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Athletics Section About the Coach Page 

Naming and Showing the Content app 

1. Go to your school website. 

2. To sign in so that you can edit, click Sign In and enter your username (not your whole 

email address) and password. 

3. From the top navigation menu, navigate to the Athletics/Activities section you are 

editing (Ex.: Girls Basketball). 

4. Click the About the Coach page. 

5. Click Edit Page. 

6. Click the Edit button (green pencil) on the Content app on the page. 

7. Click Options: 

a.  Change the App name if needed at the top of the dialog 

b. Click the check box beside Show the App name on my page. 

c. Click Save at the bottom of the App Options dialog. 

 



2 
 

Adding Content to the Content App 

1. In the Content Editor, type the coach’s name and title at the top of the main content 

area. (Ex.: Tangela Banks, Head Coach) 

2. Highlight the line with the coach’s name and title and click the Headings tool to apply 

the Sub-Title (H2) heading style to the selected text. Press Enter. 

3. Copy the coach’s biography from Word. You will have to remove any formatting from 

Word when you paste it. 

IMPORTANT: All text should drafted, revised, and checked in Word before copying it 

to the website. 

4. In the Content Editor, before you paste, click the Paste As Text tool (clipboard with a T 

on it). You can close the confirmation message that opens by clicking the X on the right 

end of the message bar. 

5. Press CTRL + V to paste. You will not be able to paste by right-clicking with the mouse. 
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Inserting the Photo 

1. Position your cursor at the beginning of the first line of the first paragraph of the bio and then 

click the Insert Image tool on the toolbar. 

2. Click Upload Image on the left then click the Browse button on the right.  

3. Navigate for the image and then click Open. 

4. Click No Resizing under Image Size. 

5. Click Continue. 

 

6. On the second step of the Insert Image wizard, enter the following: 

 Alternative Text: First and last name of the coach (Example: Tangela Banks) 

 Width: 100 (Width can be larger depending on adjacent text. Height will constrain 

automatically.) 

 Alignment: Left 

 Border: 1 

 Vertical Padding: 10 

 Horizontal Padding: 10 

7. Click Insert Image. 

8. Click Save at the top of the Content app to save your work. Close the app. 

9. Preview your page by clicking the Preview button at the top of the page. 

 


