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	WHAT’S COVERED IN THIS TUTORIAL?


These instructions provide a quick introduction to:
1. Accessing the site

2. Creating a page 
3. Publishing a page

4. Creating a new category

	1: ACCESSING THE SITE


The site can be accessed and edited from any computer connected to the internet. 

1. In the address bar at the top of your browser, type in the address of the website. 
2. You should then see the home page of the website.  If the site has not yet been launched, you may need to enter a special username and password to reach the home page (this is not the same as the personal username and password you use when editing the site).   
	2: CREATING A PAGE


To create a new page, you need to log in. 

1. On the home page, go to the log-in panel.  Enter your username and password, and then click on the Log in button.

2. In place of the log in panel, you should now see a message saying: Hi! What would you like to do?  
3. Click on the button marked My pages
4. You should see a screen with the heading My pages. 
5. Click on the button marked Add a page at the right of the screen. 
Add a title

You should now see a screen headed Add Title.

1. Type the title.
2. Type the sub-title.
3. By default, your name is entered as the author.  Edit this if necessary.

4. Click on the button marked Next. 

Add words

You should now see a screen headed Add Words.

1. Click inside the text entry box.  

2. Type or copy-and-paste the text into the text box.  

3. Notice that you can format the text using the buttons for bold or italic.  

4. If you want to add a link, first highlight the text you want to link from, then  click on the Create link button (it has a picture of the world and a chain on it).  

5. When you’ve finished, click on the button marked Next.
Add photos

You should now see a screen headed Add Photos.

1. Click the Browse button. A box will appear with the heading Choose file.  

2. The box is displaying the files on your own computer. Locate the image you want to add to the page. 

3. Highlight the image and click on the Open button. The box headed Choose file will disappear.

4. Click on the button marked Upload this image. There will be a pause while the photo uploads from your computer to the website.  Then a small-scale version of the photo should appear under the heading Photos on this page. 

5. Click on the photo. You should see a box for entering a caption and a credit.

6. Type in the caption.
7. Type in the credit.
8. Click on the button marked Done.

9. The heading Add a new photo should reappear on the left.  

10.  Repeat steps 1-8 if you want to add another photo.
11. Click on the button marked Next. 

Preview the page
You should now see a screen headed Preview your page. Your new page should appear below this.

1. To the right of the heading Preview your page, there are three rectangular graphics.  These icons represent different layouts you can choose for the page. 

2. The left-hand icon should be highlighted in red.  This is the layout that you are currently previewing.  In this layout, the text and images are side-by-side.

3. Click on the middle of the three icons.  The layout of your page should change. The pictures are now underneath the text, and are displayed in a bigger size.

4. Click on the right-hand icon.  The layout of your page should change again. The pictures are still underneath the text, but they are displayed as thumbnails.  This is the layout for a ‘picture gallery.  

5. Click on the left-hand icon to return to the layout for text and images side-by-side. 

6. Notice that you can go back and alter the words, photos or title of the draft page by clicking on the tabs above the heading Preview your page.   

7. Click on the button marked Finally, save your work.

Save the page

You should now see a screen headed Save your contribution.

1. There are three buttons, marked Save draft for later, Save and submit and Save and continue. 

2. You would use Save draft for later if you wanted to log back in a few days later and finish working on the page.

3. You would use Save and continue if you wanted to save the page and carry on working on it immediately

4. Click on the button marked Save and submit. This submits the page for publication, and takes you back to the screen headed My Pages.

Log out

You should now be back at the screen headed My Pages. 

1. Your new page is now listed under the heading Submitted for publication.  

2. Click on the tab marked Log out.  This is near the middle of the screen, just above the heading My Pages.  

3. A small box will appear asking you to confirm you want to log out.  Click on OK. You should return to the home page of the site.

	3: PUBLISHING A PAGE


Log in as an editor

To publish a new page, you need to be an editor of the website.  The administrator of the site can make any contributor into an editor simply by ticking a box on a list of users.   
Assuming that you have now been made an editor, we’ll now see how to publish the new page that you have just created.   

1. On the home page, go to the log-in panel.  Log in with your user name and password.

2. In place of the log in panel, you should now see a message saying: Hi! What would you like to do? 
3. Click on the button marked Edit the site. You should now see a screen with the heading My pages.
4. Editors need to see at a glance what pages have been recently submitted.  The new page you have just created should be listed below the heading Submitted for publication.
5. Click on the link marked (Edit) next to the new page.  This takes you to the Add title screen (that is, the first of the screens which you worked through to create the page).  

Publish the new page

Look at the tabs above the heading Add title.  As well as the familiar tabs you could use to edit the page (e.g. Add words), there is a new tab marked Publish. This only appears when you are an editor.

1. Click on the tab marked Publish.  You should go to a screen headed Publish the contribution.

2. The first field allows you to add keywords to the page which would be invisible to visitors of the site. You can usually ignore this field, as search engines like Google now restrict their searching to the visible text.  The only occasion on which you might use a keyword is if the main topic of the page is for some reason not mentioned on the page itself (e.g. a page about bicycles which for some reason doesn’t include the word ‘bicycle’.)  If you do want to add keywords, separate them by commas.  

3. Below the keywords box, there is a list of the current categories in the site.  Click on one of the categories. It should become highlighted in blue.

4. Scroll down the page and click on the Publish button.

5. You should return to the screen headed My Pages.  There are now no pages listed under the heading Submitted for publication, because you have just published the only page that was pending.  

6. Go back to the home page of the site by clicking on the tab marked Back to site. Your new page has been published and should appear under the heading See what’s new on the home page.
	4: CREATING A NEW CATEGORY


You have just published your new page in one of the existing categories on the site.  You’re now going to create a new category and move your new page into that.  
1. Start at the home page of the site. 
2. You should still be logged in, so on the left-hand menu you should be able to see a heading saying: ‘Hi!  What do you want to do?’

3. Underneath this heading, click on the button marked Edit the site.  This takes you to the screen headed My Pages.

Create a new category

Editors can create, edit and delete categories at any time. 

1. Click on the tab marked Categories.  This is just above the heading My Pages.  

2. Click on the button called New category.

3. You’ll come to the first of a series of tabs where you can create the new category.  All you will do in this tutorial is to give the category a title, and then publish it.  
4. Type in a title for the new category on the first tab.
5. Go to the tab marked Publish. 
6. Now choose where you want to put the new category. For example, if you want the new category to appear inside the ‘About us’ section of the site, select ‘About us’ from the list of categories.  You can make the new category appear in more than one parent category by holding down the Control key (on a PC) and selecting more than one category from the list.

7. You can see there are other fields; for example, a field for hiding the category from the site navigation.  Ignore these for now.
8. At the very bottom of the page, click on the button marked Publish.

9. You should go back to the list of categories.  Your new category will appear in the list.
10. Click on the Back to site tab.

Check your new category
Let’s quickly check that your new category has been created properly. 

1. Click on the link to the ‘site map’ in the footer bar at the bottom of the screen.  

2. You should be able to see your new category listed. (If you can’t see it immediately, you may need to expand the view of the lower levels of the sitemap by clicking on the + buttons.)
Move your new page into your new category

Finally, we’ll move your new page into your new category.  To do this, you simply re-publish the page.  

1. You are still logged in, so you should be able to see a heading saying: ‘Hi What do you want to do?’  Click on the button marked Add/edit pages. This takes you to the screen headed My Pages.

2. You now need to find your new page.  At the right-hand side of the screen you should see the heading Select pages.  Below this there are a set of drop-down lists giving you different ways to search for particular pages.  

3. Select the drop-down list labelled By category.  Select the category in which your page is currently published. A list of the pages in this category should appear at the left of the screen.

4. Your page should be in the list of pages. Click on the (Edit) link next to it.  This takes you to the Add title screen for the page.  

5. Click on the tab marked Publish. 

6. In the list of categories, find your new category. Click on the name of the new category.  It should become highlighted in blue.  

7. Click on the button marked Re-publish. This should take you back to the My pages screen. 

Check that your new page is now in your new category

And finally…check that your new page is now in your new category. 

1. Click on the link to the ‘site map’ at the bottom of the screen.  

2. Click on the link to your new category.
3. You should be able to see your new page listed inside your new category.

	AND NOW?


That’s the end

You have learnt how to create and edit pages and categories. Those are the most common tasks that website editors need to carry out.  
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