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Schoolwires App Overview:  Flex Editors 
The Schoolwires Flex Editor app displays images, text, tables, and links.  The following is an example of 
flex editor content displayed on a Schoolwires page. 
 

 
 
The Flex Editor app in Site Manager to manage this content works like a word processing tool.  When you 
edit content contained in a flex editor, you will see the flex editor toolbar and a page area that you can 
type into and insert images, links, etc. 
 

 
 
You can type directly into the white area and use the toolbar buttons like you would in Word to align, 
indent, or add bold, italic, or underline text.  Note that due to formatting restrictions there may be no are 
no font choices or font color menus on some web sections.  This is because the section has been set to 
inherit the standard fonts and font colors set at the template level. 
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Pasting Text into the Flex Editor 
 
When you are inserting content from a Word or other document, please be sure to paste it in using the 
Paste Plain Text button.  This clears any Word-specific formatting so that the text matches the rest of 
the website.  The Paste plain text button is a clipboard icon immediately to the left of the green arrows in 
the toolbar. 
 

 
 
Linking to Another GISD Web Page 
 
To create a link to another GISD district or school web page, first highlight the word or phrase you want 
to turn into a link (i.e. District Calendar), then choose the Insert Link button that looks like a little chain in 
the toolbar. 

 
 
The Insert Link window will open.  You should see Your Site listed on the left.  Use the drop-down 
menus to select the Site (Georgetown Indendent School District), the Channel (District Information), the 
Section (Calendars) and the page (District Academic Calendar).  Then click Insert Link and your link will 
be created. 
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Linking to an External Website 
 

When you need to create a hyperlink to an external website or page, first go to the website in Internet 
Explorer.  You will need to copy the web address as shown in the top bar by right-clicking on it and 
choosing Copy. 

 

 
 
Next, return to your Schoolwires flex editor window.  Highlight the word or phrase you want to turn into 
a hyperlink to this external website (example:  TEA website), and choose the Edit Link  Properties 
button that looks like a chain with a pencil on top. 
 

 
 

The Edit Link properties window will open.  In this window, right click in the top box labeled Url and 
choose Paste. 
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Some other options you can set in this window are whether the page opens in a new window.  To choose 
this, set the Target drop-down to New Window.  Then click OK and your link will be created. 
 

 
 

Linking to an Email Address 
 
To create an email address link that will automatically insert the email address into a person’s mail 
program when clicked, just type the email address correctly into the Flex Editor (example: 
lastnamea@georgetownisd.org) and click Enter.  The email address will be hyperlinked automatically. 
 
Linking to a File or Document 
 
If you have many documents or files you need to create links for, the File Library app is by far the 
best option for creating those links.  However, you may sometimes need to link to an individual 
document within a flex editor. Insert your cursor in the flex editor where you want the file to be 
linked, and then click the File button on the toolbar that looks like a paper clip. 

 
The Insert File window will appear.  You can then click the Browse button to find the file on your 
computer.   
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Click Continue after you have located the file you want to upload.  You will then see a window where you 
need to type the Link Text (words to describe the file).  Set the Target drop-down to Open link in a 
new window, then click Insert File. 
 

 
 
Your file will be uploaded and linked to the web page.  NOTE:  Documents meant for external web 
visitors should be Adobe PDF files and not proprietary formats such as Microsoft Word, Excel, or 
Powerpoint, because not all visitors will have these programs available.  Contact technology if 
you do not know how to create a PDF file from an Office document. 

 

Inserting a Table 
 
When possible, tables should be avoided in Schoolwires.  They can be difficult to manage.  
However, if you do need to insert a table, you can do so by using the Insert table button. 

 
 
When you click on the Insert table button, you’ll be asked to select the number of rows and columns 
needed by highlighting them on the grid that appears. 
 

 
The table selected will then appear in the Flex Editor. 
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You can type into the cells as needed.  To change table properties, or insert additional rows or columns, 
right-click anywhere on the table and the following menu will appear.  Additional table properties can be 
found under Properties. 

 
 
 
Inserting an Image 
 
To insert an image (either picture or clip art) into your web page, first please verify that the image 
is free of copyright restrictions, does not violate student safeguards as outlined in district web 
policy, and that it is professional in nature. 
 
Insert your cursor in the place where you want the image to be inserted, and click the Image button in 
the toolbar. 
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Next, choose the image type you want to insert. You may choose between pictures you have 
previously uploaded, the Schoolwires clip art gallery (not recommended), or a picture or image on your 
desktop.  If uploading an image, the following steps apply.  Use the browse button to select the image.  
Select the image size and click Continue. 
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On the next screen, enter the Alternative Text (this is a description of your picture that will be displayed 
for visitors if they cannot see images), and select alignment and border options.  Then click Insert 
Image. 

 
 

After a picture is inserted, you will notice that it appears to be directly next to the text around it.  To add 
spacing, double-click on the image. 
 
 
The Image properties window will open.  In this window, 
enter a 5 for Horizontal and Vertical Spacing, and 
additional spacing will then appear around the image.

 
 

The image with spacing will appear like this. 
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Spell-Checking Your Flex Editor Content 
Use the spellchecker to verify your flex editor content is error-free.  

 

The SpellChecker will run through your document, highlight each work it is checking in red.  Choose 
Ignore or Change to and select the correct spelling from the list, or manually type in your 
corrections.  Click Finish Checking when done. 

 

 NOTE:  Schoolwires will not automatically underline your typos like Word!   

 


