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GENERAL INFORMATION

1. What is a Content Management System (CMS)?  CMS XE "CMS" 

 XE "CMA"  XE "CMS"  is a type of program which manages the content of a Website. It typically consists of two elements: the content management application (CMA) and the content delivery application (CDA: 
	CMA XE "CMA" 
	Allows the author to manage the creation, modification, and removal of content from a Website.

	CDA XE "CDA" 

	CDA element compiles the information to update the Website


The features of a CMS XE "CMS"  vary, but most include format management, website searching, web-based publishing, revision control, indexing, and retrieval.

2. We will be using a computer program called phpWebSite XE "phpWebSite"  to create our Websites at Amarillo College.  Keeping Website information current is simple using browser-based management. The program that we will be using at Amarillo College, called phpWebSite, lets the user focus on what is important - the content, not the technology.  The important thing to note at this point is that we manage our site by managing our content. This is why phpWebSite is frequently referred to as a "Content Management System XE "Content Management System" ".
3. When our Web Services XE "Web Services"  Department was asked to evaluate some course content management programs, some general “have-to-be-there” components were identified and then compared among several of the most popular programs.  Each program had its benefits and drawbacks.  After a year of comparisons, Web Services finally decided on a program that is absolutely free!  This is amazing since the software had nearly all the features we looked for when evaluating similar packages.  The next closest candidate would cost the college nearly $15,000 per year!  However, some features that need to be customized for Amarillo College have to be programmed internally.
4. Not everyone will have access to this CMS.  To get access to it, do the following: 
a. Your supervisor will have to contact the Web Services XE "Web Services"  department and request that you be given access. 

b. You will be sent an email detailing how to log into the system.
c. Once you are logged in, you can change your password.

5. You will need to have a program called “Mozilla Firefox XE "Mozilla Firefox" .”  You may have trouble accessing the syllabus-editing software with Internet Explorer.  If you use Internet Explorer to create/edit a syllabus and the syllabus page will not open, call HelpDesk (ext 5373) and request that a software package called Mozilla Firefox be installed on your machine.  You can still use Internet Explorer XE "Internet Explorer"  to view the online syllabus, but it cannot be used to edit the syllabus (on some machines).

6. There is no “Practice” area like there is in Colleague.
7. After approximately 25 minutes of inactivity, the CMS XE "CMS"  system will log you off.  You cannot see any difference in the screen after you have been logged off.  However, clicking on the “Control Panel XE "Control Panel" ” link will take you to the AC home page instead of displaying the tabs that you were expecting.  To fix the problem, do the following:
a. Log into the system again.

b. Left-click “Control Panel”

c. Look at the tabs that you have access to.  
i. If you see three tabs (My Settings, My Modules, and Site Content XE "Site Content" ) continue working as needed.
ii. However, if you are missing one or more of the three tabs, left-click the “Logout” link and then log into the system again.  You will then have access to all three tabs again.

8. The question mark XE "question mark"  [image: image2.png]


 button indicates that there is additional information for that item.  Left-click the question mark button next to a feature to display a pop-up help window explaining in more detail what the feature is used for.
9. We will be working in the live system.  There will not be a practice area like there is in Colleague.

10. You may want to include the phpWebSite as your home page, or at least make it one of your favorites.
FIRST-TIME USERS INFORMATION

If this is the first time that you have ever used this system, please follow the directions below.  This will create a username and password for your account.

1. From an Internet-accessible computer, use the Mozilla Firefox XE "Mozilla Firefox"  software to access the following Website: www.yoursite.com/admin XE "web2.actx.edu/admin" 
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2. In the “Account Signup XE "Account Signup" ” section, supply:

a. Your username, which is the same as your Novell network name (lastname, hyphen, first and middle initials).  For example:  hendrick-ck
b. The email address XE "email address"  to which you want your password to be sent.  This should be your GroupWise XE "GroupWise"  email account.
3. Left-click the [image: image4.png]Account Signup



 button.  This will send the request to the system, which will then create a password and email a message to you containing a hyperlink you will have to use to login for the first time.
4. In the address box at the top of your browser window, type gwmail.actx.edu" gwmail.actx.edu
 and press the ENTER  key to access your GroupWise XE "GroupWise"  mailbox from the Internet.
5. Open the email that was sent to you.
6. Left-click the hyperlink that was in the email message.

7. I will then have to log in to the system and add your name to a previously created group for your department.

ACCESSING THE SITE (for now)
After the CMS system has been set up, it will become the new AC Website located at www.actx.edu.  However, until then, we can access the CMS system with another address.  
1. From an Internet-accessible computer, the Mozilla Firefox XE "Mozilla Firefox"  software to access the following Website: www.yoursite.com/admin
2. Login to the system:
a. Username = the same as your Novell network login (last name-first and last initials).  For example, my login would be hendrick-ck.
b. Password XE "Password"  = emailed to you.  Directions for this activity were listed above in the “First-Time Users” section.
3. Follow the direction below to change your password.

CHANGING YOUR LOGIN INFORMATION

Changing Your Password XE "Password"  
1. Log into the CMS software.
2. In the rightmost block, left-click “Control Panel XE "Control Panel" .”
[image: image5.png]My Modules

Allows you to change your email

% Change My Password
address and password




3. As illustrated above, left-click the “My Settings XE "My Settings" ” tab.

4. Left-click the “Change My Password XE "Change My Password" ” link.
5. Left-click the [image: image6.png]Update My Information



 button.
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6. Type your new password in the “Password” box (see the note below), and then type the same password in the “Match XE "Match" ” box.  They have to be identical, which means they are case-sensitive.
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7. The email address should be the same one that was specified when you first logged into this system.  You should not have to supply the email address again.
8. Left-click the [image: image8.png]


button.

9. Left-click the “Control Panel XE "Control Panel" ” link to get back.

Can’t Remember Your Password?
If you try to log into the system and you cannot remember your password XE "password:can't remember your password?" , you will have to request that the system email you the answer.

1. Use Mozilla Firebox XE "Mozilla Firebox"  to access the following Website: www.yoursite.com/admin

[image: image131.png]



2. In the “Username XE "Username" ” field at the bottom of the window, type your username, which is the same as your Novell XE "Novell"  network login.  

3. Left-click the [image: image9.png]Send Information



 button.

4. The message, illustrated below, will be displayed.  After about 30 seconds, the system will send an email, containing a hyperlink, to your email address XE "email address" .
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5. Left-click the “Home” link to load the home page.

6. In the address box at the top of your browser window, type gwmail.actx.edu" gwmail.actx.edu
 and from the keyboard, press the ENTER  key to access your GroupWise mailbox from the Internet.

7. Open the email that was sent to you.

8. Left-click the hyperlink that was in the email message.  The link leads to the web page, illustrated below, which allows you to recreate your password.
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9. Type a new password XE "password"  in the first box, and then type the same password in the second box.  They have to be identical.

10. Left-click the [image: image12.png]


button.  You will then be logged into the system with the new password. XE "password:new password" 
11. Scroll to the bottom of the screen.  The message, illustrated below, informs you that you have now changed your password.
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12. At the right side of the screen, left-click the “Control Panel XE "Control Panel" ” link.  From here, you can get to any place in the software that you need.

NOTES 
[image: image14.png]



Notes XE "Notes"  are messages to other people who have accounts on the same system.  It is different from email since it is contained within this software package only.  Notes are important because they will allow you to communicate with other people in your department.  For example, after creating an article, send a note to your supervisor asking for the article to be approved.
Reading a Note XE "Notes:reading a note" 
1. At the right side of the screen, look for the part, “Hello <<your username>>” (illustrated below).  Notice that there are some links below it:

a. “Home XE "Home" ” displays the AC home page.  
b. “Control Panel XE "Control Panel" ” is used to access different areas of the software.

c. “Log Out XE "Log Out" ” ends your phpWebSite XE "phpWebSite"  session and displays the AC home page.

2. Left-click Control Panel / My Modules (tab) / Notes.
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3. Left-click “My Notes XE "Notes:My Notes" ” to list your notes.  As shown in the next illustration, the word “New” will appear in front of an unread note.
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4. Left-click the subject of the desired note to open it.

5. Directly above the note, there are two links that you can use that affect the note:
a. Reply XE "Reply"  – sends a note back to the original sender.

b. Delete – permanently removes the note.  

Receiving a New Note XE "Note:receiving a new note" 
1. An extra section marked “My Notes XE "My Notes" ” (illustrated below) will appear in the block at the left side of the screen whenever a new note is received.  This block is visible from any area of the software, not just the “Notes” area.  If you do not have any unread notes, this section will not even be displayed.
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2. Left-click the “View Notes XE "View Notes" ” link to open the “Notes” area.  Follow the directions listed in the previous section of this manual to open a note.

Replying to a Note XE "Note:replying to a note" 
Once you have received a note from another user, you can reply back to that person.
1. Follow the directions above to access the Notes area.

2. Left-click the “My Notes” link to list all of your notes.

3. At the far right side of the desired note, left-click the “Reply XE "Reply" ” link.  Alternatively, you can open the note and then use the “Reply” link at the top of the note.
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4. Edit the “Subject XE "Subject" ” line as needed.
5. In the “Message XE "Message" ” area, type the text for the reply note.

6. Left-click the [image: image18.png]


 button.  The main “Notes” area will be displayed, and a message stating that your note was successfully sent will be displayed.  Either use one of the links to get back into your notes, or use the “Control Panel” link to leave the notes area.
Sending a New Note XE "Note:sending a new note" 
You can send a note to one other person, or to a predefined group.  If you need for a group to be created, you will need to contact Web Services XE "Web Services"  and let them know who needs to be included in the group.  Someone from that department will create the group for you, and will send you a note informing you that the group has been created.
7. Follow the directions above to access the Notes area.

8. Left-click the “New Note XE "New Note" ” link.
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9. Fill out the fields as needed.  

10. To see if a particular employee has an account set up on this software:

a. Left-click the “Show List of Users XE "Show List of Users" ” link, which is located next to the “To” field.
b. Left-click the starting letter of the person’s last name to see a list of all users whose last name starts with the specified letter.
11. Left-click the [image: image20.png]


 button.  A message will be displayed informing you that the message was successfully sent.

Deleting a Note XE "Note:deleting a note" 
1. Left-click Control Panel / My Modules (tab) / Notes.
2. Left-click the “My Notes” link.

3. Left-click the Delete link located at the right of the message that is to be permanently removed.  This action will open the note, and a message stating, “Are you sure you wish to delete this note from…”
4. Left-click the [image: image21.png]


 button if you want to remove the note.

ARTICLE MANAGER XE "ARTICLE MANAGER"  
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Article management is probably the most important part of the entire phpWebSite package.  Anything that is not in a menu or calendar is considered an article.  An article is nothing more than a web page(s).  As web pages they can contain text, a single graphic, a link to another web page, or a combination of all these items.
Accessing Article Manager XE "Article Manager:accessing Article Manager" 
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1. Left-click Control Panel / Site Content (tab) / Article Manager.
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2. If this is your first time to access “Article Manager”, no articles will be found.  Otherwise, all of your articles, whether they have been posted or not, will be displayed in a scrollable list.
Listing All Existing Articles XE "Article Manager:listing all existing articles" 
Article Manager automatically displays a list of all your articles.  This prevents you from having to search through a list of everyone’s articles to find your own.
1. Unless you are already in “Article Manager,” left-click Control Panel / Site Content (tab) / Article Manager.
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2. Even though you can only edit your own articles, you can see other departments’ articles by doing the following:
a. Left-click the drop-down arrow for the “Show Me XE "Show Me" ” field.

b. Choose “All.”

c. Left-click the [image: image25.png]List Articles



 button.

3. When you have a long list of articles that you have created, it will get more difficult to find particular ones that you need to open for editing.  Sorting XE "Sorting"  the list will make it much easier to find the desired article.  To sort the list of articles:

a. As shown in the previous illustration, use the drop-down arrows for the other fields to specify how the articles are to be sorted.
b. Left-click the [image: image26.png]List Articles



 button.
Creating an Article XE "Creating an Article" 
Article Title XE "Creating an Article:article title" 
The title and summary are descriptions of the entire article, regardless of how many sections the article may contain.  It is extremely important that you create a good, descriptive title and summary for your article because it will aid in searching later.
1. If you are not already displaying “Article Manager,” left-click Control Panel / Site Content (tab) / Article Manager.
2. Located near the top of the “Article Manager” window, left-click the [image: image27.png]Create New Atticle



 button.
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3. In the “Title” field, enter a meaningful, descriptive title for the article.  The text entered into this field will be displayed in the blue titlebar of the browser window after the article has been posted and is viewed.
Article Summary XE "Creating an article:article summary" 
4. In the “Summary” field, enter a brief description of the article topic.  ALWAYS enter a thorough summary because it will help later when searching the Website for articles.  The more descriptive the summary, the easier it will be to find the article later in a list of all articles.

Section Title XE "Creating an article:section title" 
An article section is where your basic information is displayed.  Whatever information is to be displayed to the reader, it will have to be placed in a section.  Sections break up the content of the article to make the Web page clearer and easier to read.
5. In the “Section Title” field, type a heading for the first section (part) of the article.
Section Text XE "Creating an article:section text" 
6. In the “Section Text” field, start adding the text for the first section of the article.  You can either type the text or copy/paste information from another source such as Word, a text file, or an existing Web page.  See the “Copying and Pasting Information” section later in this manual for further directions on how to insert information from another source.
[image: image135.png]Tmage





Formatting Text XE "Creating an article:formatting text" 
Use the formatting buttons located at the top of the “Section Text” area to format the text as needed.  It is suggested that you try formatting some text, saving the section, saving the article, and then viewing the article to see how the text looks.  Remember that formatting text in this environment is a little different than formatting text in a word processor.  Refer to the Appendix C at the back of this manual to see the descriptions of the included formatting buttons XE "formatting buttons" .
Images XE "Creating an article:images" 
Not every article will contain an image, but many departments will want to include this type of object in their Web pages.  ONLY ONE IMAGE CAN BE INSERTED PER SECTION.
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7. See the two notes above.
8. If the article has not been saved yet, see the “Saving the Article” directions later in this manual.

9. After the article has been saved, open the article again.

10. Below the section in which the image is to be placed, left-click the [image: image29.png]


 button.

11. Scroll down and then left-click the [image: image30.png]Select an image from the library



 button to get a list of pre-optimized graphics XE "pre-optimized graphics" .
12. Left-click the checkbox beneath the desired image.

13. From the keyboard, press the ENTER  key to accept your choice.
Documenting the Image XE "Creating an article:documenting an image" 
14. Scroll down below the image.  Do not worry if there is an error message in red text stating that you have not added a description yet.  
15. As shown in the illustration below, there are three fields located directly below the image. 
a. Fill in a short image description in the first field.

b. If the image is not to be used as a link to another web page, leave the second and third fields empty.
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	Short Image Description XE "Image Description" 

	text that appears when the mouse is hovered over the image

	This Image Links To… XE "This Image Links To…" 

	the URL XE "URL"  of the page to be loaded once the user has clicked on the image

	Link Caption XE "Link Caption" 
	text that will appear below the image informing the user what to do next.  For example, it might state to click on the image to load a particular site


Selecting a Section XE "Creating an article:section template"  Template
A section template is a preformatted view of an article.  It stipulates how the lines of text are displayed with the image.  The examples below illustrate how the different templates display lines of text in relation to an image.

16. Left-click the drop-down arrow for the “Section Template” field to choose which type of template to use.  Refer to Appendix A at the end of this manual for illustrations of how the various templates XE "templates"  format your page layout XE "format your page layout" .
17. Left-click the template of your choice.

18. Left-click the [image: image32.png]


 button, which is located at the right side of the window to save the section that you have just created.
New Article XE "Creating an article:new article sections"  Sections
An article can be comprised of only a single section, but it is recommended to use multiple pages to enhance the appearance of the article and make it easier to edit and add images.
19. Unless you just saved the section, you will need to save the current section before creating a new one.  
20. Scroll down to the “New Section XE "New Section" ” area.
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Start on New Page XE "Start on New Page" 
21. If the new section is to be placed on a separate page in the same article, place a checkmark in the “Start on new page” field.

Section Title

22. Enter a new title for the new section.

Section Text

23. Add text for the new section.
24. Format the text as desired

Image

25. If desired, add an image for the new section.  Remember, we are limited to only one image per section.  Use the directions listed earlier in this manual to insert images.
Saving the Section XE "Saving the Section" 
26. At the bottom of the image section, there will be a new [image: image34.png]


 button.  Use this button to save the section that was just created.  This is very important to make sure that the newly-created section is saved before the entire article is saved.  
27. Repeat the steps as needed for each new section is to be added.
28. After adding the last new section, save the section and then continue with the article settings.

[image: image138.png]Tmage





Article Settings XE "Creating an article:article settings" 
Use Article Settings to specify when the article is to first be displayed on the Web page and for how many days it will be visible.
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Page Format

29. Use the drop-down arrow in the “Page Format XE "Page Format" ” field to specify one of the following:

a. Blank XE "Blank"  – the name of the person who last edited the article or the revision date is not displayed.
b. Byline XE "Byline"  – the name of the person who last edited the article and the revision date is displayed at the top of the article near the title.
c. Dated XE "Dated"  – the person’s name who last edited the article and the revision date will be displayed at the bottom of the article.   This format is the one that is suggested.

Announce Changes XE "Announce Changes" …

This feature is not being used at Amarillo College, but cannot take the checkbox off the screen.  Therefore, just skip this box.
Publish XE "Publish" /Expire Dates

30. Next, use the drop-down arrows to specify the date that the article is to start appearing on the Web page.
31. If you want the article to appear for a set time period, specify the ending date.  However, if you place a checkmark in “Never Expires XE "Never Expires" ” box, the article will stay visible until it is manually removed.
Assigning a Category XE "Assigning a Category" 
An article has to be assigned to a category based on the article’s subject matter.  This makes it easier for you to see similar articles.
32. Since articles will only be visible in a specific category, that category must be chosen from the list.  Simply scroll through the list as needed and then left-click the desired category.
The “Sticky” Attribute XE "The \“Sticky\” Attribute" 
33. Sometimes there is something that is so important, you want to make sure it is seen whenever something in the same category is viewed. To do so, you can just check the “Sticky” check box under the category listing. Although there is a limit on how many related items can appear, articles classified as “sticky” will ALWAYS appear. We suggest that you NOT use the “sticky” attribute. 
Keywords XE "Keywords" 
Keywords are the important words and phrases that the search utility will use to located similar articles once the articles have been posted to the Webpage.
34. In the “Keywords for this article” field, type in words (separated by commas XE "commas" ) that can be used to find the article when someone is searching the category.  This will speed searching.  See the following note:

Example of keywords (words are separated by commas, lowercase, no commas between 
multiple words being used as phrases)
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Saving the Article XE "Creating an article:saving the article" 
35. Below the “Key Words” area, left-click the [image: image36.png]Save Aticle



 button.  A message will be displayed explaining that the article has been sent for approval.  See the next section of this manual for information about the approval process.
36. Left-click the “Main Menu” link to display your list of articles again.  The article that was just saved should be in the list.

37. Even though the article has not been approved yet, it can be edited immediately.

Accepting/Rejecting/Ignoring an Article XE "Creating an article:accepting/rejecting/ignoring an article"  


This information pertains only to people who will be authorized to approve content.  Unless you have been given this permission XE "permission" , skip this section. 



  Anyone who has been given approval authority XE "approval authority"  can approve or deny ANY article that has been saved, regardless of which department created it.  PLEASE APPROVE/DENY ARTICLES FOR YOUR DEPARTMENT ONLY!
1. Left-click Control Panel / Administration XE "Administration"  (tab) / Approval.

2. There will be a list of articles waiting for approval.  Please approve or deny only the articles for your department.  

3. Find the desired article in the list.

4. Left-click the “View” link in front of the article to read it.  The article will open in a new window.

5. After reading the article, close the window containing the article.

6. Either approve or deny the article by left-clicking the necessary option button.

7. Left-click the [image: image37.png]


 button.  The article will disappear from the awaiting-approval list.

8. Left-click the Control Panel link.

9. Send the article creator an email or note to stating whether the article(s) was approved or denied.  If the article was denied, give the person instructions on how to correct the article.

Viewing an Article XE "Viewing an Article" 
Once an article has been created and accepted by a manager, there are only two ways that it can be viewed:  

1. Adding a link to the article in the body of another “main” article.
2. Attaching the article to an appropriate category menu

Adding Links in an Article XE "Adding Links in an Article" 
A common practice is to add links in an article that load other articles or outside Webpages.  By clicking on the article links, the other article or webpage will be displayed.  There are three types of hyperlinks that can be added:
1. An existing word

2. A picture

3. The URL XE "URL"  itself

For a visual example of this concept, please see Appendix B at the end of this manual.

An Existing Word XE "Adding links in an article:an existing word" 
It is very easy to add a hyperlink to an existing word in an article.  This is the way you will need to use when adding links to outside Webpages.
1. Use the directions listed above to create and save an article.  Complete the article as needed.

2. Left-click Control Panel / Site Content (tab) / Article Manager.
3. From the list of your articles, find the article to which a link is to be added.

4. If the action for the article is listed as “Edit,” left-click the [image: image38.png]


 button located at the end of the desired article.

5. Left-click the [image: image39.png]


 button below the section in which the hyperlink is to be displayed.

6. Left-click and drag the mouse over the word(s) to be used as the hyperlink.
7. From the formatting buttons directly over the “Section Text” area, left-click the “Edit/Insert Link XE "Edit/Insert Link" ”[image: image40.png]


 button.
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8. As shown in the previous illustration, left-click the “URL XE "URL" ” field.  To insert the desired web address do one of the following:

a. Type the web address that is to be displayed when the user clicks on the highlighted word.  For example, if the Amarillo College website is to be used as the URL XE "URL" , type www.actx.edu in the URL field.  
b. Follow the directions in the next section of this manual for directions on how to copy/paste an address into the URL XE "URL"  field.
9. Left-click the OK button.  This will save the link information and return to the article.
10. Save the section article.

11. Left-click the “Link Info XE "Link Info" ” tab (illustrated below).
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12. Place the cursor in the “URL XE "URL" ” field.

13. From the keyboard, press CTRL +V  to paste the address of the other article into the field.

The Target tab

14. Left-click the “Target XE "Target" ” tab.
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15. Use the “Target” drop-down arrow to specify how the target window should open.  Choose from the list of choices:  

a. A popular choice for the target is “<popup window XE "popup window" >.”  If this option is chosen, it will bring another set of choices to the screen allowing you to specify more attributes for the popup window such as size, menu bars, etc.

16. Leaving the “Target” tab:

a. Left-click the OK button to accept the target choices

b. Or left-click the “Link Info” tab to get back without choosing a target choice.

17. Move the cursor off the hyperlinked word(s) to see the formatting.

18. Scroll down and then left-click the [image: image44.png]


 button to save the section.

19. Remember to scroll to the bottom of the window, and left-click the [image: image45.png]Save Aticle



 button to save the entire article.  It will then be sent to the “Category Administrators XE "Category Administrators" ” for approval.  You might send your manager an email and/or note to inform him/her that there is an article waiting for them to read and approve.

20. Left-click the “Main Menu” link.

21. View the article to test the link that was just added.

Copying/Pasting an Article’s Link

Placing a link in your article is a good way to allows users to go to different websites or to other articles simply by left-clicking on a hyperlink in the current article.  

1. Refer to Appendix B at the back of this manual to see a visual example of what a linked article is.

2. Use the directions listed above to create and save an article.  Complete the article as needed.

3. Left-click Control Panel / Site Content (tab) / Article Manager.
4. From the list of your articles, find the article to which a link is to be added.

5. Right-click the desired article’s subject title.  DO NOT left-click the subject title because that will open the article.


6. Choose Properties XE "Properties" .
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7. Left-click and drag the mouse over the address XE "address" .  Do not select the http://  part of the address.  

8. From the keyboard, press CTRL +C  to copy the selected portion of the address.

9. Close the properties window.
10. Open the article in which the link is to be inserted.

11. Left-click the [image: image47.png]


 button located below the desired section in which the link is to be inserted.

12. If needed, add text explaining what the link is for.

13. Left-click and drag the mouse over the word(s) to be used as the hyperlink.  
14. From the set of formatting buttons above the article text, left-click the “Add/Edit Link” [image: image48.png]


 button.

[image: image49.png]Link
Link Info | Taget | Advanced

Link Type
URL v

Protacol _ URL
hipl! v

Browse Server




15. Place the cursor in the “URL XE "URL" ” field.

16. From the keyboard, press CTRL +V  to paste the address into the field.

Creating a Popup Window

17. Left-click the Target tab.

18. Use the drop-down arrow for the “Target” field to choose <popup window>.
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19. If the screen does not change to display the “Popup Window Features XE "Popup Window Features" ” box, do the following:
a. Left-click the OK button.

b. Repeat steps 17-18 again.  Many times, the second time through will correct the problem.
20. Place a checkmark in the “Resizable XE "Resizable" ” and “Scroll Bars XE "Scroll Bars" ” boxes.

21. If you left-click the OK button and the following error message appears,
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do the following:
a. Left-click the OK button

b. Left-click the “Link Info”

c. Paste the URL XE "URL"  into the “URL” field.

d. Left-click the OK button again.

A Picture XE "A Picture" 
A picture can be used as a hyperlink too.  When a user clicks on the picture, it will display a different web page.

38. Create an article that contains an image in at least one section (See the “Inserting an Image” section earlier in this manual for directions).

39. Below the image that was inserted into the article, there will be three fields:
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40. Type or copy/paste the web address of another article or another webpage into the second field named, “This Image Links To…”  Use the directions in the previous section if you wish to copy/past an address into a field.
41. In the “Link Caption…” field, type some directions for a user to follow to access the image link.  For example, “Click the image to see the XYX article” is self-explanatory.  If you do not inform users that an image is being used as a hyperlink, nobody will ever know that it exists!

42. Save the section.

43. Save the article.

Menus XE "Menus" 
Attaching the Article to a Menu XE "Menus:attaching an article to a menu" 
Once the article has been created and a publish/expire date has been set, you have to either attach the article to a menu or have a link to the article placed in another visible article or it will never be seen (even if the article is approved!)   If the article is to appear for only a short time, you will want to create a link to the article instead of adding the article to a menu.
1. Follow the previous directions to create and save an article.
2. Open the article again for editing.
3. Scroll to the bottom of the editing window.



4. As shown in the illustration above, left-click the drop-down arrow to see a list of category menus where the article can be displayed.  See the following note.

5. From the list, left-click the menu to which the article is to be added.  Remember that the menu and the article categories XE "article categories"  have to be the same.  Otherwise, the article will be attached to a menu but it will never be displayed.
6. Left-click the [image: image53.png]


 button.  This will activate “Menu Manager” (illustrated below).
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7. In the Title box, enter the text to be displayed in the menu.

8. In the “Menu Title XE "Menu Title" ” area, left-click the option button corresponding to the portion of the menu in which the title text will be displayed.
9. Left-click the [image: image55.png]Add Menu ltem



 button.
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10. You will see a list of menu items.  They will appear in the same order as they will be on the real Web page.

11. To change the order of the items:

a. Left-click the box in front of ONE of the items.
b. Left-click the desired arrow (in the Order XE "Order"  column) to move the item one space higher or lower in the list.

12. Continue these steps until all items are arranged as needed.

13. Left-click the [image: image57.png]Update Menu tiems



 button.

14. Navigate to the AC home page.  This can easily be done in two ways:

a. At the right side of the screen, left-click the [image: image58.png]Horne
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 link.  Do not confuse this link to the Home button on your web browser’s toolbar.
b. In the upper left corner of any page, left-click on the large AC graphic.

15. Use the menus XE "menus"  at the left side of the screen to find the menu in which your article was added.

16. Left-click the article to see if the link is working properly.
New Menus XE "New Menus" 
If you need a new menu to be created in one of your categories, contact Tommy de Jesus.  Only the Web Services XE "Web Services"  department will be able to create new menus in this system.

Deleting an Article from a Menu XE "Deleting an Article from a Menu" 
After an article has been deleted, the menu portion of the article has to be deleted through “Menu Manager.”  Deleting an article does not automatically remove its link from a menu.

Deleting an Article

1. Left-click Control Panel / Site Content (tab) / Article Manager.  All your articles in the category will be listed.

2. Find the article to be permanently removed.

3. In the Actions column, left-click the drop-down arrow to change the action to “Delete” for the appropriate article.

4. Left-click the [image: image59.png]


 button.

5. You will be prompted, “Are you sure” at which you will need to answer “Yes” to permanently remove the article, or “No” to end the deletion process.

Removing the Menu Link to a Deleted Article

The following directions are only accessible to people having manager-level permissions.

6. Left-click Control Panel / Site Content (tab) / Menu Manager.
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7. Choose the menu that contains the dead link to the article that was removed in the previous section of this manual.  You may have to scroll through several pages of menus until you find the appropriate one.

8. Once the menu has been found, left-click the “Edit” link, illustrated below, next to the article to open it.
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9. Left-click the checkbox in front of the menu item that is to be permanently removed.

10. Left-click the [image: image63.png]Delete Menu ltems



 button.  This will delete any menu item that has a check mark in its checkbox.
11. You will be prompted, “Are you sure” at which you will need to answer “Yes” to permanently remove the article, or “No” to end the deletion process.
12. At the right side of the screen, left-click the “Control Panel” link to get back.
Searching for an Article XE "Searching for an Article" 
If you have few articles listed in your category, it will be simple to search for an article.  However, as you start adding more articles, it will gradually get more difficult.  Use some of these techniques to find articles easier:

1. Left-click Control Panel / Site Content (tab) / Article Manager.  All your articles in the category will be listed.
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2. Use the “Show me XE "Show me" ” drop-down arrow to specify:

a. My - only the articles that you created

b. All – all the articles in the category

3. Use the “Ordered by” drop-down arrow to specify how the articles are to be listed.

4. Use the Ascending/Descending drop-down arrow as needed.

5. Left-click the [image: image65.png]List Articles



 button to generate the list of articles based on the preferences just chosen.

6. Placing the cursor on one of the article names will bring up a text box displaying some information about the article such as (most relevant):

a. who created the article

b. when it was last updated and by whom

c. publication date and expiration date

d. Approved/Denied

e. Keywords

7. To open an article, just left-click the article.
Editing an Article
  Even though you can see all articles, regardless of which department created them, you can ONLY EDIT YOUR OWN ARTICLES!
Once an article has been created and saved, it can be edited.

1. Left-click Control Panel / Site Content (tab) / Article Manager.  All your articles in the category will be listed.

2. Find the article to be edited.
3. In the Action column XE "the Action column"  to the right of the article name:

a. If the action is “Edit,” left-click the [image: image66.png]


 button next to it.  This will open the article for revisions.

b. If the action is “Delete,” left-click the drop-down arrow for the action and then choose “Edit” before continuing.

4. Find the section that needs to be edited.  At the bottom of each section, there will be some editing buttons (illustrated below):
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5. Left-click the [image: image68.png]


 button for the desired section to make corrections to that portion of the article.

6. Make revisions as needed.
7. Left-click the [image: image69.png]


 button before attempting to edit other sections of the article.
8. Add new sections, saving them when finished, as needed.

9. Scroll to the bottom of the window and then left-click the [image: image70.png]Save Aticle



 button.  It will then be sent to the “Category Administrators XE "Category Administrators" ” to be approved.  Send a note or email to your supervisor to inform him/her there is an article that needs to be read and evaluated.
Copying and Pasting Information XE "Copying and Pasting Information" 
An important way of adding content to an article is to copy/paste information from an existing Web page.  This will save time because it does not have to be typed in again.  To perform this task, you will need to have a program on your machine called Mozilla Firefox.  This program is very similar to Internet Explorer, but works better with the software we are using at Amarillo College.  Mozilla Firefox XE "Mozilla Firefox"  is a free program.  Please call HelpDesk at 5373 and request that it be installed on your computer.

1. Left-click Control Panel / Site Content (tab) / Article Manager.  All your articles in the category will be listed.

2. If the article has already been created, open the article for editing (see “Editing an Article” previously listed in this manual.)
3. If the article has not been created yet, create it now.  (See “Creating an Article” previously listed in this manual.)
4. Place the cursor in the section where the information from the other Website will be placed.

5. Open a second browser window:

a. Minimize the current window and then double-click the Mozilla Firefox icon on the desktop
b. Or, use the Start button in the lower left-corner to start the Mozilla Firefox software

6. In the second browser window, use Mozilla Firefox to log into the Website that currently contains the information that is to be copied to your new Web page.

7. Navigate to the desired page.

8. Left-click and drag the mouse over the text that is to be copied to the new window.

9. From the keyboard, press CTRL +C  to copy the information.
10. Go to the other browser window:
a. At the bottom of the screen, left-click the icon for the other window

b. Or, minimize the current window to get to the other window
11. If necessary, open the section (by left-clicking the [image: image71.png]


 button) where the data is to be copied, and then place the cursor in that section.
12. From the keyboard, press the CTRL +V  to paste the information into the selected section.
13. Left-click the [image: image72.png]


 button to save the section
14. Repeat the previous steps as needed to get the required information copied/pasted from the old Web page to the new one.
15. Make sure you save the whole article after you have finished editing sections.
CALENDAR 
[image: image73.png]



The calendar XE "calendar"  feature is accessible in all areas of the phpWebSite software.  Every event that is added to a calendar will be placed in the Master Calendar.  However, we can limit what we see on the calendar at any time by using a filter.  This is an extremely nice feature because it allows each user to specify what is displayed.  For example, the XYZ department may want to see calendar events associated with only the XYS department.
Viewing the Calendar

1. From any area of the phpWebSite XE "phpWebSite"  software, left-click the large AC graphic in the upper left corner of any page to go directly to the AC home page.  
2. In the menu list at the left side of the screen, left-click the “Master Calendar XE "calendar:master calendar" ” link
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3. At the top of the calendar, there will be three “Viewing Options XE "calendar:viwing options" .”
a. Year
b. Month
c. Week
4. Left-click the view of your choice and the calendar will immediately open in the chosen view.

Filtering the Calendar XE "calendar:filtering the calendar" 
1. Use the previous directions to display a calendar in the view of your choice.
2. Left-click the “Filter Calendar by Department/Category” link.  
3. Left-click the checkbox in front of any department whose events are to be displayed in the calendar.  You can select as many or as few departments as you want.
4. From the keyboard, press the ENTER  key to accept your filtering choices.  The [image: image75.png]


 button at the bottom of the list has to be left-clicked three times before it will work.

5. Left-click any event to get more information for it.


Creating a Calendar Event XE "Creating a Calendar Event" 
Accessing the Calendar Area

1. The first step depends on what area of the software you are in when you want to create the calendar event:

a. If you are currently viewing a calendar in the Calendar area, left-click the [image: image76.png]Create New Event



 link at the top of the window.

b. If you are in any other area besides the Calendar area, 
i. Left-click Control Panel / Site Content (tab) / Calendar.  
ii. Follow the step “a” (above) to start creating a new event.
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Active? XE "calendar:the \"active\" property" 
2. Use the option buttons at the top of the form to specify if the event is to be Active or not.  If the event is to be created now, but will need to be revised before it is to be displayed, change this feature “Off.”
Title

3. Enter the text that the users will see when the calendar is viewed.  Keep it short and do not include the date or time. Let the rest of the form provide detailed information for the date and time.
Description Text

The description text can be formatted using the buttons above the description area.
4. In the Description field, enter the text that you want to be displayed when a user opens the event in the calendar.

5. Use the word processing icons on the toolbar to format the text as needed.  You can also insert extra items such as “Smilies” [image: image78.png]


.  It is possible to copy/paste information from a Word document, text file, or even another Web page into the description.
Image

6. DO NOT use the image feature.
Event Type XE "calendar:event type" \t "See" 
[image: image79.wmf] 


7. Left-click the option button to specify how often the event is to be displayed on the calendar.

	· Interval XE "Interval" 

	- This event has a definite start and end time and date

	· Starts At XE "Starts At" 

	- This event has a definite start time but an undetermined end time

	· Deadline XE "Deadline" 

	- The start time of this event is irrelevant but the end time is vital

	· All Day XE "All Day" 
	- This event doesn't have a start or end time (e.g. a holiday)


Time and Date XE "Time and Date" 
You DO NOT need to set this for the All Day or Deadline event type.
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8. Use the appropriate drop-down arrows to specify the starting and ending times and the starting and ending dates when the event is to be visible on the calendar.

Category XE "Category" 

9. Scroll through the list and then left-click the desired category.

“Repeat the Event XE "Repeat the Event" ” Option
If your event will occur more than once, you should repeat the event to post it multiple times on the calendar.
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10. As shown in the previous illustration, left-click the “Repeat Event Until” checkbox.
11. Use the drop-down arrows for the date to choose the last day that the event should be displayed on the calendar.  Alternatively, you can left-click the “Pop Calendar” [image: image82.png]


 button to use the mouse to choose the ending date.
12. Left-click the option button corresponding to the how often you want the event displayed.  
· Daily - The event will appear everyday until the termination date.

· Weekly - The event will appear on every checked weekday.  Place a checkmark in the box(es) to specify the days on which the event should be displayed.
· Monthly - Choose whether you want the event to appear at the beginning of every month, the end of every month, or every month on the same day as the start date.

· Yearly - Choose this if you want the event to appear on the same day every year.

· Every - Here you can choose specific weekday of each month for your event to appear. For example, you could choose to have an event repeat on the second Tuesday of every month. First pick which week you want the event to appear in. Then choose the weekday. Finally, choose a specific month or the "Every Month" option.
13. When you are finished setting the repeat options, left-click either:

a. The [image: image83.png]Create Event



 button if you are making a new event.
b. OR, the [image: image84.png]Update Event



 button if you are editing an old event.
14. The main Calendar screen will open and a message stating that the event was created successfully will be displayed.
15. View the calendar again to see if the event appears correctly.
Editing a Calendar Event XE "Editing a Calendar Event" 
After a Calendar Event has been posted to the calendar, there may be a need to go back and edit the event.  Unlike the Article Manager, which allows you to only edit your own articles, Calendar allows any user who has calendar rights to edit ANY calendar event.  BE CAREFUL!  EDIT ONLY YOUR OWN CALENDAR EVENTS!
1. Left-click Control Panel / Site Content (tab) / Calendar.
2. View the calendar in any view (Year, Month, or Week).

3. Filter the calendar as needed.

4. Left-click the day number, not the event itself, of a date on which the event is listed.

5. Find the event that needs to be edited.

6. Left-click the “Edit” link for the desired event which will open the event for modification.

7. Make changes as needed.

8. At the bottom of the window, left-click the [image: image85.png]Update Event



 button located right below the Category list.  Do not use the one at the very bottom of the window because it will not update the event.
9. View the calendar again to see if the event was successfully updated.
Deleting a Calendar Event XE "Deleting a Calendar Event" 
1. Left-click Control Panel / Site Content (tab) / Calendar.
2. View the calendar in any view (Year, Month, or Week).

3. Left-click the day number, not the event itself, of a date on which the event is listed.

4. Find the event that is to be permanently removed.

5. Left-click the “Delete” link for the desired event.
6. You will be prompted if you actually want to delete the event:

a. YES to delete the event.

b. NO to leave the event on the calendar.
7. View the calendar again to make sure the event was removed.
SEARCHING THE WEBSITE XE "SEARCHING THE WEBSITE" 
When a user looks through the site, a handy feature to use is the Search utility XE "Search utility" , which is located in the block at the far right side of the screen.


1. In the rightmost block on the screen, there will be a search feature, illustrated below, that can be used to search for items in the area of the web that you are currently viewing.  For example, if you are in the calendar, a search will only look through calendar events.  See the note above, for more information on what areas are searched.
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2. In the empty field above the Search button, type the word(s) to be searched for.  The case does not matter.
3. Left-click the [image: image87.png]


 button to start seeking items in the current area which is being viewed.
UPCOMING CLASSES XE "UPCOMING CLASSES" 
As Amarillo College develops more parts of the phpWebSite software, more training classes will be offered.  While we do not know how many different classes will be offered, here is a list of subjects that will be offered in future classes:

Block Maker
Form Generator

Photo Album

RSS NewsBlocks
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APPENDIX B

APPENDIX C
	Formatting Icons (Section Text)

	Icon
	Description
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	Source - Displays the HTML codes of the section’s text
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	Cut – Removes text from its original position
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	Copy – Allows you to have the exact same text in more than one place in the article
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	Paste – Places text from the clipboard into the section
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	Paste as Plain Text – Removes all formatting from the text
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	Paste from Word – Keeps Word’s formatting intact
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	Print – Prints the section text to a local printer (assuming there is a printer attached to your computer)
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	Undo – Reverses the last activity
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	Redo – After an activity is reversed, it can be done a second time with this button
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	Find – Searches the current article for text

	[image: image98.png]



	Replace – Replaces specified text with other specified text
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	Select All – Highlights all the text in a section
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	Remove Format – Removes all formatting to the selected text
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	Bold – Text appears and prints darker than regular text
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	Italic – Italicizes text to add emphasis to the text
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	Underline – Places a line below the selected text
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	Strike Through – Places a line through the characters of the selected text
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	Subscript – Subscripted text appears slightly below regular text
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	Superscript – Superscripted text appears slightly above regular text
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	Numbered List – Places numbers in front of the selected text
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	Bulleted List – Places a bullet symbol in front of the selected text
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	Decrease Indent – Moves the paragraph closer to the left margin
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	Increase Indent – Move the paragraph further away from the left margin
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	Left Justify – The first characters of the lines of the selected lines of text start at the same position from the left margin
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	Center Justify – Centers each line of the paragraph equally between the left and right margins
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	Right Justify – Each line in the paragraph will end exactly at the right margin
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	Block Justify – Each line starts exactly at the left margin and ends exactly at the right margin
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	Insert/Edit Link – Allows text to be used as hyperlinks to other parts of the article, another article, or even a different Web page
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	Remove Link – Removes the ability to jump to another article from the selected word
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	Insert/Edit Table – Inserts a table in which items can be placed
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	Insert Horizontal Line – Inserts lines which help break up parts of a section.  These do not create different pages, but help divide a section into smaller areas
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	Insert Special Character – Allow symbols not on the keyboard to be used in the Web page.  
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	Insert Smiley – Places a small graphic of a face showing different emotions into the Web page
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	Text Color – Changes the color of the lettering

	[image: image122.png]



	Background Color – Changes the color of the background of the Web page
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	About the Editor – shows the version number of the editor


APPENDIX D
Using GroupWise WebAccess XE "Using GroupWise WebAccess" 
Accessing GroupWise through the Internet allows you to check your messages from any machine that is connected to the Internet.
1. Use a Web browser such as Internet Explorer or Netscape Navigator to access the website,
gwmail.actx.edu
[image: image124.png]GroupWise WebAccess:  [English >| Go




2. Use the drop-down arrow to specify the language of choice and then left-click the Go button.
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3. Type your network login name (lastname, hyphen, first and middle initial).  This is the username you specify in the office to log into the network.

4. In the Password field, type your GroupWise password, (NOT your network login)  This password had to be created previously in GroupWise.

5. Left-click the “Login” button.  You will then see your mailbox.  The email should already by in your mailbox.  
6. Left-click the email message to open it.
7. Left-click the hyperlink to log in.
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This feature is not being used at Amarillo College.





NOTES





Uploading Images


We are not allowed to upload pictures directly to an article.  However, for photos or artwork intended for special events, we can email the image to College Relations and request that they optimize the image and place it in the image library from which we can add the image to our article.  





The Web Services Department will place other commonly-used pictures into the image libraries. These libraries will change over the course of the year, so the person in charge of editing a page can keep the site "fresh."





First-Time Users





- Username is the same as


  your  network login 


  (example:  hendrick-ck)





- Email – specify the email    


  address to which your                                       


  password is to be sent





Copying/Pasting Note:


A problem has been identified when copying and pasting information between browser windows.  Copying information from a Mozilla Firefox window to an Internet Explorer window works fine.  





However, the reverse of that is not true.  For some reason, copying information from Internet Explorer to Mozilla Firefox does not work.





Copying/Pasting


A problem has been identified when copying and pasting information between browser windows.  Copying information from a Mozilla Firefox window to an Internet Explorer window works fine.  However, the reverse of that is not true.  For some reason, copying information from Internet Explorer to Mozilla Firefox doesn’t work.





NOTE





Filtering a Calendar


The filter will stay activated until you log out of the system.  The next time you log into the software again, you will have to apply the filter again.





NOTE





Article Approval


After an article has been saved, it is sent to a “Category Administrator” group for approval.  Your supervisor will be a member of this group and will have privileges to either approve or deny the article.





After approval, the article will be posted to the Website.





After approving or denying an article, the administrator should send a note or email to the article creator explaining what action was taken.  If the article was denied, instructions should be sent explaining how to correct the article.





Articles that are ignored or denied, will not show up anywhere on the Website.





If an article is sent for approval, and then edited/saved before it has been accepted, there will not be multiple copies of the same article in the administrators “approval” box.  Only the latest modified article will be listed.





NOTE





Associating a Calendar Event


Every event entered into a calendar has to be associated with a category.  A category is a collection of closely related events.





NOTES





NOTES








As a default, “Article Manager” displays only your articles





It is possible to display articles from every user.  However, you can only edit your own articles





NOTES





Keyword Guidelines


Separate different keywords with commas





If two words are being used as a phrase DO NOT put quotes around them and DO NOT put a comma between those words





Use lowercase characters, even if the words in the articles/events contain uppercase characters





What Area is Searched?


Currently, when a search is conducted, it is confined to the area that is being viewed when the search is initiated.  For example, if a user is viewing the Calendar, only calendar events containing the search word(s) will be displayed.  In the future, Web Services intends to make the search global so that all areas are searched, not just the one being viewed.





NOTE





NOTE





NOTE





Selecting a Menu Category


Every article has to be assigned to a category.  (Directions were listed earlier).  If you do not remember which category was chosen earlier for the article, you will need to edit the article again and scroll down to the category area to see which one was used.





If the article is to appear in a menu, the article has to be assigned to a menu category too.  THE ARTICLE CATEGORY AND THE MENU CATEGORY HAVE TO BE IDENTICAL.





NOTES





Password Rules


You do not have to include any numbers.





If you use a password that the software thinks is too easy, it will display a warning message.  You will have to try a different password.





Many people use their Colleague password since it will not change.





NOTES





Saving the Article


We have found a quirk with the program that will affect us when we create an article containing an image.





Make sure the article has been saved before inserting an image into one of the sections.  Otherwise, the program will erase the article title and summary!  Once the article has been saved, an image may be inserted at any time.





Actions (for notes)


In the “Actions” list (shown above) do not pay any attention to the colors of the “Delete” and “Reply” links.  Even if they appear to be grayed out, they all still work!





NOTES





Suggestion


After you have added a section or two, it is suggested that you save the entire article.  The directions are found later in this manual.  After saving the article, open it again for editing.





Please use this format





Linked Webpage








Important








Right-click the desired article








Managers Only!





Examples of Image Templates








Displaying Events for a Single Week


If you left-click one of the week numbers at the bottom of the calendar, it will list everything for only that week





NOTE





NOTES





Linked Article





Current Article





Link to an external Webpage





Link to another article








