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A)  Getting Started:  LOG IN
1)    Open browsere- Internet Explorer or FireFox 
2) Type your site address into the Address window. (E.g. http://schoolname.spps.orghttp://schoolname.spps.org)

3)  Add    /admin   (E.g. http://schoolname.spps.org/adminhttp://schoolname.spps.org/admin)

4)    Hit Return or Enter
5)    Type your username and password
6) Hit Return (Enter) or click on    Login
7)    In administration create or edit sections on the Sections tab

Getting Started:  NAVIGATION IN ADMIN
1)    The Home and any previously created sections appear on the left. 
2) If a section has a + sign, click on the + to view that section’s Subsections.
3) Tools to create and edit sections appear on the right. 
4) Creating a section involves clicking on Add a Subsection (lower right)

5) When a section is ready to be shown on the site it must be turned on. Click 
  on the red button to the left of the section or item title. It will turn green
  to indicate it is on. 

6) If you are a SuperUser  there are two other tabs:  Log Reports and Security. 
  Log Reports displays the usage record of your site . Security allows   
  you to enter usernames, passwords, and section access.

7) In the upper right corner there are 3 links:  Help, Logout, and View Site.
  Help will connect you with the SPPS UP Help Site. Logout will return you 
  to the Login screen.  View Site removes you from administration so you
  can view the site.  To return to administration use your Back button.

When viewing the site, the Navigation bar will display at least the upper level sections 
which are on and not hidden.
The viewers can select Print View to print a cleaner view of a section.

    Login
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Creating Your Site

B)  Create a Section:  BASIC
1)    Click on the section you want the Subsection to appear under
2)  Click on   Add a Subsection
3) Fill in Title (this is the title that appears in the navigation bar)

4) Select the Type - Basic
5) Click    Create Section  Create Section
6) Click on        edit                             
7) Fill in Title (this Title appears on the section) and Section Introduction
8) Click   save         if fi nished. (Or  preview or  cancel)
When using Preview click on Return to Edit Mode to resume. Interactive functions  (e.g. using links) can not be 

activated in preview mode.

9) Once saved, click on red button to the left of the section title. It will change 
  to green, turning on the section so it can be viewed on the site.

Create a Section:  NEWS
1)    Click on the section you want the News section to appear under
2)  Click on   Add a Subsection
3) Fill in Title 
4) Select News
5) Click   Click   Create Section
6) Click on   Click on   Click on   Click on   edit     
7) Fill in Title and Section Introduction

Recommended: Click on Display Settings and increase the Number of Summary Items
8) Click on     save 

The News accounts will be added to the section as items.
9)  Click on        add item
10)  Fill in all Fields: Title, Date/Time, Summary, Body (which will appear on a separate    

  page on your site)

11) Click on    Click on    save
12) Continue adding news items. 
13) Click red buttons to turn section and items on so they can be viewed on site

See Create Attachments:  Promotion to promote the News on another section.
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Create a Section:  FORM
1) Select the Section under which your interactive web Form will appear.
2) Click on   Add a Subsection
3) Title the Form
4) Select Form
5) Click   Click   Create Section
6) Click on   Click on   Click on   Click on   edit             ed
7) Fill in Title and Section Introduction
8) Click on     save  

9) Click on Form Builder

  Add Step      Add Field        Hide Controls       Hide Confi rmation Step Edit Form Source

10) Click on    Add StepClick on    Add Step        
A step is like a page. If there are sections of the form which need to be separated you will 
have multiple steps. If you want all of the questions on one page (viewer scrolls down), there 
would be only one step.

11) Fill in Title and Select alignment
12) Click on     save  

Now you will create all of the questions (fi elds) belonging in this step (page).
13) Click on    Add FieldClick on    Add Field
14) Choose a Field Type (*See descriptions of some of the 17 types after these steps.)

15) The Field Type selected may require some input.
16) Enter a Label. This is the Question that will appear on the site.

(Note: If you click on the ? you will see information about that part of the fi eld.)

17) Enter a Name.  This is the database fi eld name. It does not appear on the
   site. It is used as the column header when you download the data
  collected. Do not use any strange characters or spaces.

18) Select if a response is required or not
19) Select Display preference from a drop down list - Inline or stacked
20) Click on     save  
21) Controls to the right of the Field: To edit a Field click on edit . To delete it, 

  click on X.  To change Field positions click on the up or down symbols.
Form Builder continues
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Form Builder continued
*Descriptions of some of the 17 Field Types:
Note: When the Field Type asks for fi rst and second values, just enter your answers separated by 
returns (enters). The Form Builder puts in the second value.

Select List-  Create a pull down menu
Radio List-  Create a radio button list where only one response is accepted
Check List-  Create a list with boxes to check all that apply.
Date and Time- Create pull down menus to change the time and date.
Email- Only allows valid email addresses to be entered.
Password and Password Confi rm- the second entry must match the fi rst.
File Upload- default allows any media type to be uploaded or choose one (E.g. video)

Other controls on the blue bar at the top of the Form Builder:
Click on control to activate alternative option (E.g. Hide-Show)
Hide/Show Controls hides the edit and other buttons used to create or edit the form.
Hide/Show Step Menu hides the Steps in the Form Builder and on the site.
Hide/Show Confi rmation Step allows the end users to verify their data before 
submitting their forms.
Edit Form Source allows editing of the Html.

The Submission Page is the last page the user sees after fi lling out a form. Click on 
Submission Page (left) and on Click here to enter text, the email address to which the 
results will be sent, whether users can submit more than one form or not, and whether 
there will be a fi nished button for each step (page) or just at the end of the form.

When fi nished with the Form Builder click on    When fi nished with the Form Builder click on    save 
Data from submitted Forms:
After forms are submitted they appear as items on your Form Section in administration.

1) Click on view to the right of each submission to view individual results. 
2 Click on Download Form Data to get that data from selected dates in a

  comma delimited format which can be opened in a database or spreadsheet.
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Create a Section:  FAQ
FAQ is good for a section that is long with many short, related topics.

1) Select the Section under which your FAQ will appear.
2) Click on  Add a Subsection
3) Title the FAQ
4) Select FAQ
5) Click   Click   Create Section
6) Click on   Click on   Click on   Click on   edit       it 
7) Fill in Title and Section Introduction

  Under  Confi guration select Display Settings and increase the 
  Number of Summary items.

8) Click on   Click on     save 
9) The FAQ topics are entered as items. Click   The FAQ topics are entered as items. Click   The FAQ topics are entered as items. Click   The FAQ topics are entered as items. Click   add item
10) Fill in Title and Summary

As items are added, the newest one will appear at the top. If you are entering content in an 
order, start with the last one fi rst. Or, to sort items- above the list of items is a blue line with 
sort (on right). Click sort. Arrows appear to move an item up or down. Click on sort again to 
return to edit before turning items on. (Other sort options have been added. See Help Site)

11) Click red buttons to turn section and items on so they can be viewed on site

Create a Section:  DIRECTORY 
1) Select the Section under which your Directory will appear.
2) Click on   Add  a Subsection       3) Title the Directory
4) Select Directory as the section type.     5) Click on    Click on    Create Section
6) Click on     Click on     Click on     Click on     edit      Fill in       Fill in       Fill in       Fill in Title and Introduction.  Under  Confi guration select 

  Display Settings and increase the Number of Summary items.
7) Click on    Click on    save 
8) Each entry in a Directory is an item. Click on      add item                Fill in the   

  desired fi elds.
9) To change the sort order:  see note in #10 above
10) Continue adding directory items.
11) Click red buttons to turn section and items on so they can be  viewd on 

  the site
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Create a Section:  EVENT (CALENDAR) 
1) Click on the section you want your section to appear under
2)  Click on   Add a Subsection                3) Fill in Title 
4) Select Event
5) Click  Click  Create Section
6) Click on             edit 
7) Fill in Title (and Section Introduction if desired)
8) If you want the calendar itself to appear with the events:  Select Display 

  Settings  and check Display Calendar.  and check Display Calendar.  and check Also in Display Settings, increase the 
  Number of Summary items.

9) Click        save 
The events will be added to the calendar section as items.

10) Click   Click   Click   Click   add item
11) Fill in all Fields (title, dates, times)
12) Details can be added:  Description, Expiration, Attachments   
13) Click   save               Continue adding event items.    
14) Click on the red buttons to the left of each item and the section title. They

  change to green, turning on the section so it can be viewed on the site.

Create a Section:  BLOG
1) Select the Section under which your Blog section will appear.
2) Click on   Add  a Subsection
3) Title the Blog
4) Select Blog as the section type.
5) Click on    Click on    Create Section
6) Click on     Click on     Click on     Click on     edit    fi ll in     fi ll in     fi ll in     fi ll in Title and Introduction. 
7) Go to Confi guration > Display Settings.  Type a password in Blog   

  Password fi eld
8) Click on    Click on    save 

The Password can allow students access to add items to a section. Students will not have rights to 
change the section itself, turn anything on for public view or any other administrative rights. 
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C)  Add Items:  WHY USE
Items are bits of information that all relate in some way to the section.

- Items can be turned on or off as needed. They can be off as needed. They can be off sorted up or down.
- Using items can decrease the number of sections you use.
- Items can be set to publish and/or expire on dates set.
- You can set the number of Items to appear on a section. 

  (See Confi guration-Display Settings.)
- Items can be used in most section types. Examples of uses include:

Basic-  Items can give some control of image placement; they can introduce topics with 
links to more information. 
Events (Calendar)- Each  event is an Item. Events which reoccur can be turned off, 
modifi ed, and turned on when needed. 
News- Each article is an item. The body appears on a separate page.
Directory- Each contact entry in the list is an item. (This section type can also be used 
for columns)
FAQ-  Works well for a long list of items.  The Title of each Item appears at the top of 
the section. When the viewer clicks on a title the page jumps down to the Item’s body.

 Add Items:  CREATE AND SORT
1) Click   Click   Click   Click   add item
2) Fill in Fields (vary by section type)
3) Details or attachments can be added.
4) Click   save               Continue adding items.   
5) To Sort (for section types which allow Sort)- Click on  sort  on the right 

  side of the blue bar above the items. Edit and del buttons are replaced by
  arrows. Click on arrows to move items up or down. Click on sort again 
  to return to edit so that the items can be turned on. (More sort options have 
  been added. See Help site for details on use.)

6) Click on red button to the left of the Item. It will change to green 
  indicating it is turned on  and can be viewed on the site.
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D)  Confi guration:  DISPLAY SETTINGS
1)    Click on Display Settings under Confi guration in edit mode.
2) The section title that appears in the navigation bar can be changed by 

  typing the new title in the fi eld- Section Name
3) A Shortcut Url can be entered. For instance, if you type training the

  shortcut will be your site address/training
4) If the section contains items,  you can enter the number of items to appear 

  when the viewer selects that section. Any additional items can be seen by 
  clicking on a page link at the bottom of the section which looks like:
     Pages:  (1)  (2)  (3)
     15 items total

5) The section title that appears above the Section Introduction can be changed
  by typing a new title in the fi eld- Site Title

6) Using Style Sheet your sections can maintain the same overall look while
  having variations.  The color of the sidebars, Navigation bar text, Polls, etc.
  can be changed for only that section currently being confi gured (and its 
  subsections). Under Style Sheet select a color from a drop down list. 

7) A Footer can be typed to appear only on the section being confi gured (and 
  subsections if present).  HTML formatting can be used in the Footer. 

8) When fi nished with editing the section, click on    save

Confi guration:  ACCESS SETTINGS
1)    Click on ACCESS SETTINGS under Confi guration in the edit mode.
2)    Hide Section:  Select True  to have the section turned on (viewable from

  Admin) but NOT appear in the Navigation bar.  Select False to allow the 
  Section Name to appear in the Navigation bar.

3) You can also select True or False for Permit RSS Syndication. 
  (SSL will not be used in Saint Paul Public Schools.) RSS Syndication is
   covered later in this document.

4) To password protect a section check- Click here to protect this section   
  with  a password. This allows you to enter a password and a message.
  If the section has Subsections those sections will also be protected.

5) When fi nished with editing the section, click on    When fi nished with editing the section, click on    save
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Create Attachment: SIDEBAR
1) Click on Sidebar.  Click on                    add new
2) Enter Title and/or Body.  Optional: add image and link.
3) Click    Click    apply    for each Sidebar, then again for all Sidebars together.
4) Click on    Click on    save 

E)  Create Attachment: INTRODUCTION TO ATTACHMENTS
Attachments can include: Sidebar, Related Link, Images, Document, Audio, 
Video, Snap Poll, Image Gallery, Message Forum, Promotion, or RSS (Really 
Simple Syndication) Promotion. Attachments can be added to most section 
types and items.  They add interest, variety, and improved organization to the 
section. Several can be used to link to other sites or other sections in your site. 
The multimedia attachments can provide ways to better present subject matter 
as well as make the section more enjoyable.

Confi guration:  MOVE SECTION  or  REORDER SUBSECTIONS
1)    Click on Move Section under Confi guration in edit mode.
2) To move the section under a different section, click on the new section.
1)    Click on Reorder subsections under Confi guration in edit mode.
2) If a section has Subsections, click on a Subsection and click on Move 

  Up or Move Down to relocate it.  Continue moving sections as needed.
3) When fi nished with editing the section, click on    save

Create Attachment: RELATED LINK
1) Under Attachments  in edit mode click on Related Link.  Click on            add new
2) Enter Title and URL (address of site to link to)
3) Select how the URL will open- in the Current Window or a New Window.
4) Write a description of the link
5) Click    Click    apply    
6) Click on     Click on     save 
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Create Attachment:  IMAGE
       1) Create or select section

2) Click on            edit 
3) Under Attachments click on  Image   then    then    then    then    add new
4)4)4) Click   Click   Browse    and search for/select your picture (must be .jpg or .gif)  

5) Click   Open    then       then       then       then       then       then       then    upload
6) Title and caption it
7) Adjust size or orientation if needed.
8) To link this picture to a web address, enter the link and select whether the   

  link will open in a new window or inline with your site.
9) Click on     Click on      apply
10) Continue adding images then click    Continue adding images then click    apply    for all of the images.

10 11) Click    save 
Urban Planet automatically places the pictures in a zigzag pattern 

down the page with the text fl owing around them.

Create Attachment: DOCUMENT
1) Create or select section
2) Click on            edit 
3) Under Attachments click on  Document  then    then    then    then    add new
4) Click   Click   Browse   and search for your document 

  Note:  .pdf is a good format.  It is opened by Acrobat Reader which is a free pdf is a good format.  It is opened by Acrobat Reader which is a free pdf
  download. For other applications, your viewer would need that application 
  to open the document. Example- if you upload a Word document your 
  viewers would need Word on their computer to open it.   

5) Click   Open    then       then       then       then       then       then       then    upload
6) Give it a Title and Description
7) Click on     Click on     apply
8) Upload other documents then click on    Upload other documents then click on    apply   for all of them 
9) Click    save 
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Create Attachment:  IMAGE GALLERY   
1) Under Attachments in edit mode select Image Gallery   then       then       then       then    add new
2)  Title the gallery. 
3) Enter a number for  Summary Images  to select how many images you 

  want to appear before having to click to another section to see the rest
4) Browse    for your image (.jpg or .gif).     for your image (.jpg or .gif). 
5) Click   Open Open Open Open    then       then       then       then       then       then       then    upload     Give the image a Caption (in box on right).

  Continue to add pictures. Images may be sorted.
6) Click   apply   for that gallery  then    for that gallery  then   apply    again for all of the galleries.
7) Click    save 

Create Attachment:  AUDIO or VIDEO
1) Under Attachments  in edit mode click on  Audio or Video  then    then    then    then    add new
2) Click   Click   Browse    and search for your Audio or Video    
3) Click   Open Open Open Open    then       then       then       then       then       then       then    upload
4) Enter a Title and Description
5) For video enter the Video Width. (E.g. 640)  Creates window size for playback.

6) Click on   Click on    apply
7) Continue adding Audio or Video then click    Continue adding Audio or Video then click    apply    again

10 8) Click        save 

Create Attachment:  SNAP POLL
1) Under Attachments in edit mode click on  Snap Poll   then    then    then    then    add new
2) Enter a Title
3) Enter a Question
4) Select how the Results should display when someone votes
5) Select how many choices to include (from 2 - 6)
6) Type in the choices
7) Click on   Click on    apply
8) Continue adding polls then click    Continue adding polls then click    apply    again

10 9) Click        save 
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To make a gallery into a  SLIDESHOW
You could include a note in the section introduction to alert your audience to this feature.

Your viewing audience will: 
1) Click on a picture in an image gallery.
2) Click on View as Slideshow (then changes to Stop SlideshowStop Slideshow)
3) Click on Faster or Slower (below images) to change the rate of the 

  slideshow or click on Next or Previous (upper right of images) to 
  customize the rate.

4) Back to SummaryBack to Summary goes to the section for the gallery only (rather than the 
  original section containing the gallery).

Create Attachment: MESSAGE FORUM
  1)  Under Attachments in edit mode click on Message Forum then   then   then   then   add new
  2)  Fill in a Title
  3)  Fill in the number of Summary Threads (lines of thought) allowed 
  4)  From drop down menus select options desired for HTML use, input box, 
    and uploading fi les
  5)  Fill in an administrative email address
  6)  Enter a description (E.g. Please discuss your views on politics in Spain.)
  7)  Click on     apply         apply
  8)  Click on     Click on     save 

-  To participate in the forum the viewer will fi ll in the fi elds (as created above) 
   then click on     Post Message       then click on     Post Message    
-  Another screen will appear for anyone to reply to the message. 
-  The viewer can return to the forum and post a new thread. 
-  Clicking on the title of a message will display the details of it.
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Create Attachment: PROMOTION

You can only promote a section that has items
  1) Under Attachments in edit mode select Promotion  then      then      then      then    add new

2)  Select a Section. The selected section will be promoted on the section 
  you are currently editing.  

3) Select a Location on the current section for the promotion to appear. 
4) Fields:   The Title is required. Check if you want a Summary and/or Image
5) Click   apply   for that promotion  then    for that promotion  then   apply    again for all promotions
6) Click    save 

Create Attachment: RSS PROMOTION
RSS (Really Simple Syndication) allows the promotion of Items between sites. You 
can pull RSS “News feeds” from many internet sites (not all sites are set up for it). As the 
news site is updated, your site will update automatically. For example, create the feed from 
the Star Tribune to receive the title and summary of their news items and these will update 
automatically.  http://myrss.com/f/s/t/startribuneM0mnf81.rsshttp://myrss.com/f/s/t/startribuneM0mnf81.rss. When your viewers click 
on one of their news items they will go to the RSS site.

Go to the site intended for the RSS feed. Look for a button or directions for creating the RSS 
or a button called XML. Click either button and copy the resulting web address. If you do not 
fi nd either try changing the site extension to .rss and copy this address.  This will onlyonly work if 
the site has enabled RSS.
When in the edit mode on a Section Introduction:

1) Click on RSS Promotion   Click on                    add new 
2) Enter Title 
3) Paste in the URL (web address) that was copied
4) Select target window
5) Select location for the promotion
6) Select how many items from the other site should appear on your section
7) Type amount of minutes desired between refreshing the feed
8) Click on       apply        apply

If you want to RSS enable a section (with items) on your site:  Under Confi guration 
select ACCESS SETTINGS and toggle Permit RSS Syndication to   True to   True

9) Click on     Click on     save 
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Formatting Text:  FORMATTING BAR 
There are some text formatting options on the PC.  When the options are available 
they appear in a bar along the top of the text box. These work as they would in a word 
processor. Highlight the text to be affected. Click on the option desired (E.g. bold). To 
add html switch to html mode fi rst.
This option is now available on the Mac if you use the FireFox browser which is a free 
download from mozilla.com
The chainlink icon on the formatting bar allows you to select text and enter an address. 
When your viewer clicks on that text he will be taken to the website you entered.

Formatting Text:  BASIC HTML
While editing in Urban Planet you can add fl exibility in text formatting and in the 
placement of  various components by using HTML. The HTML commands are only 
visible in site administration.

HTML has turn on and turn off commands.  The text between the on and off will be off will be off
affected by the command. The off command is usually </same as on>   

 A string of commands can be used to affect one section of text. Example: 
<font color=blue><strong><i>Once upon a </i><font color=pink>TIME. 
</font></strong>     Will look like:  Once upon a TIME.

To place images where you want them  (instead of in the default zigzag pattern) use 
the <img src=”imageUrl.jpg”> command as described in the following chart. Images can also 
be placed in tables. When using images with HTML Urban Planet does not size them. Any 
image sizing needs to take place before uploading the images. There are many applications 
you can use to set the size, for example Photo Shop or Elements.

BASIC HTML CHART ON NEXT PAGE
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BASIC HTML CHART
Do not use spaces for codes. Codes can be combined: <b><u><i>text</i></u></b>

Turn On     your text here Turn Off  Result
<strong>your text here</strong>    bold                    your text here
<b>      </b>   bold
<u>      </u>   underline
<i>      </i>   italic
<big>      </big>  larger text
<button>     </button>  create button
<font size=3>    </font>  change size from 1 - 7
<font color=green>   </font>  change color
<p>      </p>   new paragraph
<ul>      </ul>  create bulleted list
<ol>      </ol>  create numbered list
<li>      </li>   precedes each list item 
<center>     </center>  center text or item
<hr>         creates horizontal line
<a href=”url address”>   </a>   creates a hyperlink
<a href=”#top”>Return to Top  </a>   returns to place designated in the
         following command
<a name =”top”>    </a>   the return location (see above)

<table>     </table>  creates a table
<table cellspacing=6>       different numbers change spacing
<table cellpadding=10>      different numbers change spacing
<table border=2>       different numbers change border
<tr>      </tr>  create a row
<td>      </td>  create a cell
Example of table with 2 rows, 3 columns, and borders around the cells:
<table cellpadding=6 border=2>
<tr><td>apple</td><td>banana</td><td>pear</td></tr>
<tr><td>ball</td><td>mitt</td><td>bat</td></tr>
</table>

<img src=”imageUrl.jpg”>                        to place image where you want it*
<img src=”imageUrl.jpg”align=right>   to align an image
<img src=”imageUrl.jpg”border=3>    change number to vary border 
* 1st- Create a hidden section and upload images to it. Then in View site click on the image until its 
address has a .jpg at the end. Copy the address to then insert into the image placement command                  address has a .jpg at the end. Copy the address to then insert into the image placement command                  Pg  17address has a .jpg at the end. Copy the address to then insert into the image placement command Pg  17

between the quotes as above.

your text here

Notice order to turn code off is reversed!


