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Sign in at webedit.byu.edu with your net ID andgvasrd.

There is a menu on the left for all the folders pades that have been created so far.
Site Home

Top Ment — |y 8 o £

- Assets
Folder = .1.1_J Articles
..... =] Home.dhtml
Pages— ..... =] Articles.dhtrl
“..Z] Test.dhtml

Along the top of this menu are four options: addlder, add a page, upload files, and
publish the site

. [uaddafolder. creates a new folder for easy organizing
o The organization of pages within the folders hagffiect whatsoever on
how they are organized within the actual website.
0 See page 4 for more information on folders

. Haddanewpage. crentes a new page

o File name is what the page will show up as in #ferlavigation bar and
the url. It will be automatically filled in withhe first word of the Title.

Create a new page

Title goes here___,, Tte:
9 Page Mame

File narme:

Page .dhtml  <4¢—— This is filled automatically. Don’t use spaces
or punctuation if you change it. This is what
will show up in the url so keep it simple and

Template: make sure it's correct

Use the default __, | Default v '

for your page
setup.

0 See Editing Pages below for how to add contenbtw page
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T Upload files . 5jj0,ys you to choose documents from your comptateipload to

the site. They all go to the Assets folder.
These are very 0 Assets are all the pictures, documents, etc. et been uploaded and

important to are used somehow in the site.

note and | o Do not use spaces or punctuation in the file name.

ﬁa”nOt St;]ess o All pictures, pdf files, word documents, etc. linki® from/used in the site
oW muc

MUST be uploaded to the assets folder in order to \pookerly.

g:r?t:)?gsgntthi?_’ 0 *Just because a picture/document worksin the editor or preview
heedec when it is copied and pasted from another location doesNOT mean it
will work when the page goes live! Upload thefile and replaceit!
£} Publish site

: Makes the pages/changes available on the asturdd-wide web
when you are finished.
o If your page is not “live” yet, publishing won't danything. To get your
site live, talk to Logan Smith (support.webedit@gmam) or Ken
Millard (ken_millard.byu.edu).

Every page (when selected) also he = Freview button itothaght corner. If you
hit this, it will give you a better idea of whatwmsite will look like on the actual web.
NOTE: some functionality does not work in the peavi The site must be published to
view accurately.

Uploading Files

+  Click on the Blue Upload Files Arroy " Upload files

* Click on q This opens a File Upload window.
» Select the file from your computer you would likeupload.

. Click

o] I:_ q Allows you to upload up to 10 files at once.

0 You can select a ZIP file and check 1 Extract ZIP files box toag!
multiple files at once

. li— q Uploads the selected files to the Assets folder.
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To Create a New Folder in a Folder

* Right click on the folder you wish to add a subdfal to
* Click on “Add a Folder”

Ca B 4¢ £ |

Erid fssets

j Homé.| 4 &dd a Folder

J Article age
j Test.d

47 Upload Files

)| Properties

Fename

H Delete

If you accidentally create the new folder outsifl¢he desired old folder, then you
simply need to drag and drop it into the correatpl But once it has been deemed a
sub-folder, there is no going back without deleiirgnd starting over.

To Create a New Page in a Folder

* Right click on the folder
* Click on “Add a Page”

Ca B ¢ &8 |

i hssets

Right Click — >
.5} Home.| add a Folder

-8 nrticg@
L[E) Test,
g Tes 4 Upload Files

(@) Properties

Rename

#H Delete

If you have a page outside of a folder that you idike IN a folder, just drag and drop
the page into the desired folder.
* A Word of Caution: There is no way to de-folder&page once it is in a folder.
It can move from folder to folder, but will nevegain be free. This really affects
nothing other than the organization in this mend e url.
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Editing Pages

Select the page you would like to edit from the mbar on the left.
=NE 4 A

[Hr_l Assets

1_.1 Articles
L =] Home.dhiml

Select a page_, | : =] Articles.dhtml

Click the Edit button on the top of the center box.

4 Main Page

Related Links
| # Eat |
This takes you to a new page with a toolbar adtwssop. This page will henceforth be

referred to as Page Edit.
Basics (if you use computer writing documents, these khba familiar):

v

. Spellchecker: checks the spelling

. Copy: makes a copy of whatever text or items akected

. ~  Paste: inserts into the body of text whatever prasiously cut or copied

-

. Undo: undoes the previous actions

. " Redo: if you undo something you didn’t want tit,this one and it will
undo the undo

. B Bold: makes the selected fd®old. Or, if the selected font is already

bold, will make it normal. Also, if you click itdfore typing, will make all new
text bold until being deselected.

Z U+ Italics, Underline, and Strikethrough: sameswds Bold, but will
italicize, underling or strikethroughhe text respectively.

Alignments, change how the content is alignedhiwithe page.

Left, center, right, align respectively. Justifyasps everything out to the margins.

Advanced
At the bottom left of the page are two symbols. SEhehange the way you view
the content.

. Let’s you view the html of the content. It is maeded to create the content

and is meant for the rare occasion.

B

« 7 Takes you back to the default view of the contesh the html view.
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Adding an Image

@ 4_ . .‘
. Click on the Image Editor icon in the toolb 2 Looks like thi

* |F the Image has already been uploaded to the system:
o0 Open the Assets Folder
0 Select the Picture you would like to enter

Select an Image:

Open Assets folder_,,

= Assets

Select a picture_ | | i %) Garden 2.ipg

..... ] Toco Toucan.jpg

----- =] kenohi.jpg in the name.
..... ] Garden_3.jpg

..... | ﬂ Garden_4.jpg

..... ] grass.ipg

..... ] grass_2.ipg

..... {1 Articles

* |F it has not yet been uploaded, do so now!
o Click Select
o Find the image you would like to upload and clickib
= Make sure there are no spaces in the file name
o Click Open
o Click Upload
o0 The picture will automatically be added to the &s$alder and opened for
you.

SteD :

Upload a Mesw Image:

@4— Step :
@ File name: ayll W m

T Filez of type: All Files W Eann:el
Step .

» Changing the Alignment will change where the imsige on the page
o Normal sits it within the text wherever the textrsar happens to be
o Left “floats” it to the left, so the text will be avked around the image
o Rightis the same as Left, except the image idherRight side of the page
o0 Alignment can also be changed later with the aligntibuttons in the
toolbar across the tofsee Basics above.
» Textual Description is what will show up when yoouse over the picture, or
will show up if the picture doesn't.
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Editing an Image (Note: this is only accessibl®beinserting the photo)
Clicking on the Edit Picture button will open a neereen in which you can do all
sorts of fun and crazy things.
1. Change the Size of the picture by clicking on d #imen moving your mouse
around until you achieve the size you want it to be
2. Crop the Picture by selecting the Crop Picture iicotme top left
a. Cover the part of the picture you want to use hinblue box
3. Rotate the Picture to the Left or to the Right wilin the picture on its side or
even upside down!

When your picture is all uploaded, edited, and ygadjo, click on Finish (if needed) and
then click Insert!

Adding a Flash File

. ) F ' i
* Click on the InsertFlash button in the tooll ® Lookslike this

* |F the Flash file has already been uploaded to tbeBy
o Open the Assets Folder
0 Select the Flash file you would like to enter

Select an Image:

Open Assets folder,,

=L Assets

. [Z] Great-Basin.swf
2] Mesoametica,swf
...... [Z] southwest.sw

Select a flash
file (.swf files) —»

* |F it has not yet been uploaded, do so now!
o Click Select
Find the flash file you would like to upload anécklon it
Click Open
Click Upload
The file will automatically be added to the asgelder and opened for
you; all you have to hit is the Insert button!

o O OO0

Step :

T 5P I
@ File marme: T ayll b "

T Filez of type: All Filez w

Step .

Upload & Mesw Image:
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Adding a Link...

» Select the text (or image) or enter the text (age) that you would like to link to
something or somewhere else.

Edit

| Taam9-o-F- @88
Textis B want thiz text to ba a link. IV sTel 4T 43
selected

* Click on the “Custom Link Manager” button in thelioar

Edit

| v 2B E 9 ;| @-&M <—The middle

Ml want thiz text to ba a2 link. BN =14 TR L5 8 one

...To Another Page Within the Website

* Under the Link to a Page tab (the default), seleetpage you would like to link
to

* Click on Insert

e e -
Add al

e Link to = Pagis "'. & External Link iy E-mail Link &3 Uplosd a Fils

Link Test || wart this test to be 2 link. |

Select a Page

i ;,|__.| fssets

* - Articles
Select a page
1:3 Articles. dhtml
_'=_} Test,dhkml

To a page outside of the website, to an e-mail @kl continue to page 8
To a document — continue to page 9
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...To aPage Outside of the Website
» Click on the External Link Tab
* Inthe URL box, enter the website you would likditd to.
o Tip: You can open the page you want to link tamother browser/tab,
copy it's address with CTRL+C, and then pastet the URL box with
CTRL+V
* Click on Insert

Link Text |I weant this text to be alink. |

Mt Enter the site’s address here |

...Toan E-Mail Address

* Click on the E-Mall Link tab

» Enter the desired e-mail address into the E-Mail bo
* Click on Insert

| iQ i Al 2 - | ; 2]
! [ay Link to & Page & Eiternal Link {I_.& E-triail Link \'&: gy Upload & File

Link Text |I weant this text to be alink. |
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...To a Document/Pictur e/Data File of Some Sort
» If the file has already been uploaded, skip tortéet black bullet point. If it has
not yet been uploaded, do so now!
o Click on the Upload a File tab.

o Click on Select

o0 Select the file you would like to upload

o Click on Open

o Click on Upload.
Add a Link *
: '% Link toa Fags - @. External Link gy E- Tiail Link - | l’-,_Ja_ U?JJEIEE{ a File -

Zelect a File:

* The file will be in the Assets folder under the kito a Page tab, so go there and
select the desired file.

CE»

Select an Image:

Open the Assets—> @

folder <+— Choose your
(%] Garden_2 jg document/picture/data
]::I Toco Toucan.jpg file
lf] kenaobiz,.jpg
]::I k.enabi.jpg

lf] Garden_3.ipg
]::I Garden_4.ipg
]::I grass.jpg
]::I grass_2.ipg
- Articles

¢ Click on Insert

| ¥ BB -0 | @88
Yay! YOU — | I want this text to be 5 link, But not thiz text,
have a link!
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Removing a Link
» Select the text/image with the link that you wolilke to remove
» Hit the Remove Link icon

Edit
| Taa®9- oo F | ARS) —

Se|eCt > I don't want thiz taxt ta be a link.
the text...
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Creating a Table

* Click on the Insert Table button, which opens gellown menu

Insert Table Button—’/_‘Bv © *|
Eﬂ:ll:l%

Cancel

Table Wizard

+ + -+ I

4

o 3

* Move your mouse over the white boxes to choose inawy rows and columns
you want

Blue boxes show what
you've selected

4 % 4 Table <+— |t also tells you
Table Wizard your dimensions
. P -+ ¥
¥ 4
= 3

» Click and the table will be inserted for your fil§j pleasure!

, = d@b0 o
The cells W'”. expand_»E The cells automatically expand
as they are filled

O O
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Making Changes

When you have a cell selected, there will be decingth an “X” in it above the cell.
This circle deletes the entire column. The triasghsert a column to the respective
sides. The circle on the left side of the cell tkdehe entire row, with the triangles
inserting rows to the respective sides.

You can also make changes to the table by clickiegnsert Table button with the
buttons below the Table Wizard. Q

po e (o .

Circles and he cells autbmatically expaﬁd

triangles for g

adding or deleting: o

rows/columns

Insert Table Buttonﬁo @

Cancel

m These can be used

<«— to change your
: table and are also
e accessible by right
\/ clicking on a cell
Table Wizard within the table
* Table design
o0 Choose how many columns and rows you want in yailetwith the Plus
and Minus buttons next to Columns and rows
o0 Also lets you merge cells and rows as you desitk thie Column/Row
Span buttons
0 You can select different cells by clicking in theh

-------------------------------------------------

."II [3 Tahle Propetties .'“ “& Cell Properties ,n" L. sccessiniity

Column Span E

i :
Merge the selected | .’
cell with the one é Change the
directly to the right <— number of rows
(or divide them
again) E
Wy
=
You can select P
different cells by i
clicking on them Merge the selected
<«— cell with the one
directly below (or

divide them again)
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e Table PrOpertie«-“' [ Tahle Properties \

o Dimensions sets how large you want your table to peu want it to be a
fixed size

= Just entering a number sets how many pixels itheill
= Adding a % will set what percent of the page il téke up

This table will be 346 .w

pixels wide, and willbe a—
tenth of the page high. Height: — [10% px, %

o0 Layout
= Backgroundets you choose a color for your table to be

Background: L ----------------------------------------------

Aligriment: D.D.. ITI """""""""""""" .
N EEE T | -

Cell Spacing: | g 7 W <— Choosing a color fills in

cellPadaing: | [ the whole table. The

" | | white box with an X

means “No Fill”

= Alignmentrefers to where the table will sit on the page
El Aligns Left
= Aligns Center
= Aligns Right

= Cell Spacings the space between cells, the larger the nurtter,
further apart they’ll be

| with spacing |l.-.lith zpacing

| no spacing |n-:| spacing ...are further apart than
| no spacing |nn spacing|| the cells in this table

| with spacing |with spacing

*Neither Spacing nor Padding adds the borders; thas just to make it easier to see the
effects. Borders are discussed below.
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(0]

(0]

= Cell Paddings the space between what'’s inside the cell aaed th
cell wall, so the larger the number, the furthearafrom the wall
the text will be

with padding || with padding

| no padding |nc\ padding
with padding || with padding | no padding |n|:| padding

= Cellldis a way to name the cell, sort of like a title.
Background image allows you to choose a pictungstoas the
background of your table.
Border lets you add borders! As well as choosiregdolor and thickness.

» Cell Properties

o

Each selection (Alignment, Background, Dimensiats,) applies only to
the cell selected in the grey grid.

Look under Table Properties for directions; theythe same except Cell
Properties applies the changes ONLY to the selambtslinstead of the whole
table.

» Accessibility

0]
0]

o

Heading Row allows you to add a title to your table

Heading Column does something...like put the titidemeath the table
when there is no Heading Row

Caption Alignment affects where the caption goe<iation to the table,
either floating above or sitting right on top

Caption: This is the title of your table

Summary: No idea what this does

Associate cells with headers means the size afdpgon is affected by

the table
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Related Links

On the left side of the page is a box called Relatinks. This is where you can
put handy links that you want accessible from eypage. Click the edit button to open
the Link Manager.Note: The links will appear in the order you enteem.

Clicking this leads to Edit
something like this—» 45 add a Link
There are no links yet

so let’s add onel! m

» Click Add a Link
» Text is what will show up on the side as the link.
» Select the page you want to link to, or enter thraglete url for an external page.
Link:
& Link to a page in this site
---Iﬁ.ﬁ.ssets
'ChOOSG. a page—> D Articles
in the site... ) Hame.dhtml
""" =] Articles.dhkml
5] Test.dhtml

...or out of it.Make
surethe proper radio —»
prop O Link to an external pange

button is selected [Enter the full url, it's easiest to copy andp |

. ciick T

Edit
&7 Add a Link
Test Link # Edit HDelete <«—— Vou now have a link! & Edlit

‘ * TestLink ‘
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What's New Today

At the bottom of the Home Page, there is a Whdéw Today bar which is
handy for posting news of interest, announcing apng events, or other little blurbs as
you deem fit. Once created, the items can beckditany time, and are easily removed.

Adding an ltem

¢ Click on the Edit button

a
I

¢ Click Add a What's New ltem

Edit

» Enter a headline, choose a picture (if desired),than enter the synopsis which
should be a SHORT little blurb about the item.

Headling:
| Enter a headlir

| Click Browse to find a picture of the
appropriate size (130x85) on your

Image: < computer, select and click Open
| &) o | l

The final image will beresizedfo 130 pizels wide and 85 pixels high.
File name: | Selected image is entered here V| C Open |
Filez of type: |.-'.‘-.II Files v| [ Cancel ]
Synopsis:
Enter a SHORT blurb in this box (optional), links | B 7 U/ & ‘2?.‘/'|

can be added w/in the text if wanted (i.e. “mare’ g
“Click here” leads to the full story)

*See Adding a Link above (pages 7-9)to add linkkeadext
» Choose where you want the Item to link to for thk $tory or a more in-depth
description of the item, whether it's a page witthie site or from a different site.
The link will be created in the headline.
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Link:

® Link to a page in this site

Choose a page
in the site...

D Assets
-0 Articles

...... =] Home. dhitel
2] Articles.dhitrl
P =] Test.dhtrl

...or out of it. Make
sure the proper

O Link to an external page

button is selected | Enter the full url, it's easiest to copy and pasté
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The Menu

The menu is capable of three tiers for optionse fifist tier is the light blue line
where “Home” is normally located. The second iseihe dark blue line underneath
where sub-categories under the first tier go. Beéder options will either change the
page or open to the third tier. The third tiemiade up of sub-categories under a second
tier option, and appears as a box.

First Tier

Here’s a little
example menu.

s Menu Option 2

« 2rd Tier

If you want to edit the menu, click on any page] #ren click “edit” on the menu bar.

This Edit Buttom™—>

First Tier

# Edit <+—— Not this one
either.

Not this one. # Edit

There are two options on top of the menu: a blwe bnd a set of chain links.

. |E The Blue Box: This option is used when you wamhething to go
underneath, such as a second or third tier. A, syost first tier menu items are
blue boxes.

« = The Links: This one is used when nothing is gainderneath the menu
option.

Creating a Menu Option

* Click on either the Blue Box or the Links. ThislMaring up an Add an Item
display.

» The Text Box is what will show up on the Menu (F&st Tier above). Then you
have two options: Link to a page within the sitd.mk to an external page.

Add an Item

Text:
| Menu Text (ie First Tier or Home) |

» Select the Radio Button for which you want: Linkatpage in the site or Link to
an external page
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o |F you selected Link to a page in this site
= Highlight the page or Asset you want to link to

It will show up on the ~ Text:
menu as Page 1 [Page 1 |

Link: {optional)

Make sure the proper
Prop & Link to a page in this site

radio button is

selected. -0 Assets
T [r——— - Select the page (or Asset) you
B want to link to
= Click Skip the next bullet points to the “You”

o |F you selected Link to an external page
= Enter the full url for the page you want to link to
Make sure the proper
&) Link to an external page

radio button is http: /v byu.edu | <— Full url with http://
selected.

= Click

You have now created a new Menu option. Click Sanait will show up on Tier 1.

[ = _ .
& First Ti Ta-da! Tier 1 Menu Option!

First Tier Like thisL_y

...... 5] page 1

Creating a Second Tier

To create the second tier, you can either “drady@p” or you can create it as a
second tier option from the start. First: the daad drop with Page 1 we just created.

1| E == 2.|E e= . 3| [E e
e — Drag it up. B et T
E| : First Tier E|E| Firsk Tier P The cursor will = : First Tier
: E| 2nd Tier E e be a hand and El 2nd Tier
- [E Menu option 2 - EMenuoptionz  the First Tier - [E] Menu Option 2
.. [ <+— Selectthe | i-H underlined. o ]
Option. Release the It is now Tier 2.

mouse button.
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OR you can create it as a Tier 2 from the start.

1. = ==
- [= T

BlCie— Select the
Option.

Creating a Third Tier

2. Follow the directions
for creating a menu option
as found above.

3. = ==
=[] First: Tier
E' 2nd Tier
----- =] Menu Opkion 2

It is automatically
created as a Tier 2.

When creating the second tier that will be thd-gaivn for the third tier, select
“Link to an external page” but leave it blank! Th®llow the directions for creating the
second tier options above, but move it down a level

Make sure the pr@;@ Link o an external page

radio button is |

Leave this Blank

selected.

1. E ==
= [=] First Tier
=] 2nd Tier
----- =] Meru Option 2

Select the Option.

First Tier

2nd Tier

= Meanu Cption 2

4 Main Page

2. Follow the directions
for creating a menu option
as found above.

2rd Tier Pull Cown

« 2rd Tier Option
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=[] First Tier
E| Znd Tier
----- =] Menu COption 2
E| =R Tier Pull Dawn
o &2 3rd Tier Opkion

You have a Tier 3!

Going to the Preview
will let you see your
handiwork.
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