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	WHAT’S COVERED IN THESE GUIDELINES?


These guidelines tell you how to create and place adverts on a CommunitySites website. This is usually a job for the website administrator. 
This is a two-step process:
1. Create the advert on the advert tab.
2. Place the advert where you want it to appear within the site.
	1: CREATE THE ADVERT


1. Go to the Adverts tab.  You’ll probably only have access to this if you are the administrator of the website.
2. Click on the New button to create a new advert.
3. Under the heading ‘How do you want to create your advert?’, select one of the two methods described below. 

Copy and paste code
This is used if you want to include an advert from Amazon or Google.  These websites allow you to generate adverts which you can include on your site.  They do this by giving you some HTML source code to paste into your site.   After you have followed the instructions provided on the Amazon or Google site to create this code:

1. Type a short description of your advert into the Short description box (this is only for your own reference)

2. Paste the code into the Source code box.

3. Click on Save.

Use custom text and image
This is used if you want to create your own advert – perhaps for a local supplier/sponsor or simply to promote a particular section of the website.  To do this:

1. Type a short description of your advert into the Short description box (this is only for your own reference)

2. Type a title for the advert

3. Type a subtitle for the advert

4. Provide a link address for the advert (this could be a link to a page in the site)
5. Provide an image for the advert (this doesn’t resize automatically, so make it the right dimensions in the first place)

	2: PLACE THE ADVERT WHERE YOU WANT IT TO APPEAR


You can make an advert appear throughout the site, or throughout a particular category of the site, or only on a particular page.   

To make an advert appear throughout the site
1. Go to the Categories tab

2. Select the name of the site (at the top of the list of categories)

3. Go to the Publish tab

4. Highlight the chosen advert from the list of adverts (hold down the Ctrl key to select more than one advert)
5. Click on the Update button.

The advert will now appear throughout the site except in categories or pages where you have chosen to display other adverts.

To make an advert appear throughout a particular category
1. Go to the Categories tab

2. Go to the Publish tab

3. Highlight the chosen advert from the list of adverts (hold down the Ctrl key to select more than one advert)

4. Click on the Update button.

The advert will now appear throughout the category except on pages where you have chosen to display other adverts.

To make an advert appear on a particular page
1. Edit the page

2. Go to the Publish tab.

3. Highlight the chosen advert from the list of adverts

4. Click on the Re-publish button (or Publish if it is a new page).
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