to create and edit External Link
Pages. Additionally, tips and suggestions are provided to help you avoid common
pitfalls.

Key Information

To create an External Link Page, you must first log in to your site with a Username and Password.

If you have not yet registered with the site you can request access by clicking the Signup button. This will prompt
you to create a profile which is automatically routed to an administrator for approval.

LOGIN SIGNUP
User Name Signup
Password Forgot Password?

Login

If you have already registered but have forgotten your password, click Forgot Password? to retrieve it.

Add an External Link Page

In order to add an External Link Page to your page, first
navigate to the page you would like the External Link
Page to be listed under.

Design Mode OFF 4 Page v Page Options

Blog Page
Go to Page Options and select External Link Page. Calendar Page

Content Space Page
Discussion Forum Page
Document Container Page
Form Page

News Section Page

Photo Gallery Page
Teacher Page

Wiki Page

External Link Page {}_»)
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The resulting page provides three

separate types of External Link Pages: | NEW EXTERNAL LINK PAGE
Title | | & =

® External URL: This option links to an Name | E

external web page. Web Address (URL) [nttp:i/ [v] | |*
® Browse in File System: This option O External Url

links the page to a document Page Type () Browse in File System

. () Browse Internal Pages
uploaded to your site.
. () Open the external link page in existing window
A A Option i . .

® Browse Internal Pages: This option () Open the external link page in a new window

links to a page within your website. Create Page | | Cancel

Enter a name for your page in the Title field. This title will appear in the dropdown menu from the Administrative
Toolbar. The Name field will automatically populate as a user-friendly URL based on what is entered in the Title
field.

Enter the web address, or URL (Universal Resource Locator) of the site you wish to link under Web Address
(URL). Select External URL for the Page Type.

Select whether or not you’d like to have the page open in a new window or in a new tab.

NEW EXTERNAL LINK PAGE

Title |Parent Portal ¥ -

Name |parent_portal

Web Address (URL) | http:/f ¥ |www theurlfortheparentportalsite.com| | -

® External Url
Page Type Browse in File System
Browse Internal Pages
® Dpen the external link page in existing window

Option
Open the external link page in a new window

Create Page Cancel

Click Create Page to publish your link.
7" Note: Some sites have extra security features (such as encryption) to protect sensitive information transmitted

across the internet. Some of these sites make use of the https:// protocol to enable these features. Make sure to
select the correct protocol in the dropdown box by confirming the web address of the site to which you are linking.
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Enter a name for your page in the Title field. This title will appear in the dropdown menu from the Administrative
Toolbar. The Name field will automatically populate as a user-friendly URL based on what is entered in the Title

field.

Select Browse in File System for the Page Type. The page will refresh.

Click Browse to open the File Explorer window. The File Explorer contains all the files and folders that are

available to you from your organization.

File Explorer a
« S 2 B x = = 4 Uplad
{UserFiles/Servers/Server_2159616/File
4 [ Image Filename Size
[ Background drnes
3 banner-images  Municipal Services
[ ExampleFolder 3 New Media
—TJ logo [ scripts
LA Our Community (&l template
I Fictures [ Test Folder
J_ Staff ) 1-22-15 vbp.paf 35112496
I Teacher [3] 1.1 How To Add Usersmpe N 1740587
. _J;:elemplate apple-favicon.ico 1150
3 mes | Chrysanthemum.jpg 879394
[ Municipal Services hl =] Desertipg SEXE
[ New Media [&=| Elementary,pg 561276
] scripts =/ Hydrangeas,pg 595284
A template (=] Jeliyfishjpg 775702
[ Test Folder =g T
31 Flash 8] lunch_20.05.2012,pdf 10066412
3 Media |2] maxlength.js 2500
mimetest.sid 0
mod_schoolstatus.php 1098
(£ mod_schoolstatus.xml 1745
T My Document.pdf 845865
1 r Page 1 of 2. Items 1 to 21 of 28
Navigate to the folder you want and double-click on a file to select it.
Select whether or not you'd like to have the page open in a new window or in a new tab.
NEW EXTERNAL LINK PAGE
Title |Instructions 4 -
Name |instructions

Web Address (URL) | http:// ¥ ||/UserFiles/Servers/Server_2159616/File/1.1 How To Add Users.r|~

External Url

® Browse in File System

Page Type
Browse Internal Pages
Browse
. ® Dpen the external link page in existing window
Option per pag &

Open the external link page in a new window

Create Page | | Cancel

Click Create Page to publish your link.
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Enter a name for your page in the Title field. This title will appear in the dropdown menu from the Administrative
Toolbar. The Name field will automatically populate as a user-friendly URL based on what is entered in the Title

field.

Select Browse Internal Pages.

Select the type of page you are looking to link from (for example, if you are linking to a blog, choose Blog. If you

are linking to a general page on your site, choose CMS).

Click Browse to search for that type of page within your website. This will open a new window.

| &+

NEW EXTERNAL LINK PAGE
Title |
Name |
) External Url
O Browse in File System
Page Type

® Browse Internal Pages
CMS Browse | *

Blog
he external link page in existing window

(0 Open the external link page in a new window

Option

Create Page | | Cancel

Navigate to the page you wish to link to. When you have found your desired page, click Insert to the right of the

desired page.

SEARCH: || ‘ Find | View All .
PAGES IN (1-20 OF 273) | V]
Name Action
2 Useful Links Preview Insert
8 Contact Me Preview Insert
8 Calendar Preview Insert
& Photo Gallery Preview Insert

Select whether or not you would like to have the page open in a new window.

Click Create Page to publish your link.
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Editing an External Link Page

Navigate to the parent page of your external link page.

Go to Page Options and select Edit External Link Subpages.

Design Mode OFF < Page Page Options v Advanced Options

Check-out & Edit Page
Page Properties
Page Permissions
Page Layout
{3} Metadata..
Manage Subpages
Release Schedule

Page Order

Archived Subpages

)

th

A\ Page Status
jm}

Edit External Link Subpages{b
v

View Subpages

In the window that comes up, click the external link page you wish to edit.

The new window will list the options available to edit with your External Link Page.

EDIT PAGE
Title Principal's Page & =
Name |principal_s_page ®
External Url
P T Browse in File System
agelype Browse Internal Pages
|CMS ¥ | [Photo Gallery Browse X
® Open the external link page in existing window
Option P ) Pag ) g )
Open the external ink page in a new window
Update Page | Cancel

When the changes are complete click Update Page to make your changes live, or click Cancel to omit the
changes.
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