
mamboSchools Tutorial
Content/Web Page Series (jv3.x)

1:  Introduction & Updating an Existing Web 
Page

This web application print manual will educate and introduce web managers 
to the content component within your mamboSchools™ site. 

The content component allows you to add and edit web pages within your 
site.  You use the content component to update the scrolling billboard or an-
nouncement areas within your site.

© 2014   mamboSchools.  A division of One Technologies, Inc.



2

The Content (Web Page) Component
Site Web (Content) PagesFigure 1

Components are the main pages or sections 
of your website.  Your public users link to a 
component by clicking a menu selection. As 
an admin user, you are in charge of maintain-
ing the components and modules within your 
mamboSchools™ site.

The content component is widely used within 
your school site.  This component allows you 
to edit and create new web pages.  These 
content or web pages are a mixture of text and 
media (images, video, audio, etc.).

Content may be found throughout your school 
site.  Examples

1.  Web Pages (like the home page)

2.  The Announcement or Billboard Area.

To edit a web page and announcement/bill-
board items, you access the content compo-
nent from the admin side.

2.

1.
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The administrative backend is a separate 
area hidden from your public and regis-
tered users.

The administrative backend is accessed by 
accessing the following web address:

http://<enteryourwebsitename>/adminis-
trator/

1.  Click into the Username area.  Type in 
your assigned username.

2.  Click into the Password area.  Type in 
your assigned password.

3.  Click the “Login” button. The adminis-
trative control panel appears.

This area is locked with a password and 
hidden from Public and Restricted/Teacher 
Users.   Only web managers and site ad-
ministrators have access to this area.

Logging into the mamboSchools™ Admin Area
Login to Admin Area

2.

3.

1.
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The mamboSchools™ administration side 
has many ways to navigate through its 
commands and control panels.

Figure 1

1.  The navigation menu allows access to 
all functions and commands within the 
administrative side of your site.

2.  You also may wish to explore the con-
trol panel sidebar.  This sidebar echos 
a few of the menu functions.  One may 
choose a sidebar link for certain func-
tions and commands.

3.  This area lists the current “logged in 
users” on the public side (registered/
teacher users) and backend (manag-
ers, administrators, super administra-
tors).  You can access other statistical 
information by clicking the dropdown 
drawer areas.

4.  To logout of the administrative back-
end click the Profile Settings link (up-
per right corner) and select Log.

Figure 2

5.  To access your site web pages, you 
must access the Content Component.  
Select the ‘Content’ menu > Article 
Manager.

The Control Panel and Content Menu (cont.)

The Control Panel & Content Menus

2.

4.

1.

3.

Figure 1 

Figure 2 

5.
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2.1.

Using the Article Manager

After clicking the “Article Manager” link, a 
list of current web pages appear in the Article 
Manager window. For our example, we will be 
editing the home page article, titled, ‘School 
Year 2015-2016 Opens!”

You can locate a web page by scrolling to search 
for the title in the Article Manager.   When you 
have a multi-page list of web pages, searching 
becomes more difficult.  It is easier to use the 
search function.

Figure 1
1.  Click into the ‘Search’ area above the list-

ings to the left.  Type in a word or part of 
the title.  For our example, the title of the 
web page contains the word “school”, so 
we will enter this word.

2.  Click the search icon (a magnifying glass) 
or tap your enter/return key.The search 
word narrows down our article manager 
to five web pages containing the word 
‘school’.

Figure 2
3.  To clear the search and return to the com-

plete article list, click the ‘Clear’ button.

4.  To explore other ways to search, click the 
‘Search Tools’ button.  You will see other 
ways to search.

5.  One popular way to search is by the article 
category.  You can easily locate groups of 
web pages or articles using this dropdown 
menu.

6.  To manually search all articles, set the list 
number from 20 to all.

7.  Click at the title.  In our example, we click 
at the web page titled ‘School Year 2015-
16 Opens!’

The Article Manager

8.

Figure 1 

Figure 2 
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2.

1.

Editing Content in the Web Editor
Editing Content

b.

a.

After clicking a title you are ready to edit your 
article within the web site editor:

1. Click into the text area.  Edit your article. 

2.  If desired, use the text formatting menus 
and tools.  Tool titles appear as your mouse 
moves atop each tool button.  Watch for 
keyboard shortcuts for certain command 
like CTRL-B for boldfacing.

NOTE:  Visually, the tools look like Microsoft 
Office tools.  Many times they function the 
same and have the same keyboard shortcut.

Other Helpful Commands:

a.  Preview - Allows you to test out links with-
out returning to the public side.

b.  Source - Shows the actual HTML language.  
Click to edit in HTML, click again to return 
back the Normal View

c.  Spell Checker
d.  Find/Replace- Helpful when misspelling a 

word throughout a document.
e.  Insert/Edit Link (See Manual #4 in this 

series)
f.  Insert/Edit Image (See Manual #4 in this 

series).
g.  Table Editor (See Manual #4 in this series).
h.  Document Plug-in (See Document Library 

Series Manual #4).

3.  After editing your article, click ‘Save & 
Close’ and you will return to the Article 
Manager.

4.  Clicking “Save” will also save, but keep you 
in the editor.  As a new user, this may be 
your preferred way to save. Because after 
saving, you can view your web page on the 
public side of the side and return back to 
the editor (if further edits are required).

3.

c. d.

e. f. g.

h.

4.
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Figure 1 

Figure 2 

2.

1.

3.

Editing Billboard/Announcements/Newsflash Items
Editing Rotating Content

4.

The billboard area of your web site is usually 
found on the home page.  This area rotates 
through many shorter web pages that are 
stored within your Article Manager.  For this 
exercise, we will be calling these short web 
pages ... items.  Although, truly they are web 
pages.

1.  Locate the billboard area of your web site.  
It is usually found in below the main menu 
navigation at right or along the right side 
bar.   You may want to count the number 
of billboard items that appear.  By default, 
your site is set with three (3) rotating 
items.

NOTE:  Some sites do not have a billboard 
area.

2.  Move to the admin side, and select the 
‘Content’ menu > Article Manager.

3.  In order to quickly locate the billboard 
content, locate and click the ‘Search Tools’ 
button.

4.  Click the ‘- Select Category -’ search drop-
down.  Select the ‘Newsflash’ category.

NOTE:  Newer site setups may use the follow-
ing category names:

a.  Newsflash or Newsflashes
b.  Announcements or Announcement items/

Slides
c.  Billboard or Billboard Items

5.  The filter may display as many as 10 items.  
No matter the number, the key is to locate 
the items that are published (look at the 
‘Published’ column for the green checks).

5.
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2. 1.

Editing Billboard/Newsflash Items (cont.)

Editing Rotating Content (cont.)

Once you have located your published billboard 
items, click on each to locate the one you wish 
to edit.  Return to page 6 for a reminder on 
editing.  You can follow all of the steps on page 
6 and continue editing each billboard item 
until complete.

HELPFUL TIPS:

a.  Rather than create new items, just edit old 
ones.  If you need to create more than the 
number published, review #e below.

b.  Feel free to open an item and review it 
without saving.  If you wish to not save an 
billboard item, click the ‘Close’ button in 
the upper right toolbar.

c.  The titles of the billboard items are generi-
cally named. So, you can rename the title 
to assist you in remembering the content.  
Titles are never displayed in the billboard 
area on the public side.  If you do adjust a 
title remember to ‘Save’ or ‘Save & Close’ 
this change.

d.  Each item is short.  There is a limited num-
ber of words that can fit within the public 
side area.  After time and trial/error, you 
will learn proper length.

e.  To add more than the default three items 
follow these steps (shown on the image to 
the left):

1.  Click an unpublished billboard/news-
flash or announcement item title.  In our 
example, we are selecting ‘Newsflash 
4’.  You can select any unpublished item 
in your list.

Edit the item and ‘Save’

2.  To activate the fourth item,locate the 
‘Status’ column and click the red X to a 
green check.  Return to the public side 
and your item will now appear.


