Editing/Authoring/Approving Icons:


To Edit and Publish/Submit Pages [Approvers – see step 9+]: 


1. Access the middle icon and toggle to the ‘Author’  mode.

2. A formatting window will open into which you can type copy, copy/paste

3. information; insert images or set links on your copy. 

4. After making an edit, hit finish in the bottom right-hand side of the formatting box. 

5. On occasion, a box will appear saying ‘cleaning dhtml or html.’ Click OK or continue if the option exists and the application will move forward to step 6. 

6. A yellow icon will appear beside your editing icons for that editable region. 

7. If you are ready submit your change, click on the icon and choose to submit change for publication or submit entire page for publication. If you’d like to work on the page later before submitting, leave the yellow icon alone. When you return to the page, the yellow icon will still be there. Click in the copy or on the pencil to reaccess the region you’d like to continue working on. 

8. If you only have edit rights, this icon will turn to green to show it is pending approval by one of your editors. It will remain green until the page has been approved.

9. Approvers, you will want to toggle to your ‘Approve’ mode from the middle icon. This icon will appear orange. If the page looks fine, click on the orange circle and submit change for publication. It will go live. 

10. Approvers, if you want to make minor edits to an editor’s page, toggle to the author mode and access the formatting window per above instructions. 

a. Hit finish after making changes.

b. A yellow icon will appear.

c. Click on it and choose submit the change for publication.

d. The icon may turn green. If so, toggle back to author mode and repeat step 10.

Preview and Read Modes

These modes, accessed from your middle icon, allow you to navigate your site before and after you have published your pages.

To test links or see content before submitting content, toggle to your “preview mode” by accessing your middle icon and clicking on Preview. Your editing icons will disappear and you can test links and see how your page will display. To return to the page and submit if for approval, return to the middle icon and uncheck Preview.

To move around in your Web site and continue working, toggle to your “read mode” and click read. Your editing icons will disappear and you can then navigate through the Web site. 
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Please note: 

· The top set of icons/editable region on tier two – four pages is for your title NOT lengthy content.

· The second set of icons/editable region on tier two – four pages IS the primary area for your Web page copy/content.

** This is marked in the below illustration [these guides will NOT appear on every page]:
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Illustration of a page you would edit WITHOUT the reminder about title/body areas of your page:
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Setting Links

1. Open a formatting window.

2. Highlight the text you want to activate as a link.

3. Click on the ‘chain’ icon in the bottom row of your formatting window toolbar.
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4. An insert link window will pop-up with various link options to choose from.
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5. Click the button beside the type of link you’d like to set. In most instances, you will be clicking the second button down ‘Link to Existing Page or File.’ This lets you link to another page in your Web site or someone else’s Web site. (To upload files and automatically have the link set, choose the respective option.)

[image: image5.jpg]_—_— = - 0
A Formatted Text Block - Microsoft Internet Evplorer =)
i
Formatted Text Block

Please enter the following information.

Insert Link to Existing Page

Please select the location of the existing page or document.

{

€ Internal page or document
Click the 'Galery’ button to select 3 page or document to which you want to link,

d Gsllery. Page Finder.

d Jump.

@ External page or document, or Internal relative URL
Enter the full URL of an suternal page or documen, or the elative URL of an internal
page or document to which you want to link, External URLS must specify 'heti/f or
another protocl specifier.

s fimyhwe ket edu

Gancel | rau

Cancel | _Finish

g





6. If you choose ‘Link to Existing Page or File,’ the above box will open. As you build your page, you can choose the first button and gallery.

7. If you are linking to an external page, you fill in the URL field in the respective field.

8. Hit finish. You’ll remember me saying when you start working quickly that you are going to hit the incorrect finish first and loose the link you set. Remember to click the finish in the ‘Insert Link to Existing Page’ box first (see arrow ‘8’ above). Then click the other finish that is in the formatting window you originally opened (see arrow ‘9’ above).
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Menu Template (based on Blank Template)

The ‘Menu’ template combines everything on the blank template plus the menu element that will be used for your site.  This template is used to create your menu(s).

[image: image6.jpg]



Note:

1. For sites with tab-specific navigation, if the menu you want to edit is not displayed,  Click the Pencil Icon right above the “Viewing Element” bar/Current Element, it will say Defined Scheduled Elements) – see arrow with “1” above. Move onto step #3.

a. For sites with left-hand navigation that stays the same for the entire site, simply click the pencil above Main Topics or anywhere in the menu – see arrow with “2” above. A formatting window will open and you edit in this window as you do for all other editable regions. You set links in the same manner as well. See step #5 and #6 below.
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3. Use the glasses icon in the  ‘Edit Elements’ to select and view the menu you want to edit. [sometimes no menu will appear but gray text that says something about defined scheduled elements will appear; in this instance, click on the gray text to begin this process.]

4. After arriving at the correct menu, click the pencil beneath the “Viewing Element” bar and a rich text formatting box will appear as it does for all other editable regions.

5. When entering a menu item, make sure you put <hr > <p class="menu"> and </p> around it to have the line and the correct spacing.

6. Do not edit the menu items from the inherited pages.  The change will not be populated to other pages if you do so.
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