Member Guide:

---Login at top right corner of website---

Notes: 

Need user ID and password

Current messages will come up once you are logged in

Member options in Right box are same as those on toolbar

Red text in member guide indicates personal notes

Miscellaneous Tips

Changing Order of Posted Items- Once multiple items (such as a News Item or Historical Resource) are posted, the order can be changed by clicking on the up/down arrows (appear as triangles) that are directly to the left of the item’s title.

Submit- Don’t forget to hit “Submit” after you’ve finished editing anything.  If you fail to, all of your changes will be lost.

Project Info.- 

1.Edit General Info.- Edits the text on the members homepage on the website.

2. Edit LEA and Partner Info.- Edits LEA’s and Institutional Partners Information (box in right side of member page)

3.  Logos and Banners-  Logos can easily be uploaded (like uploading a file to an email), but doing so doesn’t seem to do anything.  Banners will appear in the right box above “Project LEA’s”.  Banners can be pictures that link to outside websites.

4.  Edit General Settings- Turning “on” or “off” Events, News or Resources on Profile page doesn’t seem to have an effect.  However, turning “on” “show website link on profile page” will do just that.  The website’s address will be taken for “Project URL” under “Edit General Info.(above).

Image Files or Upload Resource Files and Images- Uploads (not displays) files to website for later use.  These files can then be displayed in any text field either using HTML or Java (see directions below).

Manage News Items- (need approval before they will be posted on the website), can add or remove news items from member page.  Can be viewed on webpage by clicking on “News Items” on member page.

Programs and Events- (need approval before they will appear in website), can add or remove event write-ups.  Pay attention to “subject”, as this is how they can be viewed under “program and events” section of website (not member page) homepage.

Manage History Resources- (also needs approval), add/remove write ups of history resources.  Can view them by clicking on corresponding icon on member page.  Category is again important, as this is how these can be searched from “History Resources” homepage on website (not member page).

Photo Galleries- (approval necessary) , add/remove photo galleries.  Make sure status in “on”.  Category is less important, as there is no “photo gallery” homepage on the website.  Not sure about “postcard” box either.  Possible to add names and descriptions of galleries, as well as “keywords”.  Can also edit existing galleries.

Message Center- 
1. Post a New Message- Here, can post a message to everyone or a single member.  These messages work, unlike administrative messages.  (messages also need approval from administrator’s before they are posted.)

How to add links, insert images, insert files in HTML and Java

Internet Explorer Directions (recommended):

Creating Links- Just like in an email, type the name of the link in the text field.  Then highlight the text.  Then, click the “hyperlink” button (looks like chain links) in the top right side of the text field’s tool bar.  Type in the address you want to link with under “File/Webpage” field.  Then hit “OK”.  

Inserting File from Image/File Manager- Make sure that the image you want is already uploaded into the Image/File Manager (directions above).  Type the name of the link.  Highlight the text.  Then, click “hyperlink” button.  In the box that opens, a “File Manager” will appear.  Choose the file you want to link to.  Hit “OK”.

Inserting Image from Image File Manager- Make sure that the image you want is already uploaded into the Image/File Manager (directions above).  First, click the “Image Manager” button (looks like a picture) in the top right side of the text field’s tool bar.  Select the image from the “browse image source” box.  Hit “OK”.

HTML DIRECTIONS (required with Mozilla):

Creating Links- Example: <A href="http://www.clevelandmemory.org">Clevland Memory   

Always begin with:    <A href=

Then, insert website address in parentheses, i.e. http://www.clevelandmemory.org followed by:   >

Then, type what you would like the link to appear as on the webpage, as either a title (i.e. Cleveland Memory), or simply as the web address.

Inserting Image from Image/File Manager (directions on uploading files/images above)- After the image has been uploaded to Image/File Manager, go to Image/File and click the image to make it appear on the right side of the screen.  Above the image, in the field “file” will be the image’s address.  Copy this address.

In a field, type:      <IMG src=“file’s address (the one you just copied)”>

Example: <IMG src="http://www.gatewaytohistory.org/projects/resources/1352/images/Euclid_Pictures/hippodrome_euclid_view_47.jpg?890423">

Inserting File from Image/File Manager- After the file has been uploaded to Image/File Manager, go to Image/File and click “Switch to File Manager” box.  Now click the icon (looks like an eye) found in the “preview” category that corresponds to the file you want to use.  The file should open in a different window.  Copy the address.

In a text field, type:   <A href=”file’s address (the one you copied)”>name as you would like it to appear on the website</A>

Example: <A 

href="http://www.gatewaytohistory.org/projects/resources/1352/files/canalway_interpretive_summer2006_rrr.pdf">name</A>   

Note: this is exactly the same HTML code as adding a li
