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. Preparing Site Content

We humans make plans, but the L.ORD has the final word.
We may think we know what is right, but the L.ORD is the judge of our motives.
Share your plans with the L.ORD, and you will succeed.

- Proverbs 16:1-3 (CEV)

+
= 5
‘-4—4—
A. Understanding Content Types o
It is important to understand the different “types” of content that can Use the “article” content type to
be used, before you begin to build the site. include information (e.g., mission
: — statement, history, or overview) on
your site without having to create a

separate page for each item.

1. Select Content by Scope: [TIF 2. Choose a Content Type:

tyne

Bt (if itisn't alreac
of content you wa
b create your conte

—— —four page:
1. Choose the type of content you wa
2. Click in the checkhox(es) next ta th
3. Click on Add to Arrangement,

e Article: An “article” is just text that has additional fields for k
including a title, author, teaser, and/or copyright if desired. This
content type is great for formatting and organizing many

EXAMPLE:
A church’s history placed into an

document types. It has the added advantage of two additional “arficle” content object with “History of
interactive features: Rating and Related. St. Anne’s” as the title and “Founded
. . ) o in 1942” as the author (displays under
o Rating: A customized rating scale to solicit an title).

evaluation of the “article” can be setup to display with

the content. The “teaser” is the first few lines of the

history with “Learn More” at the end.
o Related: Links to related “article” content objects and When placed on the site, only the fitle,

external Web sites can be added to display with the ?uthor,”an'd teaser S.h ow lusing
teaser” display option), leaving room

content on the page for other items. The
. . . . . isit the full history b
e Daily Reading: A daily scripture passage that updates with a \C/;IS (I:kc:': ;%nn?ﬁ??:cs:r_y ISony By

new verse each morning. This item is located in the public area

of the arrangement editot. 1. Enter an Article Title to begin.
Article Title: I
e Directory: A directory is a list of information that can include Author: |
images, text, and Web or email links. Articls
Teaser:
{optional)

e  HTML: This is provided for advanced users who are familiar
with HTML. People who are not familiar with HTML should
not use it, as incorrect coding can interfere with the correct
display of the page templates. If a link to a Web site needs to be
added to a page, instructions are provided in “Moving Content
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onto Site: HTML.”

e Image: An image is a picture or photograph. JPEG and GIF are
the standard Web image formats.

e  Mailing List: A mailing list is a list of email addresses. Mailing
lists are used to distribute news, information, updates, etc to
members on your list.

e Text: A text object is any text segment.

B. Preparing Content

It is helpful to think through how the content files will be “labeled”
and “categorized” so they can be easily retrieved for placing on pages,
before content is moved online. “Categories” can be used to create a
filing system for the site’s content. A beginning list of categories is
provided, which can be edited and/or expanded. As each content
object is prepared, make a note of it’s name (label) and how it will be
categorized (if applicable).

e Preparing Text Objects: Organize text pieces in advance,
determine how to label individual segments to best recognize and
retrieve them later. Text can be copied and pasted from another
location or entered directly — either way text can be formatted
once it is placed in the Content Object Editor.

Edil View Catoorizn | | Secury | [ Shading | [ Done

Edlt : 9/11 - sidabar

Label for Tewxt: |3/11 - zidebar
Edit Test:

L m] o[ w|e| alaz] B |yl =[E| ] ===
Al|um

More Hesources

Projuct Constant Hope - 2 Senplure engagermend prograrm of Ui Armensan Bible
Society bringing the hope of God's Word to & nation recovering from the tragic events of
September 11, 2001,

- biweekly featured resources for Education,
Fllrweshup, Oulneach, ol

Monthly Theme - curerdly providing resouces for Youth Ministry,

mannnal Cnstnenn tensine tha Phirsh Wane oomentl hishEaksing renirens fne bhe hd
‘4 |+

:*;

TIP:

JPEGs are good for photos and
pictures with fine co|F;r gradations.
GIFs are good for small images -
simple line-art and flat, solid color
images.

w ¥
‘-4—4—
TIP:

When deciding to use a piece of text
on a page, think carefully about its
purpose and what message it
communicates. Check the length of the
piece and remember reading ?engthy
text on a computer screen is not ideal.
Try to be clear and concise; shorter is
better.
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C. Preparing ‘Article’ Objects:

Organize in advance title, author, teaser, main text, copyright, and
page titles. Text can be copied and pasted from another location or
entered directly. Determine how to label each “article” to best
recognize and retrieve it later. This content type can be used for
many forms of content.

eoe [ w | [Comouorien ] [ scumy | [anarns | [ iings | [ oiaes |

Cdit : Content Object

Hote: each section will update separately.

L. Enter an Article Tithe to begin.

Article Title: |

Autthor: [

Articls ]
Taaser: _I
{optional)

Fages in
tha Article:

3. capyright

Cepyright
{ I

Rating: The rating function allows visitors to rate an article using
a scale that is set up when the function is added to the site.

Related: This function provides the ability to refer visitors to other
“article” content objects on the site that are related and/or to
other Web resources through adding the URLs (Web addresses).

D. Preparing Image Objects

Images should be either JPEGs or GIFs. The image should be
cropped to the correct display size before uploading and optimized to
reduce file size. Image files should not be larger than 30K, the smaller

the better since size affects download time for visitors.

Edit wiew HCategnrize H Security ‘ ‘ Sharing H Dorne

Edit : 0310224470

1. Add/Upload an Image

Browse. > Upload

2. Basic Image Settings

0310224470
Image Wwidth: |[140

Image Height: [123

Irmage Narme:

changs Bssio image serings IR

Current display for your image:

e
Lot e

3. Advanced Options -

Set advanced Tmage Options M

4

TIP:

The different components of the
“article” object zpe can be used or
not used to suit the needs of the
contfent. For instance, the “author”
field can be an attribution or subhead;
the “copyright” field can be any type
of footer; and the “teaser” can be a
summary of key points or the first few
lines of what is contained in the main
text.

‘k@
TIP:

Before deciding to use an image, think
carefully about its purpose and what
message it communicates, plus weigh
the value of including it against the
download delay (e.g., a 21K image
takes approximately 7.3 seconds to
download at 28.8Kbps).

Preparing Site Content
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1. Optimizing to Reduce File Size

¢ Reduce the image resolution (sharpness) to 72 dpi, this is the
maximum resolution most monitors display.

e Reduce the number of image colors (color depth), if possible
without compromising the look of the image. Color depth is
defined in “bits.” A 4-bit image contains only 16 colors and
is smaller in file size than an 8-bit image, which has 256
colofrs.

2. Cropping to Correct Display Size

e Crop/reduce the image dimensions to the correct display
size (e.g., a 4x6” photo that will appear on the site as a 2x3”
image should be cropped or reduced to those dimensions
before uploading. Some recommended dimensions for site
images (actual maximum size varies somewhat with template
chosen).

E. Preparing Directory Objects

Determine whether one of the standard directory templates provided
will work; if not, plan to custom build one. Organize the directory
data for easy entry. If images will be used, they must be added to the
site’s content repository before they can be included in the directory;
so plan to upload those images first.

Edit | View HCalegnnzeH Security H Sharing || Done ‘

Edit : Content Object

The Directory Builder

Directory Templates
Choose a directory "template” or click "Create Custom Directory”

trapl: Staff Diractory

tmpl: Classifisds - For Salel
tmpl: Jobs! - Yolunteer and Paid
tmpl: Phone Directony

tmpl: Schedule of Events

Use this Template:

or

Create Custom Directory

1. Directory Templates

The directory title and column titles can be changed.
e Staff Directory: Picture (image); Name (text); Description (text
box); Email (link)

o Classifieds for Sale: Item (text); Picture (image); Description
(text box); Price (text); Date Listed (text)

o Jobs — Volunteer and Paid: Position (text); Description (text
box); Posted (text); Contact (link)

w ¥
44—
TIP:

Directories — approximately 75x100
pixels to create a thumbnail

1/3 columns — maximum width is
approximately 150 pixels

1/2 columns — maximum width is
approximately 200 pixels

full page —we recommend that ima?e
size does not exceed 400x400 pixels

w ¥

44—

TIP:

Custom build a Directory pop-up:
Defermine the name for the directory,
then decide the number of columns
(max. 5) and the title for each, as well
as what datatype it will hold: text, link,
image, or text box (multiple lines of
text).
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®  Phone Directory: Name (text); Phone (text); Address (text box);
Notes (text box); Email (link)

o Schedule of Events: What's Happening? (text); Mark Your
Calendar (text); Description (text box); More Info (link)

F. Preparing Mailing List Objects

Determine the purpose of the mailing list and name it accordingly.
Decide who should receive “replies” from emails sent to this list
(reply-to address). Optional headers and footers provide an
opportunity to provide standard information (e.g., a greeting or
contact info) on all emails. Organize all existing email addresses (if
any), and verify that they are complete and correct.

Edit wiew ‘ ‘Categnnze‘ ‘ Seeurity || Sharing ‘ ‘ Done

Edit : Content Object

EI¥ our Mail List

Narme

Header

Foater

Reply Address [

Update My List Options
[Iadd Subscriber(s) - Invalid Reply Address.

Be certain to enter a
valid email address -
Qe
james@mysite.com

G. Preparing HTML Objects:

Recommended only for advanced users with HTML experience. If a
link to an external Web site is needed get the complete URL for the
link (e.g., http://www.forministry.com).

IMPORTANT!

When an email address is added to a
mailing list it will generate an
automatic confirmation email asking
the person to confirm their subscription
to the mailing list. Notify people in
advance about the creation of the
mailing list so they are prepared to
receive the confirmation email and
accept it.

w ¥

44—

TIP:

The email sign-up box created when a
mailing list, is created can be placed
on the site to attract new subscribers to
a particular mail list. A mailing list
can be created solely for the purpose
of adding an email sign-up box fo the
site — without putting any names in it
to start.
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H. Moving Content onto Site

L[]

= | Menu Editor

<+ | Groups
# Click the 'add' button to add a category to the top level or

e Select a current category and then click 'add’ to create a sub
categary:

| cﬂtggm—,:ll\lew Category

= | Categories

(F add category

(F Outreach
g gutrelach & Events
= Yve?hs {9 Youth
o CUL' (F Community
= T;;';;”Iﬁg”w (F Teaching
. Add [+]
71 | contentManager |

1. Setting up Categories

If using categories to organize and file content in the site
repository, it is optimum to set them up in advance, although it
can be done later. If the beginning list of categories provided is
sufficient, then nothing more needs to be done; otherwise add or
change categories as needed.

Adding/Changing Categories
a. Click on Site Admin at top of window.

b. Select Content Categories from scrolling pick-list,
“Advanced Feature — Categories” window opens.

e _Add category: Click on Add Category on left side of
window. When “Add New Category” pane appears,
enter the category’s name and click on Add.

o Change category/ subcategory name: Click on <<Name of
Category>> (e.g., Community) in left pane and edit the
name in “Category Properties” box at right.

o _Add subcategory: Click on Add Category on left side of
window. When “Add New Category” pane appears,
enter the subcategory’s name; then select the category

that it will fall under from the list of existing categories
below and click on Add.

o Make a category a subcategory: Click on <<Name of a
Category>> (e.g., Community) on left side of window and
then click on Move this Category when it appears in
right pane. A new pane appears, select the new position
and click on Move Category.

o Delete category: Click on <<Name of a Category>> (e.g.,
Community) on left side of window and then click
Delete this Category when it appears in right pane. A
warning message appears, click on OK to verify deletion.

Preparing Site Content www.forministry.com © 2003 American Bible Society. All Rights Reserved.



2. Creating Text Objects:

w ¥
4_4—
.ﬁ % Create - Delete =
= | site Map 1. Select Content by Scope;: (T2 _z; Chaose a Cantent 3. Enntent TIP: , ) )
= | renu Editor | I;Zi‘—;l D — If you've already created image items,
% | Groups | gaarsh or you can place them directly into text
| D 24Restits Par Page: |10 7 Hext | pefresh and article items. To do this, open the

(7 | categories
—i il Crestedlpdsted Updsted by text or article, place your cursor where

you want the image to go, then click

on this icon:
a. Click on Create and Edit Content at top of window.
Edit Text
b. Select Site Content from scrolling pick-list, “Content i e ] o || o] Alal

Manager” window opens.

Pandh -1

c. ‘Select Content by Scope’ should default to My Site, if not

select it. A pop-up box will appear; click on the

“Picture” picklist, and select the image
d. Select Text from dropdown list, after loading; “Content you want fo insert. If you want the fext

Manager” displays all text content objects in site repository. rgﬁgnc:ggpci;hli hnlc:glgézﬁt L}:ﬁ er you

e. Click on Create, “Edit: Content Object” window opens. specify your seffings, click on OK.

f.  Click in “Label for Text” field and enter name for text If you want o change the settings on
the image at any time, |ust rlght click
segment.

on the image, and select “Picture. . .”
g Click in “Edit Text” field and enter or paste in text.

h. Use text formatting tools at top of “Edit Text” pane to
format text, click on Update Text when done.

i.  Click on View to review “text” when finished. If
additional edits are necessary, click on Edit to return to
“Edit: <<Title of Text>>" pane.

. . . . IMPORTANT!

j.  [Optional] Categorize Text: Click on Categorize at top of The first fime text or an “article” is
window and select each category, one at a time, that created a couple Security Warnings
applies and click on Apply Category. may appear asking authorization fo

PP PPY sony install and run “eWebEditPro” and/or

k. Click on Done, at top of window, when finished. “Microsoft Common Controls.” Click

. on Yes for both — these software pieces
I The “Content Manager” now displays a new text content are required in order to work with text.

object with a blank label. The label will display the next
time window opens, to make it appear now, click on
“Label” to refresh window.

= A’
3. Creating Article Objects o
a. Click on Create and Edit Content at top of window. Use the HTML code ‘&copy’ to include
) ) o a copyright symbol © with the text.
b. Select Site Content from scrolling pick-list, “Content Type ‘&copy’ then a space and then
Managet” window opens. the year — &copy 2000 will display as
© 2000.

c.  ‘Select Content by Scope’ should default to My Site, if not
select it.

d. Select Article from dropdown list, after loading, “Content
Manager” displays all “article” content objects in site
repository.

Preparing Site Content www.forministry.com © 2003 American Bible Society. All Rights Reserved. 9



Click on Create, “Edit: Content Object” window opens.

[Optional] Add Author (or Subbead): Click in “Author” field
and type/paste in author or other subhead.

[Optional] Add Teaser (or Intro): Click in “Teaset” field and
type/paste in teaset, summaty, ot introduction

[Optional] Add Copyright (or Footer): Click on Add Copyright
to add copyright or footer text.

Click on Update when done, “Edit: <<Title of Article>>"
window opens and cursor appears in “Edit Page Body” pane.
Type/paste first page of text into text-entty box.

Enter page title, if desired, and click on Update.

[Optional] .Add Additional Pages: Click on Add New Page
and repeat last two steps.

Click on View to review “article” when finished. If
additional edits are necessary, click on Edit to return to
“Edit: <<Title of Article>>" pane.

Click on Done, at top of window, when finished.
The “Content Manager” now displays a new “article”
content object with a blank label. The label will display the

next time window opens, to make it appear now, click on
“Label” to refresh window.

4. Categorize Article

Click on Categorize at top of window and select each category,
one at a time, that applies and click on Apply Category.

5. Add a Rating Scale

Click on Ratings at top of window, “Ratings” pane opens.

1.

il.

il

iv.

vi.

Vil.

Click in “Display Rating” checkbox, customization options
appear.

Click in “Title” field of “Edit Rating Choices” pane, and
enter title for this rating scale/survey.

Press TAB to advance to “Choice 17 field, and enter first
rating response option.

Click on Update at bottom of “Edit Rating Choices” pane
when done.

Click in radio button to left of appropriate display option
in “Display Options” pane at right.

Click in radio button to left of appropriate position option
in “Position this rating on your page” pane.

Click on Update when done, a sample rating display
appears in lower, right corner.

TIP:
It is recommend that lengthy
documents using the “article” format
be broken into pages so that the
amount of text displayed on the Web
age is minimizecf— this allows room
For other objects on the page, keeps
the page itself from becoming too
long, and makes it easier for visitors to
read.

w
qbv
TIP: '

Before uploading image content make
sure that the files have been optimized
(resolution reduced) and the image
size has been cropped to the
appropriate size E)r online display.

w2

.-o--ll-—

TIP:

The title might be a question, like,
“How much value does this image add
to the page?” or “Did this article help
you?” or “Choose the best response.”

Preparing Site Content
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[¥ Display Rating

Display options:
e | Dy - ) e Vertical Display: Displays rating
- Options: SN Py scale responses as a vertical,
Suggested: Poorest to Grestest " Harizontal numbered list below “Title.”
Choice Display . . ) .
o | € Boorsst to . Horizontal Display: Displays rating
| _ S scale responses horizontally below
Shaice| positon s Crap 1ot the “Title,” each response option is
7 yourpags. @ 1op pight labeled with text entered in the
c'm.:el  Bottom Left “choice” fields.
i’ml € Bottom Right o Poorestto Greatest: Displays
e rating scale responses horizontally,
7o only the first and last “choices” are
N labeled. The labels display at
Shaice| opposite ends.
Chm:al
10
=24
viii.  Click on View from top of window to preview “article” '*“’

with rating scale. If necessary, click on Ratings to make
changes to the rating scale.

TIP:

If using @ numeric scale, decide how

many points in the scale; a 5-point

6. Add Related Items scale has five choices. Enter lowest
response option (e.g., worst) in
“Choice 17 field and highest response

Edit | | View ‘ ‘ Categomze| | Security ‘ ‘ Sharing | | Ratings Related @ Opﬁon (e.g., bes") in ”C oice 5" Fleld
RErloh Sersisl o b e Responses are scored using their
numeric value (e.g., “Choice 5” gets 5
points in the tally).

Related Articles:

W Click here to display the Related Articles list .

Related

Relsted —— Add Related Article Add (+]

{GEEmEd g Add Related URL Add [+)
© Top Left

Position this @ Top Right
list on
your page. © Bottom Left

€ Bottom Right Sample display:

Articles and Links:

IMPORTANT!

When pasting from some word

programs a “Clean HTML Code”

message box may appear, click on Yes

a. Click on Related at top of window, “Related Objects” fo clean code (recommended): To

leave the HTML code intact, click on

pane opens. No - if it needs to be removed later

b. Click checkbox next to “Click here to display related . . b‘eco_usg fext is nof c||3p|qy|ng correct!ly

5 : right-click inside the “Edit Page Body
- SEtup options appeatr. window and select “Clean HTML Code

I e . ... from the pop- .
c. Click in “Related List Title” field of “Current Settings” rom The poprup meno
pane and enter title for this list of related objects (e.g.,
“Other Christian Parenting Resources”).

d. Click in radio button for appropriate display option in
“Position this list on your page” pane.

e. Click on Update when done, a sample display appears in
lower, right corner.

. Click on Add in “Click to Add” pane at right, “Add

Related items” pane opens.
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g. Click on Edit or Delete next to any item from “Articles
and Links” list, at lower left of “Related Objects” window
to make changes.

h. Click on View from top of window to preview “article”
with related items list. If necessary, click on Related to
make changes to the list.

Add Related Articles
When the article is open, you can add related articles by clicking on
the Related tab. To add the related article:
1. Click on Add, “Select an Article” pane opens.
2. Select appropriate “article” from dropdown list.
3. Select display method from dropdown list:
*  Display link: displays the link to the page the article is on.

®  Display teaser: displays the articles teaser, so visitors can
decide whether the article would be of interest.

4. Click on Update when done, “Click to Add” pane

reappears. }

Add Related Web site EXAMPLE: : ,
. ) o Clicking on Add URL brings up this
When the article is open, you can add related Web sites by clicking window:

on the Related tab. To add the related Web sites:
a. Click on Add, “Add Related URL” pane opens.
Click in “label” field and enter label for link.

c. Click in “URL” field and enter complete Web address for
link (e.g., http://www.forministry.com).

d. Click on Update when done, “Click to Add” pane reappears

and new item appears in sample display in lower, right
corner, as well as on Related list at lower left.

7. Creating Image Objects
a. Click on Create and Edit Content at top of window.

b. Select Site Content from scrolling pick-list, “Content
Manager” window opens.

c.  ‘Select Content by Scope’ should default to My Site, if not
select it.

d. Select Image from dropdown list, after loading, “Content
Manager” displays all image content objects in site
repository.

Click on Create, “Edit: Content Object” window opens.
Click in “Add/Upload an Image” field, and either type in
<<path & filename>> (e.g., c:\my
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images\church\testfile.jpg) or click on Browse to navigate
to file’s location on system and select it.

g. Click on Upload, once correct image file displays in
“Add/Upload an Image” field, a cutrent view of image and
basic settings appear.

h. Click in “Image Name” field to change name, if needed, then

click on Save at far right.
i.  Click on Done at top of window when finished.

j. The “Content Manager” now displays a new “image”
content object with a blank label. The label will display the
next time window opens, to make it appear now, click on
“Label” to refresh window.

8. Set Advanced Image Options

3. Advanced Dptions -

Al Text: |

Alignrent: |standard or j -1

Border width: [0 - numbers only

Vertical space: [0  numbers only
Horizontal .
space: - numbers only

Hew Line(s
After IN(Q;: OLines 7| o' allows text to wrap
Caption: =

Link/URL: I

Please use absolute paths for your links

example 1: http:/ fuur. somevhere. com/mylink
example Z: mailto:myemail@somevhere. com

save Advanced Image Options [Eagl]
Save and Close Advanced Image Options Save and Close

e (lick on Set Advance Image Options at bottom of window.

e Change the settings you’d like (see the explanations on the
right).

e (lick on Save to save changes, or click on Save and Close
when done to close the “Advanced Image Options” pane
9. Creating Directory Objects
a. Click on Create and Edit Content at top of window.

b. Select Site Content from scrolling pick-list, “Content
Manager” window opens.

c.  ‘Select Content by Scope’ should default to My Site, if not
select it.

d. Select Directory from dropdown list, after loading,
“Content Manager” displays all directory content objects
in site repository.

e. Click on Create, “Edit: Content Object” window opens.

e ‘Alt’ Text: Enter text to display if
user’s browser does not display
images

o  Alignment: Set alignment for the
image - this controls how the
image is aligned once it is placed
into an arrangement

o  Border width: Enter a number
(#) to specify a border for the
image that is # pixels thick ’

o  Vertical space: Enter the number
of pixels of vertical space that
should appear between the image
and the top of the page or the
item above it

o  Horizontal space: Enter the
number of pixels of horizontal
space to appear to between the
image and the left side of the
page, column or quadrant

o  New Line(s) After Image: Enter
number of lines to display after
image before next item appears,
entering ‘0’ lines allows text to
wrap

o  Caption: Enter the text for the
image caption

e Link/URL: Ifthe image will act
as a link, enter the address here

IMPORTANT!
If images will be used in the directory,
they must be added to the site’s content
be?cl)re they can be included in the
directory. The directory can be set up
now and images added later.

Preparing Site Content
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f.  Click on template from the list in “Directory Builder” pane
ot click on Create Custom Directory.

O

O

Create a Custom Directory

Update Directory Info when done.

Start with existing template:

Select a template from list, a sample of that template
appears at the right.

Click on Use this Template, a new window opens.

[Optional] Change Directory Name: Click in “Directory

Name” field and edit text. Click on Update
Directory when done.

Enter the number of directory items to display on

each page (default is 5; maximum is 50). Click on

[Optonal] Change Column Titles: Click in the relevant
“Column Title” field and edit text.

iy

displaye

IMPORTANT!
At the beginning only 5 entries are
already completed with
sample data. If a larger number of

entries was specified, click on Next at
the bottom of window to access them.
Remove sample data and replace with
your own information when populating
the directory.

Edit | Wiew | |Categorize| | Security | | Sharing ‘ | Cione

Edit : Content Object

Name Your Directory:

Z "empty"

Select a "datatype" for each column or |

Colurnn 1: Colurnn 2: Colurnn 4: Colurnn 5

Co n3:
Iempty)/remply =l Jempty =l [empty =]

Create This Directory

Complete the “Name Your Directory” field when “Edit:
Content Object” window opens, then press TAB.

Select datatype (text, link, image, textbox) from dropdown
list or leave it set to “empty” for each column.

Click on Create This Directory when done, Edit Your
Directory pane opens.

Click in “Title” field and enter title.

Click in each “Column Title” field and enter appropriate
heading.

Text: Enter appropriate text.
Link: Enter a web address or
email link.

Images: Select appropriate
image from drop down list that
appears

TextBox: Enter appropriate text.

Preparing Site Content
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10. Creating Mailing List Objects

Click on Create and Edit Content at top of window.

Select Site Content from scrolling pick-list, “Content
Manager” window opens.

‘Select Content by Scope’ should default to My Site, if not
select it.

Select Mailing List from dropdown list, after loading,
“Content Manager” displays all mailing list content objects in
site repository.

Click on Create, “Edit: Content Object” window opens.

Click in “Name” field and enter Mailing List name, then
press TAB.

[Optional] Enter “Header” text and press TAB.
[Optional] Enter “Footer” text and press TAB.

Enter email address that will serve as “Reply Address” for
this mailing list and press TAB and then ENTER, or click on
Update My List Options, “Add Subscriber” pane opens.

Click in numbered fields and enter subscriber email
addresses. Fill in up to all five boxes and click on Add a
Subscriber. Repeat process as many times as necessary to
add all subscribers.

[Optional] Remove Subscribers: Click in checkbox next to
subscriber’s name in “Remove Subscribers” pane at bottom
of window, then click on Remove Checked Subscriber(s).

Click on Done at top of window when finished.

The “Content Manager” now displays a new “mailing list”
content object with a blank label. The label will display the
next time window opens, to make it appear now, click on
“Label” to refresh window.

11. Creating HTML Objects
(Recommended only for advanced users with HIML. experience.)

a.

b.

Click on Create and Edit Content at top of window.

Select Site Content from scrolling pick-list, “Content
Manager” window opens.

Select HTML from dropdown list, after loading, “Content
Manager” displays all HTML content objects in site
repository.

Click on Create, “Edit: Content Object” window opens
Enter your HTML code.

Click on Done at top of window when finished.

w ¥

44—
TIP:

Consider creating a fext or article item
to place on the same page above the
sign-up box, in order to give details
about what types of emails will be sent
and how frequently.

IMPORTANT!
Verify that email addresses are correct
before clicking on Add a Subscriber.
Once Add a Subscriber has been
clicked, a confirmation email will
automatically be sent to the email
address(es) asking for verification that
they want to be on the mailing list.

Preparing Site Content
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g.  The “Content Manager” now displays a new “HTML”
content object with a blank label. The label will display the
next time window opens, to make it appear now, click on
“Label” to refresh window.

Let my words and my thoughts be pleasing to youn, .ORD,
Because you are my mighty rock and my protector.

Psalm 19.14 (CEV)

Preparing Site Content
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Il. Finishing your Home Page

The right word at the right time is like precious gold set in silver.
Proverbs 25.11 (CEV)
A. Choosing a Layout

The Layout determines how the content on the page will be \
organized. :@";

Select a New Layout
The Layout determines how the content area on this web page will be arganized. Tip: Use a multiple TIP
colurmn layout to show more information on your page.

Consider what elements will be placed

 basic £ 2 Rows wide + thinner on the page. Think through how they
might be orrangi) ed, columns,
quadrants, efc efore choosing an
arrangement. Columns allow more
information fo be displayed on a
[a quadrants {sh) wide + thin shaded 8] Wide, Thin
1. Click on Design Mode at top of window.
2. Select Change Layout from scrolling pick-list, “Select a New
Layout” window opens.
3. Click in radio button to left of layout title that best suits page
arrangement plan.
4. Click on Next when done (may need to scroll to bottom of
IMPORTANT!

window), “Layout” window closes.
If a message screen pops up

prompting a screen refresh — click on
Retry.
B. Adding Content To Layout

1. Click on Design Mode at top of window.

2. Select ENTER Edit Mode from scrolling pick-list, an
arrangement tool bar appears at top of each layout segment.
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1. Adding Content to Arrangement: }

Below is a list of iterns in the selected container of the current page. Add /Remove Schedule
ftem Mame Stert Date | End Date | Interval | Display Order Uizrs Uiars

_] [T daily Mane Mane Mane |Image;| 1 Edit This Item: daily

_] [~ English CEY-notitle Mone Mane Mane |Dai|_l,l Teaser ;I z DAILY BIBLE READING

TIP
[7 festure hlone Mane mone | fImage x| 3 Edit This Item: English CE¥-no tide
[T home - festures Hane HMane HMane Test = 4 . . .

[ee o] 1 Chronicles 29:10-29:25

[T home - festures bottom Mo Hone rore | [Text x| 5

{CEV)

Then, in front of everyone, David
sanyg praises to the LORD: | praise
you foarever, LORD! ¥ou are the
God our ancestor Jacob worshiped.
Your power is great, and your glory
iz seen everywhere in heawven and
on earth. You are king of the entire

weatld | (more)

ok || apsy || coneel
ot e festre |

a. Click on Add/Remove Items at top of approptiate
arrangement, “Arrangement Editor” window opens.

b. Click on Add, window changes. ‘Select Content by Scope’
defaults to My Site, if not click on it.

c.  Select content type (e.g., text, article, etc.) from “Select a
Content Type” dropdown list, after loading a list of all
content objects of that type displays.

d. Identify content object to add and click in check-box at left.
If multiple content objects of this type need to be added,
select them all.

e. Click on Add to Arrangement, the content object now
appear in “Arrangement Editor” window.

f.  [Optional] Set Display Option (Articles Only): Select “entire
article,” “teaser,” or “by page” from dropdown list in
“Display” column. This controls how article will appear on

page.
g. Click on Apply to apply new item(s) to page or click on OK

to apply them and close “Arrangement Editor” window.

2. Changing Content Display Order

In the “Arrangement Editor” window the order in which the P
content items are displayed within the arrangement can be To move an item from boftom of a
changed. If this window isn’t open click on Add/Remove long list to top, check all the items

Items for the arrangement. above it and click down arrow once,

o . ther than checking the bottom it
a. Click in checkbox to left of item to be moved, a check mark ;idiqick?:gcthf uI;%rrsw zufnzr;ir:

appears. times.
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b.

Click on ‘Up’ or ‘Down’ arrow buttons at far left to move
content item. The ‘Order’ column at far right assigns a
display order number, as item moves this changes.

Click on Apply to apply new item order to page or click on
OK to apply and close “Arrangement Editor” window.

3. Scheduling Content

Scheduling allows control over when certain content items are
displayed and for how long,.

a. Click on Design Mode at top of window.
Select Edit Mode from scrolling pick-list.
c. Click on Schedule Items on arrangement tools bar at top of 3‘
arrangement. EXAMPLE:
o . The church calendar can be on a fixed
d. Click in checkbox at left of item, a check mark appears. schedule so that the November
Click on Schedule. calendar will go offline at midnight on
Ch he i | and 1 e d ds November 30th and the December
. ooset. e interval and complete appropriate date and time calendar (which was created
information: beforehand) will go online on
st .
g. Fixeditems display once at a fixed time and date. Enter Start December 1% ot 12:01am
Date and Time and End Date and Time
h.  Daily items display every day at a set time for a specified

duration (days, weeks, months, etc.). Enter the Start Time

Each Day and the End Time Each Day, as well as the Start
and Stop Date.

Click on OK in upper right corner of window when done.

Click on Apply to apply or on OK to apply and close
“Arrangement Editor” window.

4. Preview Scheduled Content

Click on Design Mode at top of window

3

EXAMPLE:

A church might post Bible readings
that could change daily, weekly,
month|y.

;;”;

b. Select Future Preview from scrolling pick-list, Tuture
Preview’ tool bar appears at upper right of window. TIP: )
o ] ) Enter a past date to review how the
c. Click in fields and type date and time for preview. page used o look.
d. Click on Preview, when done click on Exit Preview

5. Editing Content in Arrangement

Content can be edited after being placed in an arrangement to

fine tune how it displays on page. TIP:

If additional directions on editing
Content Obijects are needed, please
click on type of content below: Text,
Article, Image, Directory, Mailing List.

a. Click on Design Mode at top of window.
Select Edit Mode from scrolling pick-list, item bars appear at
top of each content object on page.

c. Click on Edit this Item, “Content Object Editor” opens in
“View” mode.
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d. Click on Edit at upper left and make whatever changes are
necessary.

e. Click on Update Text, if button appears (text and articles
only), to ensure changes are saved.

f. Click on View when done to preview revised content.

g. Click on Done at top of window when finished.

C. Editing Site Slogan

1.
2.

3.
4.

Click on Site Admin at top of window.

Select Edit Site Profile from scrolling pick-list. “Site Admin”
window opens.

Click in site name and slogan fields and make changes.

Click on Update, when done.

D. Changing Visual Theme

1.
2.

Click Site Admin at top of window.

Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens.

Click on <<Nawmse of the Page>> from “Site Map” submenu on
left, “Page Properties” pane opens on right.

Click Change in the “Visual Theme” pane, “Templates” window
opens.

Click in radio button underneath an Advanced or Standard
template to select it.

Click on Next when done.

Decide whether this new design will be the default for this
section, if so click on Finish, if not click in the checkbox to
remove the check mark before clicking on Finish. The “Page
Properties” pane will now display with the new design.

You should praise the LORD for his love and for all the wonderful things he does for

all of us.

Psalm 107.15 (CEV)

L

EXAMPLE:

Advanced Template:

You can select different colors, images
and/or alignments desired for these
templates

Standard Template:
These templates come with only one
choice of color and images.

w ¥

4+

TIP:

A section is a group of pages
organized unc?er a sing||oe menu item
on the home page. If you are not sure
leave the box checked; it can always
be changed later.

Finishing your Home Page
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lll. Working with Sections and Pag

Without good adyice, everything goes wrong;
it takes careful planning for things to go right
- Proverbs 15:22 (CEV)

In order to expand and refine your site you need to add/edit sections and
pages. Sections appear in the site’s Home Page menu and have one or more
pages associated with them. Existing pages listed in the menu can be deleted,
renamed and/or moved to a section to organize the site’s menu.

Before creating new pages and/or sections think through how the site will be
organized. Most of the site’s pages should be reachable by no more than 3
clicks and pages with similar types of content should be grouped together
logically into sections to make navigation easiet.

0]
= | site Map " \‘ SITE PROPERTIES:
ulai 0¥ 5th Day Cafe

[ New Page xa
W New Section
E_mdsgjggliifg\igsa Site Mame:
E__] calendar.dsp Sthirley chie
[0 Aboutus dsp SiteSlogan:

3 Home.dsp [& common place

When available, use:

—site IH= =|
Bl=site [i=sec [ =page English =

= | Updat
= | Menu Editor bt

T Site 1D: USWAEFREEABCAB
s | Groups

s Ambassador Bible

(7 | categaries Church
ﬁ Creator: hlstingray
,@ | ContentManager
1

[=1 | Mailing Lists

www.Sthdaycafe.com remove

g |NewDDmam

2l case nan
al

A. Creating Sections (Site Menu Items)
1. Click Site Admin at top of window.

2. Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens with “Site Map” submenu at left and “Site
Properties” in right pane.

3. Click New Section from “Site Map” submenu at left, “Create
a New Section” pane opens on right.

4. Click in “Section Label” field and enter section’s name, this
label is what appears on site’s menu.

5. Click in “Section URL Name” field and enter a URL name (no
spaces or symbols); this becomes part of Web address for all
pages in this section.

6. Click on <<S&ite System Name>> (top item in site tree) in
“Destination” pane to place section into site. If creating a
subsection, click on an existing section name in site tree.

7. Click Create Section when done, “Section Properties” displays
in right pane.

w ¥

44—

TIP:

Remember not all content requires its
own page, the “Article” content type
can be used to capture multiple
content pieces for use on one page.
For example: Have a single page for
church events and insteqc?of |inEing to
additional pages for each individual
event or putting all the details of all the
events on one page; use the “Article”
format to record the details on each
event (use the Title for the name of the
event and the Teaser for key event
information like date and time. Then
place those “articles” in date order on
the page with just the title and teaser
displayed. The schedule feature can
be used to have each event's “article”
stop displaying affer the date of the
event.

IMPORTANT!
The visual theme for the new section
defaults to that of the home page, or in
the case of a subsection, it is the same
as parent section. If this default is
acceptable then nothing more needs to
be done.
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B. Changing Existing Sections

1. Renaming Sections

a.

b.

Click Site Admin at top of window.

Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens with “Site Map” submenu at left and “Site
Properties” in right pane.

Click on <<Name of Section>> from “Site Map”
submenu at left, “Section Properties” pane opens at right.

Click in “Section Label” field and enter section’s name, this
new label won’t appear in site’s menu until it is updated in
“Menu Editor.”

Make a note of <<Previous Section Labe/>> since it appears in
“Menu Editor” under that name.

Click Menu Editor from “Site Admin” menu at left, “Menu
Editor” submenu opens on left and “Menu Editor” in the
right pane.

Click on <<Name of Section>> from “Menu Editor”
submenu. “Menu Item: Nawe of Section” opens in the right
pane.

Click in “Label” field; highlight existing name; and press
DELETE.

Enter new page name and click Update, menu item displays
in “Menu Editor” submenu with new name.

2. Moving Sections

Click on Site Admin at top of window.

Select Edit Site Profile from scrolling pick-list. “Site Admin”
window opens with “Site Map” submenu at left and “Site
Properties” in right pane.

Click on <<Name of Section>> from “Site Map”
submenu at left, “Section Properties” pane opens on right.

Click on system site name or existing section, in site tree of
“Destination” pane, to move selected section to that
location.

3. Deleting Sections

a.

Click on Site Admin at top of window.

Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens.

Click on <<Name of Section>> being deleted from Site
Map submenu at left, “Section Properties” window opens at
right.
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d.

€.

Click on Delete Section.

Click on OK when warning appears asking for confirmation
of deletion.

C. Changing Existing Pages

1. Renaming Pages

a.

b.

Click Site Admin at top of window.

Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens with “Site Map” submenu on left and “Site
Properties” in right pane.

Click on <<Namse of the Page>> to be renamed from “Site
Map” submenu, “Page Properties” window opens.

Click in “Page Name” field in “Properties” pane; highlight

existing name; and press DELETE. IMPORTANT!

Enter new page name and click Update, menu item now In order for new page name to show

: ., » . up in site’s menu, it also needs to be
displays in “Site Map” submenu with new name. updated in Menu Editor. Make sure fo

Click Menu Editor from the “Site Admin” menu at left, rememFer old page name so correct
. . menu item can be updated.
this opens the “Menu Editor” submenu on the left and P

“Menu Editor” in the right pane.

Click on <<Previous Name of Page>> from the “Menu
Editor” submenu. If the page is part of a section, first click
on the [+] next to the ‘section name’ to display the pages in
that section. This opens “Menu Item: Nawse of Page” in the
right pane.

Click in the “Label” text-entry box; highlight the existing
name; and press DELETE.

Type in the new page name and click Update, the menu
item should now be displayed in the “Menu Editor”
submenu with its new name.

2. Moving Pages

Click Site Admin at top of window.

Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens with “Site Map” submenu on left and “Site
Properties” in right pane.

Click on <<Name of Page>> from “Site Map” submenu,
“Page Properties” window opens.

Click on Move Page to Another Section in bottom right
corner, “Change Page Destination” pane opens at right.

Click on a site or section from the list.
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f.

Click Move Page, page now displays in “Site Map”
submenu in new location.

Changing Page Layout

a. Click on Design Mode at top of window.

b. Select Change Layout from scrolling pick-list, “Select a
New Layout” window opens.

c. Click in radio button to left of new layout.

d. Click on Next when done (may need to scroll to bottom of

window), “Layout” window closes.

Removing Content from Pages

a. Click on Design Mode at top of window.

Select Edit Mode from scrolling pick-list, an arrangement
tool bar appears at top of each arrangement in layout.

c. Click on Add/Remove Items at top of the arrangement
where content will be deleted, “Arrangement Editor”
window opens.

d. Click in checkbox next to content object to be deleted.

e. Click on Remove and then OK at bottom of window.

Deleting Pages

a. Click Site Admin at top of window.

b. Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens with “Site Map” submenu on left.

c. Click on <<Namse of the Page>> to delete, “Page Properties”
window opens in right pane.

d. Scroll to bottom of pane and click on Delete this Page.

e. Click on OK to delete the page, when warning appeats

asking for confirmation.

D. Adding Pages

1.
2.

Click Site Admin at top of window.

Select Edit Site Profile from scrolling pick-list, “Site Admin”

window opens with “Site Map” submenu on left and “Site

Properties” in right pane.

Click New Page from “Site Map” submenu at left, “Add a New
Page” pane opens on right.

Click in “Menu Label” field and enter page name, this label now
appears on site menu.

IMPORTANT!
If the new layout chosen has fewer
arrangements than the previous, the
content in the extra arrangement{(s) will
not display on the revised page. That
content must be added to one of the
existing Arrangements in new layout.
Extra arrangements may still appear in
the “Arrangements” pane of “Page
Properties” window, even though the
Layout chosen won't display them.

IMPORTANT!
If a message screen pops up
prompting a screen refresh — click on
Retry.
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Click in “Page URL Name” field and enter URL name (no spaces
or symbols) this becomes part of Web address for this page.

Click on <<Site Systems Name>> (top item in site tree) in
“Destination” pane to place section onto site home page or on
<<Section Name>> to place page within that section.

Click Create Page when done, “Page Properties: Nawse of Page”
opens in right pane.

[Optional] Change Visual Theme
a. Click Change in the “Visual Theme” pane, “Templates”
window opens.

b. Click in radio button underneath an Advanced or Standard
template to select it.

c. Click on Next when done.

e Advanced Template
i. Select colot, image and/or alignment desired
from the three pick-lists on left.
ii. Click on Next when done.
iii.  Click on Finish, “Page Properties” pane reopens
previewing new template.
e Standard Template
1. Preview template choice.
ii. Click on Next, Page Properties” pane reopens
previewing new template.

Choose Layout

The Layout determines how the content on the page will be
organized.

a. Click on Design Mode at top of window.

b. Select Change Layout from scrolling pick-list, “Select a New
Layout” window opens.

c. Click in radio button to left of layout title that best suits page
arrangement plan.

d. Click on Next when done (may need to scroll to bottom of
window), “Layout” window closes.

10. Add Content to Arrangement

a. Click on Add/Remove Items at top of approptiate
arrangement, “Arrangement Editor” window opens.

b. Click on Add, window changes. ‘Select Content by Scope’
defaults to My Site, if not click on it.

c. Select content type (e.g., text, article, etc.) from “Select a
Content Type” dropdown list, after loading a list of all
content objects of that type displays.

IMPORTANT!
The visual theme for the new page
defaults to that of the parent section.
this default is occeptaﬁle then nothlng
more needs to be done.

+
A
TIP:

Consider what elements will be placed
on the page. Think through how they
might be arranged, columns,
quadrants, efc. %efore choosmg an
arrangement. Columns allow more
information to be displayed on a

page.
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d. Identify content object to add and click in check-box at left.

If multiple content objects of this type need to be added,
select them all.

e. Click on Add to Arrangement, the content object now

appear in “Arrangement Editor” window.

f.  [Optional] Set Display Option (Articles Only): Select “entire

article,” “teaser,” or “by page” from dropdown list in
“Display” column. This controls how article will appear on

page.

g.  Click on Apply to apply new item(s) to page or click on OK

to apply them and close “Arrangement Editor” window.

E. Customizing Site Menus

1.
2.

3.

Click on Site Admin at top of window.

Select Edit Navigation Menu from scrolling pick-list, “Site
Admin” window opens with “Menu Editor” in right pane and
Menus submenu on left.

ﬁ
Y | Site Map ‘ (} Add New Menu Item:

o
| Menu Editor

= add Menu Item

= Home
hout Us
i= Performers
i= Calendar
3. Specify a URL

< | Groups ‘ to link to: =
(7 | categories
—i
7 | contentManager

[=1 | Mailing Lists ‘
&7 Edit org i
Add Menu Item

a. Click on Add Menu Item, “Add New Menu Item” opens in
right pane.

1. Menu Item Enter a narme for this menu item as you would
Label: like it to be displayed on your site's menu.
(Spaces are allowed)

|New Menu ltem

2. Select a
Position in the
Menu Tree:

i Main Menu

b. Click in “Menu Item Label” field and enter new menu item
name as it should appear on site.

c. Click on location of new menu item in menu tree

e. Click in “URL” field and enter full URL, including domain

name (this can be an internal site URL or an external URL
on the Web, for example,
http://www.forministry.com/equipped).

IMPORTANT!
If the new menu item is a new page on
the site, go to the Site Map submenu
and add a new page. If a menu item
is being created for a page that exists
outside of the ForMinistry site then
enter the complete URL here
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Edit Menu Item
a.  Change label

i. Click on <<Name of menu itenr>> from menu tree at
left.

. Click in “Label” field and type new name.
iii. Click on Update, Menus submenu at left refreshes to
reflect change.
b. Move menu item
i. Click on <<Name of menu iter>> from menu tree at left.
ii. Click on Up or Down to move menu item to new
position.
Delete Menu Item
a. Click on <<Namse of menu iters>> from menu tree at left.
b. Click on Delete this Menu Item, both panes refresh to
reflect deletion.
Hide Menu Item
a. Click on <<Nawme of menu iterr>> from menu tree at left
b. Click in checkbox to left of “Hide This Menu Item”
c. Click on Update, left pane refreshes to reflect change

IMPORTANT!
Menu items within sections can only be
moved within that section

IMPORTANT!
The ‘Home' page automatically
generated each time a new Section is
created cannot be deleted from the
section menu

w ¥

.-o—-e—

TIP:

Hiding a menu item can be used when
a new page or section of site is being
built and you don’t want others to
access it until it is finished.

Your word is a lamp that gives light wherever I walk.
- Psalm 119.105 (CEV)
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IV. Setting

Editorial Groups and Securi

All wisdom comes from the LORD, and so do common sense and understanding.
God gives helpful advice to everyone who obeys hinm.
Proverbs 2.6,7 (CEV)

Sign In:

Username:

I I - Forgot
|| I

A. Registering Site Users

In order to grant access to others to work on the site or the site’s
content; each person must register as a ForMinistry.com user.

Create New Login Name

Choose your ForMinistry Login Name

* Desired Login Mame —_ Alogin name gives you access M

Your Name and Home Address

to maintain your site 2. Read the Editar's
= Password Agreement

Already have a Login Mame?

* Confirm Password Sign In 3. Completion
“Email Addess [ = Required

Title: l— This information will only be

used internally, and not shared

* First Marme: with outside organizations.

Read our Privacy Statement
Middle Name: I

* Last Name
Sufiixc

* Address 1 |

Address 2 |

= Citw/Town l—

* Province W
™ Phone: l—

Continue >>

Give the Web site address to those people who need to register.

2. Direct them to go to the site and complete the following steps:

a.
b.
C.
d.

€.

Click on Login.

Click on Click Here to Create a New User.
Read the end-user agreement and click on Agree.
Complete the User Profile.

Click on Submit when done.

3. Ask them to share their “user name” so appropriate privileges
can be assigned.
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B. Assigning Editors To Groups

1. Default Site Editing Groups

In order to maintain the site it will be useful to have other people
authorized to do some of the work. There are already three \
Groups defined with different editorial rights already established. ,:‘{‘_
Placing users in one of these groups confers these rights to them =

TIP:
a.  Site Admin Rights A church youth group might have a
e add and remove pages section of the site that is restricted only

for members. A group, “YouthGroup”

e create new groups and assign users to groups . X X
; few groups an & group is created and each authorized user is
®  definition of categories added as they register online.
e control of site's menus Viewing privileges for these pages is
. . . . " 1"
e control of site and section default visual theme restrllcoted to only “YouthGroup
members.

b. Page Admin Rights
e modify page visual theme
e change page layout
e setaccess (security) to individual pages

c. Content Editor Rights
e create content for the site's repository
e add, remove and schedule content onto pages
e change page layout

2. Creating Custom Groups

In addition to the default groups, custom groups can be created.
Creating a new group does not grant any editorial privileges to
that group. Privileges must be assigned in the “Advanced
Options” section of “Page Properties” or “Site Properties,” or
for content in the “Content Object Editor - Security” section.
For more information on assigning privileges see Adding
Security

a. Click on Site Admin at top of window.

b. Select Groups Editorial Privileges from scrolling pick-list,
“Site Admin” window opens with “Editorial Privileges”
submenu in left pane and “Advanced Feature: Groups” in
right pane.

c. Click on Create New Group, “Add a New Group” displays
in right pane.

d. Click in “Group Name” field and enter in group’s name (no
spaces or characters).

e. Click on Create Group when done, “Group Properties”

displays in right pane and left pane refreshes to show
updated group list.
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E
2 | site Map

| Menu Editor |

&5 | Groups

. Create New Group

«» USVAEFREEABCAB.Contentl

E.’. USVYAEFREEABCAB SiteAdm
«» USVAEFREEABCAB Fagehd

(7 | categories

,@ | ContentManager

=1 | Mailing Lists

]| edit org

3. Adding Users to Editing Groups

Advanced Feature: Groups

1. Select a 'Group’ in the left nav to add or remove

members or

2. Select 'Create New Group' to create a new group.

Groups are used to grant
particular permissions to a
collection of users, Eramples of
permissions are: View a page,
edit an article item, or
administer a site or a particular
page.

Digital Servant provides three
default groups for you to start
with that have already been
granted permission to perform
various functions.

Site Admin. Members of
this group will be able to
add and remove pages as
well as create new groups
and assigh users to those

Using Groups is a 2 Step
Process:

1. Managing groups allows you
to add or remove users from a
group and allows you to create
or delete a group entirely, This
step is performed using this
mend.

2. Assign that group a
particular permission. This step
is performed using the
permission seckion for that
particular site, section, page or
itern.

A user must first exist before
being added to a group.
Have any persons you wish to

rantribita fnownor cite rraata o

a. Click on Site Admin at top of window.

b. Select Editorial Privileges from scrolling pick-list, “Site
Admin” window opens with “Editorial Privileges” submenu

at left.

c. Click on <<Name of Group>> from the list.

IMPORTANT!

in order to add a user to a group that

user must be registered.

;;”;

TIP:
Setting someone up as an

‘organizational representative’ grants
them full rights to every aspect of site

administration and management.

d. Click in “User Name” field in “Add User to this Group”
pane at bottom right, enter usetr’s name.

e. Click on Add this User, user’s name appears in “Users”
pane above.

Setting up Editorial Groups and Securitywww.forministry.com © 2003 American Bible Society. All Rights Reserved.

30



C. Adding Security

You can set the level of access the public and/or registered users
have to the site using the Security features. Security can be set for
the entire site, individual pages and/or specific content objects.
Privileges to view, edit, manage, share with other editors, and
administer can be set at some or all levels.

\ SITE PROPERTIES:
4¥ 5th Day cafe

Site Mame:

|5th Day Cafe
Siteslogan:

|eatdrink and be merny

e i ag

Wwhen available, use:

IEninSh 'l

Site ID: USWAEFREEABCAR
. Ambassador Bible
Owner: Church
Creator: hlkestingray
wiw Sthdaycafe.com remove

|New Damain

Add New Domain

¥ Show Advanced Options

Advanced Options:

o= Administer this site
Z:l—o—- USYAEFREEABCAB SiteAdmin
o= Manage this site's content
o= USYAEFREEABCAB ContentEditars

Remove User(s]

Add User
Add Group

1. Add Site Security
a. Click on Site Admin at top of window.

b. Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens with “Site Properties” in right pane.

c. Click in “Show Advanced Options” checkbox (may need to
scroll to bottom of window), “Advanced Options” pane
appears at bottom of window.
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Grant Security

Click on level of security to grant.

Administer this site: Rights to add and remove pages;
create new groups and assign group users; define

categories; change menus; set site and section default
look and feel

Manage this site’s content: Rights to create site content;
add, edit, remove, and schedule content; and apply new
page layouts to all site pages

Add User: Click in “Add User” field and enter uset’s
name, click on Add User when done.

Add Group: Click in “Add Group” field and enter
group’s name, click on Add Group when done.
Remove User/Group: Click on <<User Name>> ot
<<Group Name>> in Security Tree, click on Remove
User(s) to revoke that level of rights

2. Add Page Security

1.
2.
3.

Navigate through site to appropriate page.

Click on Change this Page at top of window.

Select Page Properties from scrolling pick-list, “Page
Properties” window opens.

Click in “Show Advanced Options” checkbox (may need to
scroll to bottom of window), “Advanced Options” pane
displays at bottom of window.

Grant security

Click on level of security to grant.

e Administer this page: Rights to modify page look
and feel (using templates and layouts) and
placement of content on page; and set page
security (control access).

e  Edit this page’s content: Rights to create site
content; add, remove and schedule page content;
and apply new page layouts.

e Viewable by: Rights to view the page.

b.Add User: Click in “Add User” field and enter uset’s

name, click on Add User when done.

c. Add Group: Click in “Add Group” field and enter

group’s name, click on Add Group when done.

d.Remove User/Group: Click on <<User Name>> ot

<<Group Name>> in Security Tree, click on Remove
User(s) to revoke that level of rights.

w ¥

.-o—-e—

TIP:

To limit display of content to registered
users, remove the “Public” group from
“Display” level of security and then
add a custom-defined group of
registered users at that |ever
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3. Content Object Security

| Edit || Wiewy ||Categ0rize| Security | Sharing || Daone |

Secure : Content Object

o= Dizplay Text
L o= public
o= Edit
o= hkstingray
o= LISWAEFREEABCAB. ContentEditars
o= Shareto

a. Click on Create and Edit content at top of window.

b. Select Site Content from scrolling pick-list, “Content
Manager” window opens.

c. Select ‘My Site’ in “Select Content by Scope” field if not
already selected.

d. Select Content Type from dropdown list, after loading,
“Content Manager” displays all available content of that

type.

e. Click on <<Name of Content Object>>, “Object Editor”
window opens.

f.  Click on Secutity at top of window.

g.  Granting security
i. Click on level of security to grant.

ii. Add User: Click in “Add User” field and enter uset’s
name, click on Add User when done.

iii.  Add Group: Click in “Add Group” field and enter
group’s name, click on Add Group when done.

iv.  Remove User/Group: Click on <<User Name>> ot
<<Group Name>> in Security Tree, click on Remove
User(s) to revoke that level of rights.

You lead humble people to do what is right and to stay on your path.
In everything you do, you are kind and faithful

to everyone who keeps onr agreement with you.

- Psalm 25.9,10 (CEV)

IMPORTANT!
Level of Security
Display: right fo view content object.
Edit: Right to edit content object.
Share: Right to use content object on
their site (other ForMinistry editors).

w ¥

‘-a—-v—
TIP:

To limit display of content to registered
users, remove the “Public” group from
“Display” level of security and then
add a custom-defined group of
registered users at that |ever
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Site Properties

With all your heart you must trust the LORD and not your own judgment.
Albways let hin lead you, and he will clear the road for you to follow.
- Proverbs 3.5,6 (CEV)

A. Updating Site Properties

= : 4 SITE PROPERTIES:
2 | site m f ‘
[t ey @ sth Day Gafe

[ New Page
W New Section
=¥ UGVAEFREEABCAR SHSTNEE
performers dsp R
calendar dsp |5th day cafe "
AboutUs dsp SiteSlogan:
Home.dsp |a commaon place

when available, use:
E=Slte |:|=Sec D =Page

English =
- | Update
= | Menu Editor
Site ID: USWAEFREEABCAD

% | Groups

(7 | categories

ﬁ Creatar: hkstingray
P | contentManager
1

www.Sthdaycafe.com FEMOVE

Ambassador Bible

Qwner: Church

=] | Mailing Lists

S| caie e
«

i |New Dormain

B

1. Changing Site Name
a. Click on Site Admin from top of window.

b. Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens with “Site Properties” in right pane.

b. Click in “Site Name” field and edit.
d. Click on Update when done.

2. Changing Site Slogan
a. Click on Site Admin from top of window.

b. Select Edit Site Profile from scrolling pick-list, “Site Admin”
window opens with “Site Properties” in right pane.

c. Click in “Site Slogan” field and edit.
Click on Update when done.
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B. Updating Organization Properties

Select the organization you wish to edit:

= | Menu Editor

|Ambassad0r Bible Church j

o' | Groups

ﬁ
= | site Map |

[ | categories

@ | ContentManager i

[=] | Mailing Lists |

47| Edit org i

1. Click on Site Admin at top of window.

2. Select Edit Organization Profile from scrolling pick-list, “Site
Admin” window opens with “Select the Organization to Edit” in
right pane.

3. Select <<Namse of Organization>> from dropdown list and click
on Edit Organization.
a. Change Organization Name: Click in “Organization name”
field and enter new name. Click on Update when done

b. Edit Organization Address: Click on Edit, then click in each
field and edit. Click on Update when done.

c. Add Address(es):
i.  Click on Add Address
ii.  Click on Edit, then click in each text-entry box and
fill in the information
iii.  Click on Update when done

1. Update Contact Information

e  Change Name: Click on Edit Name, enter information,
click on Update Name when done.

e  Change Email: Click on Edit Email, click in field and edit,
click on Update when done.

o Add Email: Click on Add Email; click on Edit; click in
tield and edit, click on Update when done.

e Change Phone: Click on Edit Phone, click in field and
edit, click on Update when done.

e Add Phone: Click on Add Phone; click on Edit; click in
tield and edit, click on Update when done.

2. Add/Remove Organizational Reps

e Add Organizational Rep: Click in “User Name” field at
bottom of window, enter uset’s name, and click on Add
This User.

IMPORTANT!
Organization reps automatically have
full rights and access to all aspects of
the site

w ¥
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TIP:
If only one rep is listed they cannot be
removed
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¢ Remove Organizational Rep: Click on <<Name of
Onganization Rep>> in “Current Organization Reps” pane
and click on Remove.

3. Adding Domain Name
e  Click on Site Admin at top of window.

e Sclect Edit Site Profile from scrolling pick-list. The “Site
Admin” window opens with “Site Properties” in right pane.

e In “Domain” pane, click in text-entry box and type in
domain name.

e C(lick on Add New Domain when done.

e Removing Domain Name

If a domain name has not been added to the site there is nothing
to remove.

e (lick on Site Admin at top of window.

e Sclect Edit Site Profile from scrolling pick-list, “Site

Admin” window opens with “Site Properties” in right =t/
— i
pane. 0
e Click on Remove next to <<Name of Domain>> being TIP:

A custom domain name is a web
address, such as MyChurch.com or
C. Sending Emails Using Site Mail Lists MyChurch.org that represents your
organization. When you create a
ForMinistry web site, a unique site ID

satomancaly qoniried by e

system, the resulting web address

(e.g.,
Subject: | www.ForMinistry.com/USVAEFREEAB

" ) ST C1) is not ideal for publication.

eesage: Acquiring a meaningful domain name

= for the site that is easy to remember
and publicize is highr),l recommended.
However, there is no requirement fo

Eurchase a domain name in order to
ave a ForMinistry web site.

deleted, in “Domain” pane.

List Mame:

You can purchase a domain name at
www.forministry.com/help/domain.dsp

Message: ;I

Send This Message
Delete This List

Edit This Mailing List
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1. Click on Site Admin at top of window.

2. Select Email Lists from scrolling pick-list, “Site Admin” window
opens with “Email Lists” submenu at left and “Mailing Lists” in
right pane.

2. Click on <<Name of Mail List>> at left, “Mailing List Editor”
appears in right pane.

3. Click in “Subject” field and enter email subject.
4. Click in “Message” field and enter message.

5. Click on Send this Message when done.

The 1LORD is my God!

I will praise him and tell him how thankful I am.
Tell the LLORD how thankful you are,

because he is kind and always merciful.

- Psalm 118.28,29 (CEV)
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