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1. AContactUso f or Child Portal

When you access your portal page there is a fACont

1l

Site Home Calendar Files Photos Discussions Contact Us Admin Host

Most sites have not changed this!

It contains fAimock texto é;iotcttboul be changed.

This would be a good place to add:  Caka Rasaisati

day, Wednes

f Organization name ] e oy
1 Major contacts : b, Aerodrome Road, Paso Robles |
i Phone/fax info Contacts:
§ Address info s
M Email links
To change the information use the fADetailed Text

Note: all the panes are available to

+~ Contact Us
add nodules to.

Example:

. N Paso Robles Soccer Associati
| would suggest just keeping this e T Lo ocnon

simple. b o
antgcts:

| woul d del ete th

ed Banners
Modul ed0 from the bot

t o m.I

Simple is OK!

LeftPane CenterPane RightPane




2. Using the Community Calendar

Navigate to your site, then cli¢g&gin

Click theCalendar Button

(in the upper left of thecreen)  »

To add an event click théew Event Button

Site HOMe

\ ~ AYC Calendai

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 Usersto access information

New Event Print View

~ Event Information

¥ Title
¥ Location

¥ Label None w

© One Time Event
Start: 3/9/2009 12AM »:00 = All day event
End: 3/9/2009 01AM v:00 »

Recurring Event

¥ Reminder No reminder v
¥ Show time as None w

¥ Description

a x @R Te
=] Source &) &) 3 3 % »n e M|e
B 7Z U X, X[{ISIZ FEIEF|FTRIE| = G
A & 0= 0 Q5| Sy v | Format >
Font | Anal v | Size <} A~ B2, 3 | @

TYPE A SHORT DESCRIPTION OF EVENT HERE ..

don't forget to click UPDATE at the bottom When Done!

v| All Users

Also Notewhat gets viewed!

[
—>

| Administrators
Board

Registered Users

¥ User Access

View Event Details

What AroundTaber

When Apr 08 7:30pm - 9:30pm

Where Taber Adult Learning

Contact

Information AroundTaber Information & Training Session




3. Creating Graphics

There are many ways to have pictures for your ¥ibe. may use Micrsoft Clipart, draw or paint an
image, use your own digital pictures or scan an image.
Once you have thienage 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 aremany program$or editing photos that you have either scanned or taken with your
digital camera.

Some Programs

A Without question the best programdidobe PhotoshofCS4). [$2,499 USD]
Photoshop Element8.0) is specifically designed for photo editing. [$100 CdnD]
Gimpis feature rich and available under GNU licensima.gimp.org [free]
Picnik (www.picnik.con) is a free online editor
PhotoScapévww.photoscape.ojgs a free installable editor

Microsoft Paintis free with all versions of WWdows operating systems

I D> >

Basic Image Editing Techniques

Resizing picture

Crop the image

Rotating an image

Adjust brightness and contrast

Painting a selected aréanay remove regye

Place text on a imageuseful for captions and annotating
Usingfilters to add effects

Layering allows the user to work on one element of an image without disturbing tH
others(i t 6s | i ke an acetates stacked on

QO INO| 1A W I

Sizing Images

Images created with high resolution digital cameras can be very Vg 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 formatsused enthWor | d Wi de Web are JPEGOS

GIF JPG

Lo-Resolution Hi-Resolution

Maximum 256 colors Often 24 bit color

Print poorly Print well

Small file7 so load quickly | Larger file T load more slowly



http://www.gimp.org/
http://www.picnik.com/
http://www.photoscape.org/

4. Using Photos

Photos can be f o ofyalrhone pagd e ﬁM%ar()

Under the Gallery Menu you can set
Security options from the Settings option ~ Gallery

-

Album Contains Nothing

To Add Pictures:

Click the i @adleryt

Pictureo icon
t hené
~ Edit Album
Click fAd I —
Maintenance Add File

# File Upload Extensions:

W Title: Taber Adult Learning
% Author:
Enter a title @ Client:

Browse to the image @ Location:
Click Add File link button}

% Description:

|image
[Clmovie

| music

% Add File: C:\Users\User 12\Picture: | Browse... | Add File
% Pending Files:

After the file is addedthen click the Upload Button .

- Taber Adult
@ TALJPg Learning

Upload

Note:You may del ete ABanner Moduleo from the

Bott om.



5. Uploading PDF06 s

Portable Document Format (PDF) Files were originally created by Adobe to allow people to be able to
have easilyeadable documents, and that print well, across a variety of operating systems.

There are a number of ways tcCreate aPDF file
In Microsoft Word 2007 simple choose ®avethe Word document = #*

as a PDF!
Note that is this is not available in your cagfyWord, you may bl s

need to install the Add Bl e
in:

OIL UITILE AUU-INL MICTOSUIL Dave as Fur

\ BDF or XPS

4 Publish a copy of the document as a PDF or
XPS file

Download

Juick Details

Anot her option is to use fAReal 6 Adobe Acrobat Dis

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

PDFCreator

Uploading the PDF to Your Portal
1) First, know where you have saved the RidFyour 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) Clicktheil nsert/ Edit Linko button on the detailed Edito
5) On the ALink Info Tabo click the fABrowse Server but
6) Select ALink Typeo 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 s®lect it, then click Open
9 Click AUpload Selected Filebo
10)Cl ick AUse Selected Linko
11) From the Target Tab set Target from the drop down listitew Window (_blank)

12) Click OK then Updaté You are done!


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

6. Adding a New Page

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

Page Admin: Add Edit Copy

Click the AAddd button to add a new page!

This brings up a page management dialog:

| added a new page called
Information

Once you have entered the page information
SetPer mi ssions to fAall wuserso
Doné6ét forget to select fAUpdateo

You can access this page as a hyperlink!



