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1. ñContact Usò for Child Portal 
 

 
When you access your portal page there is a ñContact Usò button at the top of the page. 

 

 

 

 

Most sites have not changed this! 

 

It contains ñmock textò and should be changed. 

 

 

This would be a good place to add: 

 

¶ Organization name 

¶ Major contacts 

¶ Phone/fax info 

¶ Address info 

¶ Email links 

 

 

 

 

To change the information use the ñDetailed Text Editorò by clicking the triangle beside Contact Us. 

 

 

 

Note: all the panes are available to 

add modules to. 

 

I would suggest just keeping this 

simple. 

 

 

I would delete theò Banners 

Moduleò from the bottom. 

 

 

Simple is OK! 
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2. Using the Community Calendar 
 

 
Navigate to your site, then click login 

 

 

Click the Calendar Button 

(in the upper left of the screen) 

 

 

To add an event click the New Event Button 

 

 

 

 

Fill in the Event Options: 

 

 

Enter 

1. What (title) 

2. Where (location) 

3. When (one time or recurring) 

4. Contact (who) 

5. Information (text box at bottom) 

 

 

Click UPDATE when done! 

 

 

 

 

 

 

 

Note: Allow All Users to access information 

 

 

 

 

 

 

Also Note what gets viewed! 
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3. Creating Graphics 
 

 

There are many ways to have pictures for your site. You may use Microsoft Clipart, draw or paint an 

image, use your own digital pictures or scan an image. 

Once you have the image two issues arise for web images: 

1. How to edit the image and size it, and 

2. What image file format to save the image as 

 

Image Editing and Sizing 

There are many programs for editing photos that you have either scanned or taken with your 

digital camera. 
  

Some Programs 

Á Without question the best program is Adobe Photoshop (CS4). [$2,499 USD] 

Á Photoshop Elements (8.0) is specifically designed for photo editing. [$100 CdnD] 

Á Gimp is feature rich and available under GNU licensing (www.gimp.org) [free]  

Á Picnik (www.picnik.com) is a free online editor 

Á PhotoScape (www.photoscape.org) is a free installable editor 

Á Microsoft Paint is free with all versions of Windows operating systems 

 

Basic Image Editing Techniques 

1. Resizing picture 

2. Crop the image 

3. Rotating an image 

4. Adjust brightness and contrast 

5. Painting a selected area ï may remove red-eye 

6. Place text on a image - useful for captions and annotating 

7. Using filters to add effects 

8. Layering allows the user to work on one element of an image without disturbing the 

others  (itôs like an acetates stacked on top of each other) 
 

Sizing Images 

Images created with high resolution digital cameras can be very large. When adjusting image size the 

units used for web pages are typically pixels. If a page is laid out at about 800 by 650 pixels then your 

picture should be smaller than these dimensions. 

 

Image File Formats 

The two most common graphic file formats used on the World Wide Web are JPEGôs & GIFôs. 

 

GIF JPG 

Lo-Resolution Hi -Resolution 

Maximum 256 colors Often 24 bit color 

Print poorly  Print well  

Small file ï so load quickly Larger file ï load more slowly 

http://www.gimp.org/
http://www.picnik.com/
http://www.photoscape.org/
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4. Using Photos 
 

 
 

Photos can be found on the ñMain Barò of your home page. 

 

 

Under the Gallery Menu you can set 

Security options from the Settings option 

 

 

 

 

To Add Pictures: 

 

 

Click the ñinsert 

Pictureò icon 

 

thené 

 

 

Click ñAdd Fileò 

 

 

 

 

Enter a title 

Browse to the image 

Click Add File link button 

 

 

 

 

 

After the file is added - then click the Upload Button 

 

 

 

 

 

 

 

 

Note: You may delete ñBanner Moduleò from the Bottom. 
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5. Uploading PDFôs 
 

 
Portable Document Format (PDF) Files were originally created by Adobe to allow people to be able to 

have easily readable documents, and that print well, across a variety of operating systems. 

 

There are a number of ways to Create a PDF file 
 

In Microsoft Word 2007 simple choose to Save the Word document 

as a PDF!  

 

Note that is this is not available in your copy of Word, you may 

need to install the Add-

in: 

 

 

 

 

 

 

 

Another option is to use ñRealò Adobe Acrobat Distiller, or a free program is PDFCreator 

 

http://sourceforge.net/projects/pdfcreator/ 

 

 

Uploading the PDF to Your Portal 

 
1) First, know where you have saved the PDF on your local hard drive! 

 

2) Login to your portal and also open the text editor where you want the link to the PDF to be. 

 

3) Select either text or a graphic that will link to the PDF 

 

4) Click the ñInsert/Edit Linkò button on the detailed Editor toolbar 

 

5) On the ñLink Info Tabò click the ñBrowse Server buttonò 

 

6) Select ñLink Typeò then File (a file on your site) 

 

7) Click Upload New File and the Browse for the file 

 

8) Navigate to the file, click once to select it, then click Open 

 

9) Click ñUpload Selected Fileò 

 

10) Click ñUse Selected Linkò 

 

11) From the Target Tab ï set Target from the drop down list to New Window (_blank) 

 

12) Click OK then Update ï You are done! 

 

http://sourceforge.net/projects/pdfcreator/
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6. Adding a New Page 
 

 
Login and note in the upper right most part of the screen the following options: 

 

 

 

 

Click the ñAddò button to add a new page! 

 

This brings up a page management dialog: 

 

 

 

 

 

 

 

 

 

 

 

 

 

I added a new page called 

Information 

 

 

 

 

 

 

 

 

 

 

 

Once you have entered the page information 

 

Set Permissions to ñall usersò 

 

Donôt forget to select ñUpdateò 

 

You can access this page as a hyperlink! 

 

 

 

 

 

 


