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Before beginningyour site administration you will need a child portal setup and the
Username anBassword for the portal.

Please insure that this information remains confidential as it allows access to your site data.
Contact your Portal Administrator for this information or if you want to change it.
Note: you may want to check with the poradministrator as tavhat keywords are set for your

site such that people using the Search Option can find youl'sitetnay email 5 to 10
keywords tcaroundtaber@gmail.coto have the search words set for you.

To Work on your site:
1) Navigate to your page
2) Click on the Login button
3) Enter your
a) Username, and

b) Password
4) Enter or edit content

An Example:
For Taber Adult Learning

1) Navigate to the home page:
a. Go on the interneandin your Browsel(Internet Explorer)

b. Enter the websitesww.arountaber.com

/ Address bar
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http://www.arountaber.com/

c. From the Directory select your category

i. Il n this example AAdult Educationo

Directory

d. When the page redshes click your organization in t@ategory

i Il n the example ATaber & District Communi

Directory

Adult Education

< Your organization
|

2) Click the Login Button

a. This brings up the Login options

Web 9 Site Search Login




3) Enter your

a. Username, and User Log In

% User Name:

b. Password

 Password:

sessnnsne

P

c. Then, Click the Login Button

4) Enter or Edit Content

a. The next materialve covewill help with this task

ePane

~ UsersOnline

ContentPane

Organization Mission or Mandate

LeftPane CenterPane RightPane

~ News

~ Survey
&2 online Now: 7 Example Question: Are
> you happy with the new
403 portal?
~ Links
7 s

Submit Survey View Results

BottomPane
~ Banners

Note: as you are logged in you will see your login name in the upper right of the screen.

When you are done working on your SiteLEASET Logout

Taber Adult

/ Learning Portal
9 Site

Search Clint Mattson

Manager

Logol




Editing the Website

Your website consists of 6 regions where you may edit and add content.

Near the top of the page click the drop down arrow to the right ofiPaEngee the regions:

Pane: ContentPane v

ContentPane

LeftPane ‘
CenterPane

RightPane
BottomPane

For each region you can add a Module

Module: Acco

In addition you may specifgnd alignment for the Module layout

Align: Left -
Left
Center
Rinht

Once you have selected the desired options click the Add button

Module: Text/HTML v Pane: LeftPane v Align: Left

Note: Before you begiri make sure the Preview Button is tWiNecked!
(You cannot edit with Preview on)

Not checked is
the correcsetting

Content: [V| Preview: | l‘t/

4




Editing Text/HTML Content

Certainly one of the most prominent aspects of a website is text.
As you have text in the various panes you will want to edit it.

You may edit text in &imple Editoror aDetailed Editor

Simple Edit:

1) Move your mouse pointer over theodule region
2) Anicon with a pencil will appear
3) Click the pencil icon

ContentPane

rd
~ Organization Mission or Mandate

Your text can now be changed using standard text editing techniques

40
v ‘Orgamzation Mission or Mandate

You may then click the AX0 icochangeo Cancel or the

Detailed Editor:

wigailnzauol
Move the mouse pointer overﬁ'mangleb in the
Select from the drop down | ist AEdi't Text o

This brings up a more detailed editor:

N
Note: You may click the back button in the Browser to cancel editing.
You must click the UPDATE button to post the changes !




Inserting a Picture

Having a picture in a module involves two steps;
1. Uploading the picture to the server, and

2. Inserting the picturen the page.

To insert a picture in a modutgen the detailed text editor in the pane you want the image in.

~ Edit Text/HTML

- vt
=] Souce (1), | E ]

Style
= | @

Y

{7 Basic Text Box @ Rich Text Editor

= # 2.

- ] >__:?

ol
/ it ~ | Size

[@e =

S 4q- 2

This brings up the Image Properties dialog box

2. Image Properties — Webpage Dislog =

B

Image Properties
Image Info [ Lk | Advanced

URL
Browse Senver

itp s roundtaber.c @ Interne | Protected Mode: On

Note: you may have to turn off or allow paps.

Sel ect

iBr owseo

Select the ﬁlnsert//Edit | mageo button.

on

your

compu



Click the picture, then click Open s E=

OQ [l » John » Documents » = [ 44 ][ search o]
[ Name Date modified B
Additional Fonts
B Music
Adobe
[ Pictures BlackBerry 8530 Info
[ Camtasia Studio
Folders v | )l Cindy Select afile to preview.
IF Document ~ CyberLink
Acronis (] Fax
Addition || Flash - Ed2Go
Adobe House
BlackBer Microsoft Press
Camtasic « ||| My Data Sources -
[-; 53 items

File pame ~ [AlFies ) -

Selectthe option filpload New Fil&

From the Original fpropesiesdidogbodi t | magedo i mage
you may now browser Server to find the picture

Click the picture, then

Click OK

& Image Properties -- Webpage Dialog ==
[ ] httpy/ /o aroundiaber.com/Providers/HtmiEditorProviders/Fek/FCKeditor v |

Image Properties
Image Info | Link | Advanced

URL

PMtemative Text

Preview

Y t t f th H (b ac Lorem ipsum dolor st amet, consectetuer adipiscing
Ou may set properties 1or tne Images Height elt. Maecenas feugiat consequat diam. Maecenas
melus. Vivamus diam punus, cursus a, Gommoda fon,
facilisis vitae, nulla. Aenean dictum lacinia tortor.

m

Border Nunc iaculis, nibh non iaculis aliquam, orci felis
HSpace evismod neque. sed omare massa mauris sed velt

Nulla pretium mi et nsus. Fusce mi pede. tempor id. L3
VSpace cursus ac, ullamcarper nec, enim. Sed tortor. Curabitur
Hign .| molestie. Duis velt 2ugue, condmentum at Uitnces 3,

luctus 11, ori. Donee pellentesque egestas eros
Infeger cursus, augue in cursus faucibus, eros pede
bibendum sem, in tempus tellus justo quis iguia. Btiam  —

hittp://www.aroundtaber.c € Internet | Protected Mode: On




