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System Requirements

e Personal Computer
0 Internet Connection
0 Internet Explorer 7.x
e Macintosh Computer
0 Internet Connection
o Firefox

Login to Content Management System

The content management system (CMS) you are using is called DotNetNuke.

In your Content Management System training session by Platypi Designs you will have
received the web address, user name and password that you require to access the tools

to edit your web site. If you no longer have this information, please contact Platypi
Designs.

On your personal computer, open the web browser Internet Explorer and type in the
web address you were given.

You will get the following screen, as seen below. Enter your user name and password
and click the login button.

' User Name:

% Password:

[ Iremember Login
Login | Register

Forgot Password 7




Control Panel, Web Site Panes, Admin Area, Modes, and Icons
The Control Panel

After you have logged in your web site will look a little different. There will be a new
panel at the top of your site which is called the Control Panel. As well you will notice
that your site will have new icons, and web site panes which will be explained later on in
this manual.

Mode: ) view & Edit Show Control Panel? #
© Add New Module O Add Existing Module
Page Functions Common Tasks
® p- Module: | <Select A Module> % | pape;| ContentPane | “g® ?)
A w W =4
ithes . v
Add Settings Delete Copy Design Title: Insert: | Bottom Add Site  Users Roles Fles Help
Visibility: | 53me As Page ¥ align: Laft v
- |
ACME
Art Su P |1] ies
O web @) Site [ %] 2% B 08° P 37 o 37 o 37 o 037 o Acme Arts = Logout
February 24, 2008 | pr Home
O TopPane
About Us
-
Products
Cart hello!
Fvents PeditText |7
Newsletters
Contact Us ContentPane RightPane
Store Front Admin hd hd
Newsletter Sending Tool
Welcome to ACME Art Supplies, We are very proud to announce  Links of Interest
News the launch of our new web site. ‘We will continuously be /Ed'tT . ’
Admin enhancing this site with new features so please check back often. itText =
At the moment you can use our web site to browse the products
Done & Internet H100% <

Your control panel exists of the following areas:

e Page Functions (Add, Settings, Delete, Copy, Design)
Mode: @ view O Edit

Page Functions
L] K &

Add Setfings Delete Copy




¢ Adding Modules

(*) Add New Module ) Add Existing Module

Mnd.,h|-::SeIectAMudule> V| pane:||:ﬂntentpane v|ur

Trtle:| |II‘I5«Ert: Bottom ¥ add
Visibility: | 53me As Page v|  Align: | Left v
e Common Tasks (Site, Users, Roles, Files, Help)
Show Control Panel? #

Common Tasks
", . fol |
W e v Yy
Site  Users Roles Files Help
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Web Site Panes

Each site that Platypi Designs creates will be customized to the client’'s needs. Not all
web sites will have as many panes as the example in this manual will have.

Panes are used for many things. They are a way of breaking up information and adding
in other modules of information to a page. In the sample below the TopPane and
ContentPane contain regular content that welcomes the web site visitor to the site. The
RightPane is used for Links of Interest and the LeftPane is a content block which has
complimentary text.

Depending on the package you have with Platypi Designs your panes can display Brief
event listings, brief news items, related links, etc.

Art Sup ‘r]ic::
Pl

) Web (3 Site | |+ [l R e L O Acme Arts - Logout |

| Feﬁruarv 24, 2008 | bk Home
[Home | T
About Us |
Products
Cart | hello!
Events | PEditTeut Ll

| w

Newsletters

Contact Us ContentPane RightPane

Sfore Front Admin | v b
Newsletter Sending Tool |
| Welcome to ACME Art Supplies. We are very proud to announce Links of Interest

News | the launch of our new web site. We will continuously be e o
| pnhanrina this cite with new feahres en nleass rheck hack nften Edit Text |&



Accessing Web Site Administration Area

After logging in your navigation will change as well. You will get new options added into
your current navigation that will give you more administrative ability.

You can access the same administration options by clicking on the Site icon in the
Control panel and then mousing over the Admin navigation.

Access the Admin navigation options from OR  Click on Site icon and go to next

your current web site navigation page.
Newsletters
Contact Us Common Tasks
Store Front Admin hd < - 1_’_,;
Newsletter Sending Tool Site Users Roles Files Help
Welcome to ACME A&
News the launch of our ne
PO S S 1 -}
Admin Site Settings = ; i iyati
There find the Admin navigation
Pages R
D."' optlon and mouse over.
LeftPana Security Roles n
— User Accounts
Wendors art Newsletter Sending Tool | News | Admin | (O Web (3) Site
We are proud members of the Sike Log — . Site Settings
following organizations Newslatters [ PEgEs
____\ File Manager at Security Roles
i ==t o User Accounts
Cambridge o e
) te g endors
Event Wigwer s ' 2] Site Log
=kins -

Modes

Upon successful login you will see your web site with the Control Panel at the top.
Mode has two options: View and Edit.

Mode: & view () Edit

Page Functions
] x e

dd Settings Delete Copy




In View mode your web site will look normal. All the pane specifications and additional
icons will go away. The only item that is related to being logged in as a web editor is
the Control Panel.

Mode: @ view O Edit Show Control Panel?
(® Add liew Module O Add Existing Module
Page Functions Common Tasks

x P Module: | <5elect A Module> |%| pape: | ContentPane  |v| @ ?)

ol % - S 4
o . - A

add Settngs Delete Copy Title: Insert:| Boftom Add Site  Users Roles Files  Help
Visibility: | 53me As Page ¥ Align: | Left b
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About Us
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In Edit mode the web site will have all pane markings, edit icons and Control panel
showing.

Mode: O view & Edit Show Control Panel? *
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Icons

Most panes come with 4 icons.

To edit text you will want to use downward facing arrow in the top left hand corner, a
pencil icon and Edit Text link in the bottom left hand corner. These options will all get to

you the web editing tool to edit your text.

ContentPane

Welcome to ACME Art Supplies. We are very proud to announce
the launch of our new web site. We will continuously be
enhancing this site with new features so please check back often.

At the moment you can use our web site to browse the products
we have to offer in our product catalogue and order them
online.

We like to share art tips and tricks with you on a manthly basis so
please feel free to sion up for our e-newsletter,

Coming in the near future, we will be offering our dients the
ahility to register a spot in the art lessons we will be offering at
our studio, The lessons will be available for viewing through the
product catalogue. As well we will be adding in an events area
goon so that you can see what events we have coming up in our
art gallery.

yEditText =]

To change the settings of the pane that specific pane you can click on the page with the
pencil icon. These are more advanced settings and will not be covered in this manual.

é?EditText 1]




Question Mark Icon In Pages To Find Help

As you work through the different areas of the site you will find a question mark icon

from time to time. Click on the question mark to reveal the tip and click on the question
mark again to make it disappear.

= Page Details

% Page Name:

= Page Details

¥ Page Name:
@ Page Title: This is the name of the

Page. The text you enter

will be displayed in the menu
¥# Description: system,

Page Creation, Settings and Reordering

Creating New Pages

To create a new page, click on the Add button in the top left corner of the control panel.

Mode: & View O Edit

Page Functions
f X

=
[=8
=8

Settings Delete Copy

You will be taken to the Page Management area of the CMS. This manual will cover the
Basic Settings of creating a new page.



= Page Details
% Page Name: Our Team

¥# Page Title: ACME Art Supplies Team

Our teamn has talent in painting, sculpting, pastels
¥# Description: and charcoal art works, They provide lessons in
all kinds of art. o

Guelph art lessons, painting, sculpture, charcoal,
¥ Keywords: sculpting, painting lessons

¥4 Parent Page: About Us »
% Include In Menu?

View Page Edit Page

Administrators
% Permissions:

All Users
Registered Users
Subscribers

Unauthenticated
Users

O 00
Oo0od

Username: Add

% Copy Permissions to

. o
Descendants: Copy Permissions

Advanced Settings

Update Cancel Delete

As you will see above you can fill in the following details for the new page you are
creating.

Page Name

Used for the text that appears in the navigation of your site

Page Title

This is the text that is shown in the top left hand corner of your web browser and
is very useful to search engines to define what your site offers. Itis
recommended to place keywords in this text but no more than 255 characters.
Description

This text helps with search engine placement and can be what is displayed when
you are found in search engines. Therefore use keyword phrases as well as
marketing texts in this area. Keep texts short and sweet.

Keywords

These texts are page specific. List the keywords and keyword phrases spaced
out by commas in this section.



e Parent Page
If the page you are creating is going to be a subpage for a main navigation item
you can choose the “Parent page”.

For example: You are creating a page called Our Team which is a sub-page for
About Us, you would select About Us as the parent page for this new page you're

creating.
o0 Home
0 About Us
= QOur Team
— — I . <None Specified= H—
Home
Page Management ... Thank You
. . Product:
= Basic Settings e
...Check Out
In this section, you can set up the bas Events
. Mewslettears
= Page Details  |...newsetter Archive
@ Contact Us
Page Name: ...Contact Form Sent
- . Store Front Admin
© Page Title: ...Products
...Product Categories
© pescription: - Orders
:::Shipping
- . Mewsletter Sending Tool
© Keywords: Search Results
Mews
© Parent Page: <None Specified= v
© Page Template: | Default v
© Include In Menu?
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Page Template

If you have multiple templates, then you can choose which template you want to
use. Platypi Designs will inform you if you have multiple templates and when to
use them.

Include in Menu?

If you have a template that shows secondary navigations and you want people to
see this page in the navigation be sure to check this box. Platypi Designs will let
you know if your template allows for this ability.

An example of showing a secondary navigation is shown below. This example

shows a fly-side navigation where when you mouse over the About Us page, the
Our Team navigation appears to the right.

ACME

Arl Sl]l"ll"l]iﬂﬁ

() Web (3) Site B
February 24, 2008 | kb About s » Cur
Home
| Aboutus  [ae
Derdunrt e
Permissions

This area allows you to specify who can view AND/OR edit the page you are
creating. Usually you will make the page viewable to all users. If you have
groups or other people logging into your site for password protected information
this is where the permissions would be defined. If you would like to have
password protection on pages, please as Platypi Designs for assistance.

View Page Edit Page

L Adminis brators
¥ Permissions:

Regshered Lisers
Subscribers

Ursuthenticated
Lisars

000
O 000

Usermame: Agid



Click update at the bottom of the page to create the page, and save its settings.

To review or change these settings after the page has been created go to that specific
page in the site, and click the Settings button in the top left corner of the Control Panel.

Mode: & view O Edit

Pagg Functions
f | &

=
[=8
[=H

Settingd Delete  Copy

This completes adding a new page and getting all the settings in place for it. No content
has been added to the page. See the Editing Content section of this manual to find out
how to add content.

Note: If you are adding new page that is a new main navigation item you will notice that
the new page will add into your navigation but perhaps not in the spot you want it to be.

See Reordering Pages In The Navigation in order to move the page into the right area
of the navigation.

Making a Copy of a Page

If you wish to copy the structure of a page go to the page that you would like to copy
and click the Copy button in the top left corner of the Control Panel.

Mode: @ View O Edit

Page Functions
f =

Add Setfings Delete | Copy




The Page Management area will open again and you will fill in the Basic Settings for the

page.

= Page Details

¥ Page Name:

% Page Title:

¥# Description:

% Keywords:

% Parent Page:
¥ Include In Menu?

¥ Permissions:

= Copy Page

% Copy From Page:
¥# specify Modules:

Enter Title

About Us

Administrators
All Users
Registered Users

Subscribers
Unauthenticated
Users

Username:

L..0ur Team

View Page Edit Page

Oooo
Ooooao

Add

ContentPane (%) New O'CGW O Reference

The items that will copy over are the Parent Page and the Include in Menu? Settings.
You will define the rest.

There is a new area called Copy Page that will indicate what page you're copying from
and will ask you what you want to do with your Content Pane. Do you want a new one,
copy or reference one?

Asking for a new ContentPane will give you a new page with your newly defined details
but in the same structure as the page you have copied.

Asking for a copy of the ContentPane will completely repeat the text that is on the page

that you're copying.

Click update when you have filled in the page details as you would like them to be.

This completes making a copy of a page and getting all the settings in place for it. No
content has been added to the page. See the Editing Content section of this manual to

find out how to add content.



Reordering Pages In The Navigation

To reorder pages within your site navigation click on the Site button on the Control
Panel. Itis located on the right hand side of your site.

Show Control Panel? #

Common Tasks

- L5
Files Help

~

%]
=
I

This will bring you to the Site Settings area. Mouse over the Admin button and select

Pages from the drop down list.

e | About Us | Products | Cart | Events | Mewsletters | Contact Us

Store Front Admin | Newsletter Sending Tool | Mews e (O Web (%) Site

= Site Settings

il Site Settings

= Basic Settings

In this section, you can set up the basic settings for your site.

= Site Details

Y Security Roles

< User Accounts
i Wendors
| Site Log

On the Pages page you will see a hierarchy of the web site. To move pages to a
different spot in the hierarchy, select the page on the left hand side and use the Move

page arrows on the right.

Pages

[Homa
... Thank You

|Products

| Cart

|...Chigck Ot

|Events

|Hewslatters

| ...Newskatter Archive
|Contact Us

| ...Contact Form Sent
\Store Frant Adrmin

| aProducts

| ..Product Categories

Mowe Page
L
4 &y
& v
n o

Actions
Fo
1_\ L 7]
X
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Editing Content

Edit Text Icons

There are several ways to get into the web editing tool to add/edit/remove web site
texts. Most panes will come with a downward facing arrow in the top left hand corner, a

pencil icon and Edit Text link in the bottom left hand corner. These options will all get to
you the web editing tool to edit your text.

ContentPane

Welcome to ACME Art Supplies. We are very proud to announce
the launch of our new web site. We will continuously be
enhancing this site with new features so please check back often.

At the moment you can use our web site to browse the products
we have to offer in our product catalogue and order them
online.

We like to share art tips and tricks with you on a manthly basis so
please feel free to sion up for our e-newsletter,

Coming in the near future, we will be offering our dients the
ahility to register a spot in the art lessons we will be offering at
our studio, The lessons will be available for viewing through the
product catalogue. As well we will be adding in an events area
goon so that you can see what events we have coming up in our
art gallery.

& Edit Text | o




When you arrive at the Rich Text Editor (seen below), you are now ready to make
content edits to the page.

() Basic Text Box (%) Rich Text Editor

S, | B | s R E
= | : &9 JjEl e 3 TRy R~
+ | Foamat - ;5 Forit - | Size - Jé Ay~ -"*,f-|

ACKE Art Supplies was founded by 2 great arlists, Paco and Rex. In this self porrait Rex is
the one on the right - justin case you couldnttell. ACME Art Supplies started outas a
bricks and mortar business in Somewhere, Ontario. Their first store was small in size but
allowed them to sell premium art supplies to the thriving art community in the surmounding
area.

After a few years in business. they expanded their storefront and added in an art gallery the
back of the store that would allow for local arists to showcase their work, Their gallery is
open to the public and is free of charge. Every month they feature different local artistans.

As computers are getting to be more the rage, Paco and Rex wanted to be sure that the senice all their clients as
best as possible and this is why they have developed this new site for their more technologically inclined customer
base

Paco and Rex would like to thank you for visiting their site and are always interested in your feedback. Please click
here if you have suggestions as to how to make this site better.

Show custom editor options | Refresh Editor

This Rich Text Editor has all the functions of any other word processor that you might
be used to, whether it be Microsoft Word or Corel WordPerfect. You will probably
recognize some icons like Save, Preview, Copy, Paste, Undo, Redo, Print, Bold, Italic,
and Underline to name a few.

To edit content you can just copy and paste information from other sources (i.e., Word,
WordPerfect, Notepad) to the text area, as seen above in blue outlines.

Note: Please use the icon that looks like this when pasting text from another Word
Document. This button will clean up the invisible code that Microsoft Word uses. Yo..
will see this in the top row of icons.

The key to any web editing tool is to have time to play with all of the functions and figure
out what it does. This is the best way to learn how to use this system to the best of its
ability.

Platypi Designs Inc. Phone: 519 823 9456
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Tips & Tricks To Editing Content

The following are items that could help you work with Rich Text Editor tool more
efficiently.

To control paragraph spacing and to allow you to just move your cursor to the next line
there are a couple of hints that we can give you.

To start a new paragraph you will want to hit your Enter key. This will give you a space
between your last sentence and the sentence you are about to write.

Example:
This is text.

This is new text

To get your cursor to move to the next line rather than start a new paragraph you will
hold down the Shift key and hit the Enter key.

Example:
This is text.
This is new text.



Applying Styles to Text
First select the text (with the mouse, or the arrow + Shift key) that you wish to effect.

Once selected find the Style drop down menu and click on the downward facing arrow
to see the options that you can select from. Then click on the style you want.

: Stile = | Format v J Fort | Adal * | Size - J ﬁ - 7. |
2 Custom Bold
ACME Arl Custon kel |?+ reat artists, Paco and Rex. Inthis self portrait Rex is
the ane ¢ Ti”e | qouldntell. ACME Art Supplies started oul as a
bricks an refhere, Ontaro. Their first store was small in size but
allowgd | pilies to the thriving art community in the surrounding
area. .
Title H3

After 4 few years in business, they eipﬁn ded their storefront and added in an art gallery the
back of the store that would allow for local artists to showcase their work, Their gallery is
apen fo the public and is free of charge. Every month they feature different local artistans.

As computers are getting to be more the rage, Paco and Rex wanted to be sure that the senvice all their clients as
best as possible and this is why they have developed this new site for their more technologically inclined custemer
Base.

Paco and Rex would like to thank for yisiting their site and are always interested in your feedback. Please click
TErE o irave suggestons 35 o iow 10 make this site better.

If you wish to remove a style from text it is the same procedure.
Select the text you want to remove the style from then click on the Style drop down

menu. The style that has the black arrow front of the style name is the one currently
selected. If you click on that one, it will remove the style from your text.

atyle | Title + | Format

3 Custom Bold
|E An e P Ore
ned Title col
S an — whe
ved] |Code ppli
L. :

Title H3

"afew years in business, they expar
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File Naming Conventions

Whether you are uploading images or files to the CMS library we recommend that file
names stick to a standard naming convention. File names that go outside of this
convention might cause unexpected errors on your site.

File naming specifications:

e Keep file names short

e Accepted file names are any combination of letters, numbers and underscores
i.e. 2008 JaneDoe.jpg

e Avoid using any unusual characters including spaces

Uploading & Using Images

From time to time you will want to implement images that relate to your content and
compliment the site.

To get an image onto the web site you will have to upload the image and then place it
into your editing area.

NOTE: Animage is a.jpg or a .gif file format.

When uploading images; please make sure that your images are sized properly so that
you’re not using images that are too large in file size, or physical size, for the web site.

Resizing images can be done through a variety of graphics programs, such as Adobe
Photoshop, or good image resizing software can be found on the internet for free.

We recommend Paint.Net Software (http://www.getpaint.net/download.html). Paint.Net
demos are available at:
http://www.platypidesigns.ca/lhome/support/imageediting/tabid/83/Default.aspx

If you would like more information as to why you should resize your images and how to
do it please contact Platypi Designs.

To upload an image you will do the following:

1. Click the Insert/Edit Image icon.

379 ?
G )il & 3

- Fant | Aral



2. You will get an Image Properties pop up window and you will want to click on the
Browser Server button.

-- Webpage Dialog

el
Hew vears | —t s I Lorem ipsum dolor s amet, consectetusr adipiscng |

3. The Browse Server Button will take you to another pop up window where you will
click the Browse... button at the bottom. This will allow you to find the image file
on your computer that you want to upload.

2 P A & Hiogr  Emneeemiseaf ]
29 (120v60) g membwr home., GOC Proud Membe., 818G (Z7wess) 308G (1505 gbok peogled.,
5.0 (14048 1423 (140x39) 6.0 (126 150)
Platypi Designs Inc. Phone: 519 823 9456
11 Bard Blvd. _20. Fax: 519 836 1489
Guelph,ON Email: info@platypidesigns.ca

N1L 1S9 Web: www.platypidesigns.ca



4. Find the image file on your computer through the Choose File pop up, select it
and click the Open button. Clicking the Open button will then return you to the
previous pop up window.

Current Fa Look i | ) CMS doc caphures = =@ e -
L\b | il cortrobanell.jpg  * Thumbs.db
| 5] eorrraiparstz. jpg

|m My Flecent | o) cortralareld. jpg

Diocuements '.l_"t]m'bupﬂhw

EB | 1] controiPanels. ipg
o | cortrol anek. iPa
ﬂ Loy

I 9] Type: PEG Image E.g...
ﬂm-mm Gize: 9,07 KB 150)

My Documents |

g:l iﬂmrlmFaml!S.]:q
My Computer | 1100, bg

| ] login_pre.iog
MyMNetwork  File name: |comiraPane pg | Open [
Files of typer {80 Filee 1) | Cancel

5. The previous pop up window where you had clicked the Browse button now has
a file path and you are ready to upload this file. Click the Upload New File
button.

IT'I (=] I?]

pe Imageﬂ:tabld J0ERootFolder=/Portals/O/&C..
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6. Clicking the Upload button will upload the image to the web server where you will
be able to use it on your web site. When the image has uploaded it will be added
into your thumbnail list of images.

| 2 hitp:/iplatypidesigns.cal?FCKTheme=Default@ Type=Image@tabid=708RootFolder =Portalsioec. .. [= |[B]]
Image Gallery u! . (Browse. Judecdtienrie  |°
Current Folder: | [ Create |
" STt || =17 o
&nﬂt l:. ambridoe = O Manetpizce
Easme:.gu‘ @ Ec-:-uth’:.’l-'aneh.]... IE Iﬂgu_f Igmarkem.gf -
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From this screen you can select the image that you want to use and click on the

file name.
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7. This will close down the screen shown above and put the image into the original

Image Properties pop up that you started with.
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Image Properties
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Within this Image Properties pop up you can add Alternative Texts, which people
will see if they mouse over an image or have their images turned off in their web
browser.

You will notice that you can change the width and height of an image here. We
do not recommend that you resize your images here. Changing the height and
width of an image in this area is only changing the physical size of the image on
the screen it does not affect the file size. It is best to upload images to the server
that are the size you want them for optimal web site delivery.

You can play around with adding borders or spacing, vertically or horizontally
around the image. As well you can choose to align your image to the left and
right of your text as well as many others.

We recommend that you try these features and see what the results are in order
to get an understanding of what they do.

With the align option, you will most likely use left and right most often. Left
means that the image aligns to the left of the text that is on the page. The words
will wrap accordingly. Align right is the same idea but the image aligns to the
right of the text.



8. When you are done adding your extra Alternative Text and alignment options you
will click OK. This will place the image as requested into your web site content

editing area.
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In this example | have chosen to align my image to the right.

9. Continue to make web site content edits and then save your changes. View the
Saving Content area of this document.

Adding An Uploaded Image To Your Content

To add an image that you have already uploaded to the server at another time you will
have to do the following:

1. Click the Insert/Edit Image icon.
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You will get an Image Properties pop up window and you will want to click on the
Browser Server button.

Webpage Dialog

URL
e u
#] Altemative Text
Frevisw
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| i ol Masrsnas fsiniat consennat diam Mascenss

The Browse Server button will take you to another pop up window where you find
a gallery of the image files that you have already uploaded to the server. Click
on the image file that you want to add into your web content.
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4. This will bring the image into the Image Properties pop up.
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Within this Image Properties pop up you can add Alternative Texts, which people
will see if they mouse over an image or have their images turned off in their web
browser.

You will notice that you can change the width and height of an image here. We
do not recommend that you resize your images here. Changing the height and
width of an image in this area is only changing the physical size of the image on
the screen it does not affect the file size. It is best to upload images to the server
that are the size you want them for optimal web site delivery.

You can play around with adding borders, or spacing vertically or horizontally
around the image. As well you can choose to align your image to the left and
right of your text as well as many others.

We recommend that you try these features and see what the results are in order
to get an understanding of what they do.

With the align option, you will most likely use left and right most often. Left
means that the image aligns to the left of the text that is on the page. The words
will wrap accordingly. Align right is the same idea but the image aligns to the
right of the text.
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5. When you are done adding your extra Alternative Text and alignment options you
will click OK. This will place the image as requested into your web site content
editing area.
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ACME At Supplies was founded by 2 great artists, Paco and Rex. Inthis sell portrait
Rexis the one on the right - justin case you couldnt tell. ACME Art Supplies stared out as

a bricks and mortar business in Somewhere, Ontario. Their first store was small in size

but allowed them to sell premium an supplies to the thriving art community in the

surrounding area

After a few years in business, they expanded their starefront and added in an anl gallery the
back of the slore that would allow for local antists 1o showcase thelr work. Their gallery is
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6. Continue to make web site content edits and then save your changes. View the
Saving Content area of this document.
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Uploading A File
From time to time you will want to link to files that you have which relate to your content.

To implement a link to a file you will need to upload the file to the server and then create
a link to it in your editing area

NOTE: Afileis a .pdf, .doc, .xIs, .wpd, .ppt, .html

Uploading to the server and linking to .doc or .wpd isn’t recommended because these
file formats are not web safe. You cannot guarantee that everyone will have the
appropriate program to view the file you are linking to. It is better practice to put .pdf
files on the server and link to them. PDF files are the standard for web safe documents
and they cannot easily be altered by the general public.

If you would like more information about file formats, please contact Platypi Designs.

To upload a file you will do the following:

1. Click the Insert/Edit Link icon.
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2. You will get a Link pop up window and you will want to click on the Browser
Server button.

3 Link -- Webpage Dialog
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3. The Browse Server button will take you to another pop up window where you will
click the Browse... button at the bottom. This will allow you to find the file on
your computer that you want to upload.
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4. Click the Upload New File button, then select Browse, to open the choose file
window. Clicking the Open button will then return you to the previous pop up

window.
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5. The previous pop up window where you had clicked the Browse button now has
a file path and you are ready to upload this file. Click the Upload button.

£ ] Page { A Page On Your Site )
(%) File { A File On Your Site )

URL: File Location: :
Root |
File Name:

\C:\Documents and Settings'udharma‘fi

pload Selected File
Select An Existing File

6. Clicking the Upload Selected File button will upload the file to the web server
where you will be able to use it on your web site. When the file has uploaded it
will be added into your File Name Drop down list.
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7. When you get to this screen and you see the file you have uploaded you can
close this pop up window down as well as the File pop up window. You will now
go onto linking a file to a piece of text or an image.



Creating A Link To Your Uploaded File

When you want to link to a file that you have uploaded to the server, you will want to do
the following:

1. Highlight the text that you want to become the hyperlink to the file.
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Marketplace
ACME At Supplies was founded by 2 great artists, Paco and Rex. In this se

Fexis the one on the right - just in case you couldnt tell. ACME Art Supplies started out as
| a bricks and mortar business in Somewhere, Ontario. Their first store was small in size

| but allowed them to sell I EIUE e s to the thriving art community in the
surrcunding area.

After a few years in business, they expanded their starefront and added in an art gallery the
| back of the store that would allow for local artists to showcase their wark. Their gallery is
open to the public and is free of charge. Every month they feature different local adistans.

NOTE: Be sure to only highlight the word or words that you want to link to and
avoid highlighting any extra spaces before or after the word/words you want
linked.

NOTE: To create a link from an image rather than a piece of text, insert the
image and then left click it to select it. Then follow the rest of the instructions
below.

2. Then click on the Insert/Edit Link icon.
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3. You will get a Link pop up window and you will want to click on the Browser
Server button.

A Link -- Webpage Dialog
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4. The Browse Server Button will take you to another pop up window where you find
a list of the files that you have already uploaded to the server. Click on the file
that you want to link to.
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Either select the file from the drop down or click Upload New File, if the file is not
uploaded yet, and follow instructions.

When you have clicked on the file you will be taken back to the File pop up
window and the URL area will have filled in with the path to your file.
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5. NOTE: When linking to a file you will want to have that file pop up into a new

window when a web site user clicks on the link. This way they are not taken off
your web site to view the file.

In order to make the file pop up into a new window, you will click on the Target
tab in the Link pop up. Then select New Window (_blank) from the drop down
list. You will not have to worry about the Target Frame Name.

Link
Link Info = Target  Upload  Advanced
Target Target Frame Mame
<hat et b
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<framey
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Same Window [_zelf]
Parent \Window [_parent]

| (1] | | Cahcel |

When you have selected the New Window item from the drop down then click
OK.

6. The File pop up window will go away and you will be back to your web editing
area and the word that you had highlighted will now be underlined.

| WIATReTplrace | _ _ _
ACME At Supplies was founded by 2 great artists, Paco and Rex. In this

Fexis the one on the right - just in case you couldnt tell. ACME Art Supplies started out as

a bricks and mortar business in Somewhere, Ontario. Their first store was small in size

but allowed themn to sell premium art supplies to the thriving art community in the
surrcunding area.

After a few years in business, they expanded their starefront and added in an art gallery the
hack of the store that would allow far local artists to showcase their waork. Their gallery is
open to the public and is free of charge. Every month they feature different local adistans.

NOTE: You will notice that when you mouse over the underlined text you will not
get a hand that signifies a link. You will also not be able to click on the link to see
if it works. This is because you are in the editing environment. You will have to
Save your edits and then view the page to test the link.



7. Continue to make web site content edits and then save your changes. View the
Saving Content area of this document.

Creating A Link To One Of Your Web Site Pages

If you have a multiple page web site you will want to know how to link one page to
another. For example on the About Us page you might want to have a link that goes to
the Contact Us page.

To create a link to one of your web site pages you will have to do the following:

1. Highlight the text that you want to become the hyperlink to a page of your web
site.

& DOTHNETHUKE
Marketplace
ACME At Supplies was founded by 2 great artists, Paco and Rex. In this se
Rexis the one on the right - justin case you couldnt tell. ACME At Supplies started out as
a bricks and mortar business in Somewhere, Ontario. Their first store was small in size

but allowed them to sell iR #=i] g = to the thriving art community in the
surrounding area.

After a few years in business, they expanded their starefront and added in an art gallery the
hack of the store that would allow far local artists to showcase theirwark. Their gallery is
open to the public and is free of charge. Every month they feature different local artistans.

NOTE: Be sure to only highlight the word or words that you want to link to and
avoid highlighting any extra spaces before or after the word/words you want
linked.

NOTE: To create a link from an image rather than a piece of text, insert the
image and then left click it to select it. Then follow the rest of the instructions
below.

2. Then click on the Insert/Edit Link icon.
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3. You will get a Link pop up window. Within the first window click on the “Browse
Server” button, to get a second pop up screen as seen below. Select the page
radio button as below, and then select the page you wish to link to from the drop
down menu.

= http:fheww. platypidesipns, cal?FCKTheme =Defa. .. [ZIIEII’E

Link Gallery

Link Type:

(JURL { A Link Te An External Resouree )
: [*) Page [ A Page On Your Site )
U“L () File { A File On Your Site )

Select A Web Page From Your Site:

Home hd
Use selectead lnk

Then click the “Use selected Link” button. This will bring you back to the first pop
up window, where the information will be filled in for you. Simple click Ok to
complete the link.

4. The File pop up window will go away and you will be back to your web editing
area and the word that you had highlighted will now be underlined.

| NIArRETpIace

|ACME Art Supplies was founded by 2 great artists, Paco and Rex. In this
Rexis the one on the right - just in case you couldnt tell. ACME Art Supplies started out as

a bricks and mortar business in Somewhere, Ontario. Their first store was small in size

but allowed thermn to sell premiurm art supplies to the thriving art community in the

surrounding area.

After a few years in business, they expanded their starefront and added in an art gallery the
hack of the store that would allow far local artists to showcase their waork. Their gallery is
open to the public and is free of charge. Every month they feature different local artistans.

NOTE: You will notice that when you mouse over the underlined text you will not
get a hand that signifies a link. You will also not be able to click on the link to see
if it works. This is because you are in the editing environment. You will have to
Save your edits and then view the page to test the link.



5. Continue to make web site content edits and then save your changes. View the
Saving Content area of this document.

Creating A Link To A Web Page Outside Of Your Site

When you want to link to a web site that is outside of your web site, you will want to do
the following:

1. Highlight the text that you want to become the hyperlink to the external web site.
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Marketplace
ACME At Supplies was founded by 2 great artists, Paco and Rex. In this se

Rexis the one on the right - justin case you couldnt tell. ACME At Supplies started out as
a bricks and martar business in Somewhere, Ontario. Their first store was small in size
but allowed them to sell T e a0l to the thriving art community in the
surrounding area.

After a few years in business, they expanded their starefront and added in an art gallery the
hack of the store that would allow far local artists to showcase theirwark. Their gallery is
open to the public and is free of charge. Every month they feature different local artistans.

NOTE: Be sure to only highlight the word or words that you want to link to and
avoid highlighting any extra spaces before or after the word/words you want
linked.

NOTE: To create a link from an image rather than a piece of text, insert the
image and then left click it to select it. Then follow the rest of the instructions
below.

2. Then click on the Insert/Edit Link icon.
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3. You will get a Link pop up window. The Link Type remains URL. The Protocol
most likely should as http:// (See note below image). You will need to add in the
web address in the URL area.

A Link -- Web Page Dialog
Link

Link Info  Target Upload  Advanced

Link Type
URL w

Protocal LRL
http: Y % || wwe.che.cd

Browse Server

NOTE: In some cases you will want to link to an https://. In order to find out
what kind of Protocol you need just look at the web site address of the web site
you want to link to. If the address starts with http:// then you choose http:// from
the Protocol drop down. You will select https:// if you find that the site you're
linking to has https:// in the web address. The https:// signifies a secure,
encrypted site.

NOTE: When linking to a web site page outside of your web site you will want to
have that web site pop up into a new window when a web site user clicks on the
link. This way they are not taken off your web site to view the file.

In order to make the web site pop up into a new window, you will click on the
Target tab in the Link pop up. Then select New Window (_blank) from the drop
down list. You will not have to worry about the Target Frame Name.

2 Link -- Web Page Dialog
Link
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Target Target Frame Mame
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<frame;

Same Window [_self)
Parent wWindow [_parent]

When you have selected the New Window item from the drop down click OK.



4. The File pop up window will go away and you will be back to your web editing
area and the word that you had highlighted will now be underlined.

| VIATRETDace |

ACME At Supplies was founded by 2 great artists, Paco and Rex. In this
Fexis the one on the right - just in case you couldnt tell. ACME Art Supplies started out as
a bricks and mortar business in Somewhere, Ontario. Their first store was small in size

but allowed them to sell premium art supplies to the thriving art community in the
surrcunding area.

After a few years in business, they expanded their starefront and added in an art gallery the
hack of the store that would allow far local artists to showcase their waork. Their gallery is
open to the public and is free of charge. Every month they feature different local adistans.

NOTE: You will notice that when you mouse over the underlined text you will not
get a hand that signifies a link. You will also not be able to click on the link to see
if it works. This is because you are in the editing environment. You will have to
Save your edits and then view the page to test the link.

5. Continue to make web site content edits and then save your changes. View the
Saving Content area of this document for more information.



Linking To An Email Address
To create a link to an email address you will want to do the following:

1. Highlight the text that you want to become the hyperlink to the external web site.

A g DOTHNETNUEE
Marketplace
ACME At Supplies was founded by 2 great artists, Paco and Rex. In this se

Rexis the one on the right - justin case you couldnt tell. ACME At Supplies started out as
a bricks and mortar business in Somewhere, Ontario. Their first store was small in size

but allowed them to sell iR #=i] g = to the thriving art community in the
surrounding area.

After a few years in business, they expanded their starefront and added in an art gallery the
hack of the store that would allow far local artists to showcase theirwark. Their gallery is
open to the public and is free of charge. Every month they feature different local artistans.

NOTE: Be sure to only highlight the word or words that you want to link to and
avoid highlighting any extra spaces before or after the word/words you want
linked.

NOTE: To create a link from an image rather than a piece of text, insert the
image and then left click it to select it. Then follow the rest of the instructions
below.

2. Then click on the Insert/Edit Link icon.
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3. You will get a Link pop up window. Change the Link Type to Email from the drop
down menu.

<} Link -- Web Page Dialog
Link
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Link Tupe
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Browse Server

4. When you have changed the Link Type to Email the pop up window changes so
that you can write in the email address.

2 Link -- Web Page Dialog
Link

Link Info = Advanced

Link Type
| E-Mail v|

E-t ail Address
| info@yaurcompany. com |
Mezzage Subject

Mezzage Body

| (] | | Cancel |

You can also add in a Message Subject and Message Body but they aren’t
required. If you fill in the Message Subject, when someone clicks on the email
link you have created and sends you an email, the email subject that you get will
be the one that you wrote in. The Message Body text is a way of adding text to
the body of the email that the web site user is about to send you. For instance if
you want to remind them to put in their phone number you could write text that
says — Put your content here and please don't forget to include your phone

number.
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When you are done with adding in the Email address, subject and body
message, click OK.

The File pop up window will go away and you will be back to your web editing
area and the word that you had highlighted will now be underlined.

| WIATKETpIAace | _ _ _ _
ACME At Supplies was founded by 2 great artists, Paco and Rex. In this

Rexis the one on the right - justin case you couldnt tell. ACME At Supplies started out as

a bricks and mortar business in Somewhere, Ontario. Their first store was small in size

but allowed themn ta sell premium art supplies to the thriving art community in the

surrounding area.

After a few years in business, they expanded their starefront and added in an art gallery the
hack of the store that would allow far local artists to showcase theirwark. Their gallery is
open to the public and is free of charge. Every month they feature different local artistans.

NOTE: You will notice that when you mouse over the underlined text you will not
get a hand that signifies a link. You will also not be able to click on the link to see
if it works. This is because you are in the editing environment. You will have to
Save your edits and then view the page to test the link.

Continue to make web site content edits and then save your changes. View the
Saving Content area of this document for more information.



Removing Links Of Any Kind

This will give you instructions on how to remove any kind of link you have, whether it be
to a file, to a page within your web site, to a page outside of your web site or to an email
address.

To remove a link you will NOT want to just deleted the text that is underlined in your
web editor. This does not guarantee that the link has been removed.

When you want to remove a link please to the following:

1. Place your cursor over the link you want removed. Left click somewhere in the
middle of the underlined text.

ar business in Somewhere, Ontz
» sell premium art suipplies to the

2. With your cursor now blinking in the middle of the underlined text click the
Remove Link icon.
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Lpplies was founded by 2 great artists, Paco and Rex.
the right - just in case you couldnttell. ACME At Supp
mortar business in Somewhere, Ontario. Their first st
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3. The text will then loose its underline and you will have successfully removed the
link.



Saving Content

Save content clicking on the Update button at the bottom of the editor page. If you wish
to Preview the work before saving, click on the preview. This will give you a quick view
of just this content area. It will appear just below the 3 buttons seen in the image below.
If you are satisfied with your work then proceed with the Update Button. If you wish not
to save your work and leave the page with no updates click to Cancel Button.

Show oustom editor options | Refresh Editor

o Search Summary (Optional):

Update Cancel Preview

NOTE: When you hit the Update icon you are saving your web site edits and they will
immediately go live to your web site for the public to see. This means that you want to
be sure of the content you're saving is correct and the way you want it.

When you have successfully saved your content you will see the following screen.

Seeing Your Web Site Updates

Once you have saved the page you can then view the page, as a user will see it, by
clicking the view option in the top left corner of the Control Panel.



