| nternet M aintenance Guidelines

. Please do not share your password with anyone other than people you want to
update your website.

. Images that are used on the Internet must be stored in the Asset folders. They can
be uploaded from anywhere on your PC to this directory using the editor tool.

If you copy and paste an image onto a page, other people may not be able to see
that image, unless they also have access to that image, wherever it resides. If the
image was copied from a website on the internet, that probably won't be a
problem (as long as the image remains on the original website). The best way to
display animageisto saveit locally, upload it the Images directory, and insert it
into your page using the editor.

. 'You can add as many pages as you wish and create a sub-menu on your main
page (under Further Information) for accessing these sub-pages. This may be
useful to add a sub-page for each game. To do this, after you create a new sub-
page, go to your main page and add the number of the new page to the Sub-Links
box (separate multiple numbers for sub-pages by a space). Any sub-pages you
add should have the same password as your main page, to restrict editor accessto
the page.

. The Menu Bar position field in the Editor is used to sort your sub-pages relative
to each other, smallest to largest, with 50 appearing at the bottom of the list.

. Asmuch as possible, use the established styles (i.e., the Paragraph dropdown in
the Editor) for formatting your text. Thiswill make your pages more consistent
with the other pages on the site. After you apply a style, the text may look
different than it will appear after you save and view it.

The most typical stylesto use include:
Heading 1 — Used for the pagetitle
Heading 2 — Used for the page subtitle
Nor mal — Used for the body text of your page.

. Use atable to create multi-column lists or to place a picture in amore specific
position. The Table Edit function provides alot of control over the size, format,
color, border, and positioning of the data with the table.

. If you can’t get the text to format the way you want, remove al formatting and try
again by selecting the text and pressing the Remove Formatting button in the
editor.

. If you want to copy text from a Word document, first paste it into Notepad to
remove extra formatting that Word appliesto it. From Notepad, copy and paste it
into the Intranet editor and apply the appropriate style or manually format it.
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# Calendar Welcome to Golden Eagles Football!
# schedule & Maps
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# Equipment
1
R Important News!
# Rules & Resources
The 2006 Football Season Has Begun!

# Bulletin Board
# Football Camps The Glen Ellyn Park District Youth Foothall pragram

participates in the west suburban Bill George Youth Foothall P
# Contact Us League. Players learn and develop the fundamentals of tackle l

foothall, teamwork, sportsmanship and leadership in a
# Sponsors supervised, organized and safe atmosphere.
# GE Park District The program begins July 31, 2006 and ends around the

second week of Nowember. The Athletic League Farm must be |8
# Home completed with the waiver signed. The fee may be made in

two payments of $100 and $125. & special form must be filled
out and a credit card number will he required. Forms are
J available at both the Main Street and Spring Avenue
— = l—vh, locations.

A5AP Speed Camps Preseason Practices

first couple days of practice. Keep checking back for further updates!
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Practices for all teams will start on July 31st. All teams will meet at Newton Park for the
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Upcoming Events

7/20 Executive Board Mig

7/31 First Practice Day

8/10 Coaches Committee 2
8/11 Head Coaches Mg

8/12 Glen Ellyn Jambores
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SITE EDITORS CONTROL PANEL

As a you are not the main administrator of the site you will only ha

designated pages and those pages which you have created.

Log off the system (or close
the browser)
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Click hereto add a subpage Click hereto upload pictures

edit page.

e content / appearance

&dd 3 New Page
Search for a page: | '

Asset Manager

If you are making changes but your ch
wou are almost certainly viewing 'cach
cache (in M5 IE Tools = Internet Option
Advanced = Cache = Clear mermory cac
that page.

don't seem to make any difference then
25, To correct this clear your browser's
Files', in Netscape 'Edit = Preferences =
isk cache') and then 'Refresh’ or 'Reload’

<) Back

Click hereto get alist of pagesto update
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Editor

The editor has typical word processing functions (font color and formatting,
paragraph alignment, bullets, etc.) along with table options, document linking,
picture insertion, and other web formatting functions. When creating a new page,
remember to name the page before trying to save it or you will lose your work..
As soon as you save the page (by pressing the “ Save Page Details’ button), the
changes will be visible on the website. Y ou may want to open a new browser
session and do arefresh on the page you edited to view what the new page will
look like. If you don’t want to save your changes, hit the browser back button.

Undo / Redo

Page Name

Create sub menu of
links on this page

Insert Table

Insert aline

View HTML

Remove Formatting

View cell borders

Edit Table

Sub-menu sort position




Adding Pictures

Add a picture by selecting the image icon in the editor, locate and upload the
picture to the appropriate image folder. Y ou can position it on the page, as well as
resize and orovide blank spaces around the picture here.

Position on the page

Look for picture
to insert

Mdd spacing around]

your picture.

Insert the image
into your page

Window for inserting an image

//After image has
1 been upload, select
tt fromthislist

Select folder where
your images have been
loaded or where you

want to load them

Copy pictureto
selected image folder

Look for picture to
insert

Press“ok” button
after you have

selected the picture
you want to insert.




