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Ultra IS Login

The Ultra IS experience begins by logging in to the backend of the website. A window will appear

asking for Administrator’s “login” details. This page is reached by adding /admin to the end of your
domain name, for example if your domain name was http://www.domain.com you would reach the
admin panel by going to http://www.domain.com/admin

Administrator Login

Please provide your Login details here.

Login | |

Password | |

1. Enter your Login Details.

N

. Click inside the Login box and enter your “Login ID.”

3. Press the Tab key on the keyboard, or Click inside the Password text box and enter your
“Password.”

SN

. Next Click the button, or Press the Tab key and then the Enter key, or simply just Press
Enter key.
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Main Administrative Page

This is the first screen administrators are taken to after login. It is the main menu of the admin

section; the links on the left side of the main page will allow you to manage your website.

To navigate through the different sections click on the appropriate link. The individual link topics will
be covered in more detail later in the manual.

ProFusion UIS
[ content |

Home Page

Custom Pages
Sitemap Page
Register Page

Terms and Conditions
Privacy Policy
Contact Us Box
Footer Information

I Secure Users

Users Page Content
Registered Users
Secure Zones/Pages

General Help
Editor Help
About Us

| Webmaster |

Change Profile
Change Password
Settings

Flash Images
Header Images

Advanced Features

Welcome to the backend of ProFusion UIS

Please follow the links on the left column to proceed

The Date and Time on the servers is currently 6/12/2008 10:10:27 AM
Free Space Used Space
1030.7 MB 19.3 MB

File System : 987.76 MB File System : 12.24 MB

Database : 42.94 MB Database : 7.06 MB

Web Site Backend
Home | Sign Out
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Manage Content

Custom Pages
If the Custom Page link is selected, administrators will be directed to the Custom page.

This page allows administrators to add web pages to their site. Also administrators can select pages
to edit and/or reorder any existing pages from this screen. The page names are displayed under the
column titled “Section Title.”

Add Page

To Add a primary page to the website, Click the [#dd 298] |ink above the section title. This will
bring up a blank page layout where administrators can add in the contents of the page.

Edit Page
To Edit a page simply Click the title of the page shown in the “Section Title” column. This will bring
administrators to the page layout section where they can update the content of that page.

Activate, Deactivate, and Delete

To Activate, Deactivate, or Delete pages without entering the layout page, simply select the check
box next to the page title that you want to modify. Then Click on the drop down menu below the
section titles. This will give you three drop down options: Activate Pages, Deactivate Pages, and

Delete Pages. Simply select the appropriate option and click the button.
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1. If Activate Page is selected, the page will display on the frontend

of the site and a red check will display next to the title on the
backend of the site.

2. If Deactivate Page is selected, the page will not display on the
frontend of the site and the red check next to the title will go away on the backend of the
website.

3. If Delete Page is selected, a pop-up message will appear asking if you are sure you want to delete
the page and all of its sub pages. Once you confirm, the page will be deleted.

Change Page Order
To change the order of the pages displayed on the frontend of the website, use the red
arrows under the “Order” title.

- To move a page closer to the left (for horizontal navigation style) or to the top (for
vertical navigation style) of the page Click the red up arrow until the title of the page
is in the correct order on the list.

To move a page closer to the right (for horizontal navigation style) or to the bottom (for vertical
navigation style) of the page Click the red down arrow until the title of the page is in the correct
order on the list.

Note: By default, the application is set to display ten main pages in the Custom Pages screen. If
there are more than ten main (primary) pages to the current site, then the application will only display
ten at a time. The remaining pages can be accessed by using the navigation buttons above the
Section Title. Click on any of the First, Previous, Next, or Last links if you would like to navigate to a
different set of ten pages.
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Additional Pages
Home Page

If the link is selected, administrators will be brought to the Home layout page. This
section is similar to the other page layout sections except this will be the first page users see when
accessing your website. You can add/edit the details of the homepage via this page layout. To learn
more about editing basic page details click here...

Sitemap

If the link is selected, administrators will be brought to the Sitemap layout page. This
layout page is consistent with the other pages of the website. The application comes with the built-in
template variable of sitemap of the active pages. You have full content editor control along with the
advanced features available for edits. Typically clients add content above the sitemap explaining what
it is used for. It is also used to add links below the dynamic sitemap to link to deactivated pages. To
learn more about editing Sitemap page content using our WYSIWYG editor click here...

Terms and Conditions

If the link is selected, administrators will be brought to the Terms and
Conditions layout page. This section is laid out similar to the Privacy Policy Layout page and will be
linked to every page if made active. Its link will display at the bottom of the page as seen in figure 1.1.

Figure 1.1

To learn more about editing Terms and Conditions page content using our WYSIWYG editor click
here...

Privacy Policy

If the link is selected, administrators will be brought to the Privacy policy layout page.
This section is similar to the other page layout sections except this page will be linked to every page
of the frontend site if it is made active like the Terms and Conditions page. The link will display at the
bottom of the page as seen in figure 1.1. To learn more about editing Privacy Policy page content
using our WYSIWYG editor click here...
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Contact Us Box

If the link is selected, administrators will be brought to the Contact Us Box layout
page. This page layout provides the Basic Page Details section with the content editor, this is
because the information entered here will display on every page on the site. The content for this page
typically displays in the left or right hand column of the website below the navigation area in case of a
vertical navigation style. The Contact Us Box page allows administrators to display details needed by
frontend users, in order to contact you or your company. This area can also be used to provide details
on special promotions or to link to deactivated pages of the website. The Contact Us Box section is
ideally suited to display some of the advanced features of the UIS application that can be purchased
as add-on modules such as the Content Rotator, News Manager, Poll Manager, and Events
Calendar. To learn more about editing Contact Us Box page section content using our WYSIWYG
editor click here...

Note: The contact us box is typically located in the left or right column of the page. However, if your
website has a custom design integration this content may be located in a different area.

Footer Information

If the link is selected, administrators will be brought to the Footer layout page. In
this page, only the Basic Page Details section with the content editor is available for edits. The
information entered into the editor will display at the bottom of every page below the footer navigation
as seen in figure 1.1. Previous clients have used this section for displaying contact details like
telephone number and address. If you have had a custom design integration this section may not be
in use. To learn more about editing Footer Information section using our WYSIWYG click here...
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General Help

If the link is selected, a new browser window will appear. A help topic menu will appear
on the left side of the new window. Click on any of the help topics to see a brief text description of the
topic. Displayed in figure 3.1 is the General Help window with topic one and its description selected.

Figure 3.1
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Editor Help

If the link is selected, a new browser window will appear. Within this new window
administrators may Click any of the help topics on the left side of the page. Once a topic has been
selected a Flash display will appear on the right side of the window. The Flash will show
administrators step by step instructions using the mouse pointer describing how to use the selected
topic. The “Editor Help” browser window is displayed in figure 3.2.

Figure 3.2

If the link is selected, the contact details for the company from whom you purchased the
application from will be displayed. This pop-up window will also display the version number of the
ProFusion Ultra IS that your website is based on.
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Webmaster
Change Profile

If the link is selected, Administrators will be brought to the change profile page. To
update the administrator’s information, fill in the text boxes displayed in figure 4.1.

Figure 4.1

1. Click inside the “First Name* and Last Name*” text boxes and enter administrator’s details.

2. Click inside the “Login*” text box and enter the name administrators will use when logging into the
main backend page. You cannot use symbols for your login account; only numbers and letters are
accepted.

3. Click inside the “Email*” text box and enter the Email address administrators wish to associate

with this profile. This will be used to pre-populate the email address in several locations
throughout the site.

4. Once all the information has been updated Click the button to save the profile.
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Change password

If the link is selected, administrators will be brought to the Change Password page.
See figure 4.2. To change the password used to login to the main backend page, follow the steps
shown below.

Figure 4.2

1. Click inside the Old Password* text box and enter the password used to login to the main
backend page.

2. Click inside the New Password* text box and enter the new password.

3. Click inside the Confirm Password* text box and confirm the new password by entering it again.
Do not use copy & paste function for entering password details. Type out the password again.

4. Click the button to save the new password.

Note: Administrators will use the new password next time they login. Make sure to remember the new
login and password details when you update them as without this information, you will not be able to
log in to the backend of the website. Should you encounter any problem in login, please contact your
systems administrator who might be able to help you.
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Settings

Settings

If the link is selected, administrators will be brought to the settings page. From this page
administrators will be able to change the global settings for the website.

Note: If you have a custom design integrated into your website, you might have predetermined many
of these options already. As such we have removed them from the screen to ensure easier use of the
application.

Website Global Color Settings

Figure 4.3
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Text Color for Page Content (Section A in Figure 4.3)
This controls the text color for page content on the frontend of your website. The color chosen here
will be displayed as default text color for all pages unless otherwise modified on the individual pages

in the content editor. Using the color
palette placed on the right side of

this field, you can choose the color
for your text. You can also type in the hexadecimal color directly in to this field. A preview of the color
chosen can be seen in the preview box placed next to the color palette box on the right.

Text Color for Primary Navigation  (Section B in Figure 4.3)

This color controls the primary level navigation text color on the frontend of the website. In other
words, the titles of the main pages will be displayed in this color. Using the color palette placed on the
right side of this field, you can
choose the color you would like to
use for the primary navigation. You
can also type in the hexadecimal color directly in to this field. A preview of the color chosen can be
seen in the preview box placed next to the color palette box on the right.

Note: Make sure that the navigation text color is not the same as the Top, Left and Bottom area color
(Section F in Figure 4.3) as that would render this field illegible.

Text Color for Other Navigation (Section C in Figure 4.3)

This color controls the secondary and tertiary navigation text color on the frontend of the website. In
other words, the titles of the secondary and tertiary pages, if any, will be displayed in this color. Using
the color palette placed on the right side of this field, you can choose the color you would like to use
for other navigation. You can
also type in the hexadecimal
color directly in to this field. A
preview of the color chosen
can be seen in the preview box placed next to the color palette box on the right.

Note: Make sure that the navigation text color is not the same as the Top, Left and Bottom area color
(Section F in Figure 4.3) as that would render this field illegible.

Note: depending on the package you purchased, you may not have secondary or tertiary navigation.
Additional pages and navigation levels may be purchased at any time.

Website Background Color (Section D in Figure 4.3)

The color indicated here controls the background shading of your website. This will typically only be
seen on larger monitors with large screen resolutions. Using the color palette placed on the right side
of this field, you can choose the
color you would like to use for the
website background. You can also
type in the hexadecimal color directly in to this field. A preview of the color chosen can be seen in the
preview box placed next to the color palette box on the right.
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Editor Area Background Color  (Section E in Figure 4.3)

This controls the background color of the page content on the frontend of your website. This color will
be updated on both the frontend and backend of the website, unless a custom design has been
integrated. In that case, only the
color on the backend of the site will
be updated. Using the color palette
placed on the right side of this
field, you can choose the color you would like to use for the page content area. You can also type in
the hexadecimal color directly in to this field. A preview of the color chosen can be seen in the
preview box placed next to the color palette box on the right.

Top, Left and Bottom Area Color  (Section F in Figure 4.3)
This field controls the color of the side navigation area and the bottom footer region background color.

Using the color palette placed on the right side of this field, you can choose the color you would like to
use for this region. You can also type in the hexadecimal color directly in to this field. A preview of the
color chosen can be seen in the preview box placed next to the color palette box on the right.

Restore to Default Colors

Sometimes we make color changes on our website that are not exactly what we had expected them
to be. Restore to default color allows us to quickly revert back to the original color settings for the
website. If you would like to update your restore to default colors to your new setting, please contact
your systems administrator to make this change for you.

Website Global Font Settings
Font Size
This is the global font size your text will display on the frontend of the entire website unless otherwise
changed on the individual pages using the content editor.

Font Choice 1 — 5

This is the name of the font selected to display as the first choice on the frontend of the website only if
the end user's browser is not compatible with the font selection you have chosen in the content editor
for that particular page.

For example, if within the content editor you had selected Century Gothic and the end user's browser

is not compatible with Century Gothic, then the selected for Font Choice 1 will display instead. If font
choice 1 is not compatible, the system will default to font choice 2 and so on.
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Website Global SEO Settings

Browser Window Title
When a new page of the site is created it will default with this information. The administrator has the

option to update these details on a page by page basis.

This text will display in the blue bar on the top of the end user's browser window as shown in Figure
4.4 .The Browser window title shown in figure 4.4 is “ULTRA IS DEMO.” The text “Microsoft Internet
Explorer” and “Mozilla Firefox” are the browser types and cannot be adjusted by the application.

Figure 4.4

Search Engine Optimization Suggestions for Meta Tit  le Field:
Make sure that the text in the title tag conveys the meaning of the page.
You can use your primary keywords in the title; just make sure they are applicable.
Depending on your primary search engine of choice:

o0 Google indexes 65-68 characters of title tag text.

0 Yahoo and other search engines tend to index more characters.

o Our recommendation is play it safe, keep your first 70 characters the most important,
then add another 25 or so for the other search engines if the original 70 is not enough to
get your point across. You can use your primary keywords in the title; just make sure
they are applicable.

Meta Tag Description
When a new page of the site is created it will default with this information. The administrator has the
option to update these details on a page by page basis.

The description text will only be displayed in your meta description for this page on the frontend of the
site. The frontend user of your website will not see this information displayed with the rest of your
content. This information is used for the search engines to gather an understanding of what this page
content is used for.

This information will be displayed in search results at the discretion of the search engines. So be sure
the content in this region is an accurate reflection of the page content.

Search Engine Optimization Suggestions for Meta Des  criptions:

- Should be under 250 characters and keywords should be used. However most importantly the
content should be readable by the end user.
Google only indexes around 160-175 characters.
Remember to research Industry specific keywords to use in the Descriptions.
Each of your page descriptions should be unique, do not simply copy and paste them on every
page. Each one of your pages is an advertisement, be sure yours can sell the reader.
Try providing your end user a reason to come to your site. Calls to action can be very helpful.

© 2008 Net Solutions NA. All Rights Reserved | www.netsolutionsna.com

Page 16 of 68



Meta Tag Keywords
When a new page of the site is created it will default with this information. The administrator has the
option to update these details on a page by page basis.

The keyword text will only be displayed in your meta keywords for this page on the frontend of the
site. The frontend user of your website will not see this information displayed with the rest of your
content. This information is used for the search engines to gather an understanding of what this page
content is used for.

Additional Information about Meta Keywords:
- Should be fewer than 250 characters.
All keywords and phrases must be separated by a comma.
Try not to reuse the same word over and over on every page.
You want to try and bring a large audience to the page, make sure your wording can reach all
audiences.
Use a thesaurus to discover similar words you may not have thought of, but other searches
may use on a regular basis.
The basic guideline is 5-6 keywords or phrases per page.
Have friends and family tell you what they would search in Google to find your company or
product. Be sure those words and phrases are used throughout your keywords and site in
general.

Global Analytics Tracking Code

If you are interested in monitoring the traffic statistics of your website one popular tool is Google
Analytics tracking software. This is a third party application not supported as part of your application.
However, the ProFusion Development Team has seen numerous websites use this application with
great success. Once you create an account with Google Analytics you can take the code they provide
and paste it directly into this field.

Website Global Image Settings

Note: If you had a custom design integrated into your website these features may function differently
than described below.

Website Logo
This option allows administrators to upload an

image that will be displayed in the top left corner of every page on the website. This image will by
default be a hyperlink to the home page. If you had a custom design integrated into your website this
feature may function differently than described.

1. To upload a new logo Click the button.

2. This will bring up a pop-up “Open File” window. Select the appropriate file from your hard drive

and Click the button, or simply just double-click on the image file to upload it.
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3. Scroll down to the bottom of the settings page and click . Your website should now display
your new logo.

Homepage Header Image Size
This feature defines the height and width of the Homepage Editable Header Image section.

Note: The recommended width x height is 1000 x 196 for optimal results.

Default Homepage Header Image

The homepage has a region defined for its header image (established using the Homepage Header
Image Size). You can upload a new image for this region. You can also control the homepage header
image from the advanced page details tab on the homepage edit screen. The image defined here will
be the default image for the homepage as well as the Sitemap, Register, and Secure User Login
Pages.

1. To upload a new homepage header image, Click the button.

2. This will bring up a pop-up “Open File” window. Select the appropriate file from your hard drive

and Click the button , or simply just double-click on the image file to upload it.

3. You can see the uploaded image by Clicking on the button.
4. Scroll down to the bottom of the settings page and click .

Interior Page Header Image Size
This feature defines the height and width of the Inner Page Editable Header Image section.

Note: The recommended width x height is 1000 x 196 for optimal results.

Default Interior Page Header Image

Each of the primary pages of the website allows you to upload a header image to that page. If you
provide a default interior header image here, it will be used throughout the site for the interior pages
unless you upload a new image to the individual primary pages of the website. Each of the secondary
and tertiary level pages will take on the header image of the parent primary page.

To upload Interior Page Header Image, follow the same steps as you did previously for uploading the
Homepage Header Image.
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Website Navigation Settings

Site Primary Navigation
This feature will control the layout of the primary navigation of the website. You can select either
horizontal or vertical navigation.

Contact Us Box Alignment

The contact us box is the vertical column on your website. As default this is set to “Left” meaning the
column displays on the left hand side of your website. If you adjust the setting to “Right” the column
will appear on the right hand side of your website. To learn how to adjust the content in this section
see “Contact Information” in the Additional Page section located earlier in this document.
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Other Settings

Footer Navigation
This option allows administrators to display all the links that are on the bottom of every page of the

website. To activate this function Click the radio button next to the word “Yes.” If you would prefer the
navigation be removed from the website click the “No” setting.
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Basic Page Details
Style Sheet Information
The details located in this section have been defined under the settings tab. If you would like to make
changes to this section either visit the settings tab or contact your systems administrator.

Content
Section Title
To begin, Click within the “Section Title” text box. This box will define the title of the page. In figure
5.1 the “section title” is “New.” The section title is the page name that will show up in the navigation
on the frontend of the website.

Figure 5.1

Short Name

This is the name that will be displayed in the address bar of the web browser when users are viewing

that page of the website. This name must not have any spaces and may not accept certain characters

or numbers. The “short name”, in figure 5.1 above would appear in the browser address bar as:
http://www.yourdomain.com/content/new/new.asp

Page Content

This region is prepared to specify the content which will display on the frontend page of the site. This
region may consist of text, images, flash, etc. All features in this section are controlled by the content
editor.

Note: The width of the page content managed by the editor on the frontend of the website is 800 px.
Any text, image, or other content exceeding this limit if entered will render the page to appear skewed
and will not display optimally on the frontend.

Content Editor
The last section under “Content” is the Content Editor. This is the main section of the Basic Page
Details and will be explained in more detail in the Content Editor tutorial later in this document.

Active

This feature allows the administrator to control the status of the page. If set to “Yes” the page will
display on the frontend of the website and be displayed in the active state on the backend of the
website. If set to “No” the page will not display in the navigation on the frontend of the website and it
will display as deactivated on the backend of the website. Although the page will not be displayed in
the navigation structure, it can still be accessed by typing in the page URL directly into the browser
address bar.
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Advanced Page Details
To view the advanced page details, the user must navigate to the advanced page detail tab placed on
the top right corner of the screen on the backend of a primary page.

Once this button is clicked a new tab will appear titled “Basic Page Details” that allows the user to
toggle back and forth.

Note: The advanced page detail tab is only available on the primary pages of the website. Secondary
and Tertiary pages take on the characteristics of the primary page so they do not have an
administrative advanced page details tab.

SEO Parameters (For Search Engines)

If this page was created after you populated the Global SEO settings in the “Settings” section then
these fields will pre-populate with that information. You can edit these details from within this page.
For more information on what these fields should include visit the SEO Section description under the
Settings section earlier in this document.

Flash Settings
Flash Header text
The “Flash Header Text” box, displayed in figure 5.2 below allows Administrators to add scrolling text
that will display on top of the editable header image on the frontend of their website. To activate this
feature, simply type the text in the input box and the text will display on the frontend of the website.

Figure 5.2
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This text will be displayed over the “Header Image.” It will move across the screen in administrator
defined direction. An example of how it displays is shown in figure 5.3 below.

Figure 5.3
Rotate Text
Administrators can define how the “Flash Text” will move across the screen. In the “Rotate Text” box,
Click on the drop down menu and select either “Right to Left” or “Left to Right.”

Flash Font
The “Flash Font” box will allow administrators to define the style of the “Flash Header Font.” In the
“Flash Font” box, Click on the drop down menu and select the style of font you wish to display.

Flash Font Color

The “Flash Font Color” box will allow administrators to define the color of the “Flash Header text.” In
the “Flash Font Color” box, Click the color palette on the right side of the box. This will bring up
different colors from which administrators can select. Click on the color you wish to use and it will be
selected. The color selection can be seen in the preview box placed next to it.

Flash Background Color

The “Flash Background Color” box will allow administrators to change the Background color of the
“Flash Text Font.” This will display above the Header image and behind the flash text. To change the
background color, Click on the color palette to the right of the box. This will bring up different colors
from which administrators can select. Click on the color you wish to use and it will be selected. The
color selection can be seen in the preview box placed next to it.
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An example of what the header could look like is displayed below in figure 5.4 with a maroon “Flash
Font Color” and a light gray “Flash Background Color.”

Figure 5.4

Display Flash Background
The “Display Flash Background” box allows the administrator to control whether or not the flash
background will display.

Header Image Settings

Upload Header Image
The “Header Image” box will allow administrators to choose an image to be displayed as the header
on this page of the website.

Note: Administrators have the option to use a personal image or to use a vertical market header
image. The vertical market header images are a set of predefined images that can be uploaded for
administrators when they purchase the application. The recommended size of the header image is
listed in the “New Image” box and varies depending on the site. If this size is deviated or the header
image upload is different than the predefined size the header image may not display correctly.
Smaller images tend to display “tiled” and larger images will only display part of the image.

New Image
To add a header image from the administrators computer follow these steps:

1. Select thel | button, and then Click the button. This will bring up a
new window where administrators can select the file they wish to use.

2. Select the file and Click on the button. Administrators will then see the location of the
picture displayed in the text box. Administrators may also type in the location of the file manually
using the text box.
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Available Images
To add a preloaded image:

1. Selectthe button.

2. Click the button. This will bring up a new window with a list and display of the available
images.

3. Click on the image title you wish to select. After it displays Click the button. The image

title selected will now be displayed in the “Available Text Box.”

Save
The last part of the page asks administrators if they would like to save the page. Clicking the

button will save the page and any changes made to it. Clicking the button will exit the editor

without saving the page or any edits made to the page.
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Content Editor Quick Reference

Note: The Ultra IS page editor provides various editing and formatting tools for your assistance.
These tools can be used selectively to adjust individual content or on to make changes for the entire
page. To select the area where you wish to use these tools, the administrator must first click inside
the content editor area at the location the change should occur. You can do this by clicking in the
content editor or by dragging the mouse over the text area or using the cursor arrows while holding
down the shift key, or other standard Microsoft® Windows® keyboard shortcuts including [CTRL] +

[A] for select all.

Content Editor Button Quick Reference Guide

Top Row — Left to Right

Undo - Allows the user to undo the last edit that took place on the page.
The keyboard shortcut is [ctrl] + [z]. Learn more...

Redo — Allows the user to redo the last edit that was undone. The
keyboard shortcut is [ctrl] + [y]. Learn more...

Search — Allows user to search for text and replace with user input text.
Learn more...

Remove Formatting — Removes formatting such as font color, background
color from the entire content editor. Learn more...

Clear All — This will clear the contents of your content editor along with all
formatting. Learn more...

Font Name — Allows the user to select the type or style of font from a list of
thirty-five. Learn more...
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Font Size — Allows the user to change the size of the selected text. Learn
more...

Foreground Color — Allows the user to change the color of the selected
font using the pop-up color palette. Learn more...

Paragraph — Allows the user to use saved preformatted text settings. These
settings can be edited by developers at NSNA.

Indent — Pushes the selection to the right about six spaces. Note: If your
selected text has Bullets attached to it, the bullets will change. The Bullet
style sheet will give your page a different Bullet for the first three indents you
make. Learn more...

Outdent — Pushes the selection to the left about six spaces. Learn more...

Left to Right — It is the default setting for the contents in the content editor.
The text will flow from left to right across the page. Learn more...

Right to Left — It is a secondary setting that can be toggled to. It will cause
the text to flow from right to left. Learn more...

Image — Allows the user to upload images from a saved file. The files are
then stored within the site database for easy access. Learn more...

Flash — Allows the user to insert a flash player application from a file or
website to be displayed on the web page. Learn more...

Media — Allows the user to import an audio or video file to be displayed and
played on the web page. The clip displays on the site in a Windows media
player window with play, stop, and fast forward controls. The viewer can
also change the size of the display. Learn more...

Styles & Formatting — Allows the user to automatically format the content
editor text with preset bullets, lists, box layout, borders and more. Learn
more...

e

Style Selection — These are predefined style sheets for your website.
These can be configured by your systems administrator. Learn more...

Line — Inserts a gray line that goes the width of the page. Learn more...

Save — Saves your current page and posts your changes to the active web
page. Learn more...

Print — Prints the content of the editor. A preview of what will print is
available through the “Preview” button. Learn more...

Preview — Shows a preview of the content section with active links. A pop-
up opens to allow you to select what resolution you would like to have the
preview display in. Learn more...

Editor Help — This opens a pop-up window with Flash instructions on how
to use the content editor. Learn more...

Middle Row — Left to Right

Cut — Allows the user to cut/remove selected text, picture, or hyperlink from
the editor and copy it to the clipboard*. It can then be pasted anywhere
within the content editor using the paste function. The keyboard shortcut is
[ctrl]] + [x] Learn more...
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Copy — Allows the user to copy the selected text, picture, hyperlink, or table
to the clipboard* without deleting it from the editor. You can then paste your
selection anywhere within the content editor. The keyboard shortcut is [ctrl]

+ [c]. Learn more...

Paste — Allows the user to import previously copied or cut selections from
the clipboard* to the content editor. The keyboard shortcut is [ctrl] + [v].
Learn more...

Paste From Word — Allows the user to import copied or cut selections from
MS Word®. When text is pasted from Microsoft Word® a lot of unnecessary
word specific markup is carried across. This can result in web pages taking
a long time to download. The Paste from Word button solves this by
removing word markup before pasting the text into your page. Learn more...

Paste Text — if you are going to copy content from a text file paste it using
this button. Learn more...

Bold — Allows user to increase the thickness of the selected text. (Bold vs.
Not Bold). The keyboard shortcut is [ctrl]] + [b].Learn more...

Italic — Allows the user to change the selected text to a slightly slanted
(italicized) state. It is mainly used to distinguish or otherwise set off certain
words within the text. (Italicized vs. Not Italicized). The keyboard shortcut is
[ctr]] + [i]. Learn more...

Underline — Allows the user to add a line underneath the text. (Underlined
vs. Not Underlined). The keyboard shortcut is [ctrl] + [u]. Learn more...

Strikethrough — This will place a line through the text as it is shown here.
Strikethrough vs. Not Strikethrough). Learn more...

Superscript — This button will shrink text and raise it to the top of the text
line such as in dates like April **"". Learn more...

Subscript — This button will lower the text to the bottom of the text line such
as the number 2 in H,0. Learn more...

Background Color — Allows the user to change the background color of the
selected font. Learn more...

Justify Left — Aligns selection to the left side of the page. Learn more...

Justify Center — Aligns selection to the center of the page. Learn more...

Justify Right — Aligns selection to the right side of page. Learn more...

Justify Full — Aligns text selections so that the text starts and ends at the
same point for every line. Learn more...

Numbering — Allows the user to use preformatted numbered bullet icons.
Learn more...

Bullets — Allows the admin to use preformatted dark round circles to label
content. Learn more...

Insert Table — Allows the user to insert a table, define the size and then fill it
with content or images. Learn more...

Edit Table / Cell — Allows the user to edit and format the entire table or
specific tables. Learn more...

Show / Hide Guidelines — Switches between showing table guidelines and
not showing guidelines. Learn more...
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Hyperlink — Allows the user to link text, pictures, tables, etc., to other web
pages, to pages within the site, to files within the site, and other locations
within the site. Learn more...

Internal Link — Allows the user to hyperlink text, pictures, images, etc., to a
particular page within the website. This feature can produce the similar
results to the hyperlink feature. All internal links automatically open in the
same window. Note: If you created a new page on your website it can take
up to one hour to appear in this list depending on your server speed and
computer cache. Also of note, this internal link function can be used only to
link to the active pages on the website. Learn more...

Embed Web Page — Allows the admin to pull content into the website from
a third party source. If you would like to reproduce another website within
your website, enter their website link in this section. It is recommended to
not have any other content on this page. Learn more...

Bookmark — Allows the user to link text in one part of the page to other
parts of the same page or a different page within the site used with the
Hyperlink function. Learn more...

Special Character s — Allows the user to insert special characters from a list
or by using html code. Some special characters examples are ®, ©, @, 9,
1, ¢. Learn more...

Full Screen — Displays content editor in full screen mode. Learn more...

View / Edit HTML Source Code - Allows the user to view and make
changes to html code of editor content. Learn more...

View / Edit XHTML Source Code - Allows the user to view and make
changes to the xhtml code of editor content. Learn more...

Bottom Row — Left to Right

Template Variables — These are predefined variables for your website.
Some template variables examples would be Sitemap and Register. By
selecting one of these options you can add that dynamic element to your
website. Learn more...

Forms — If you have the form builder installed on your website, you will use
this drop down to add that form to your web page. To learn more about the
Form Builder Tool, please refer to the UIS Advanced User Manual.

Elegant Image Galler ies — This is an add-on module and is not part of the
standard UIS application package. Depending on the package you have
purchased, this feature may or may not be available to you. If you do not
see this functionality under the Advanced Features section, chances are
your package does not include Elegant Image Gallery module. Contact your
project manager to learn more about this feature.

Content Rotators — This is an add-on module and is not part of the
standard UIS application package. Depending on the package you have
purchased, this feature may or may not be available to you. If you do not
see this functionality under the Advanced Features section, chances are
that your package does not include Content Rotator module. Contact your
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project manager to learn more about this feature.

*Note: The “clipboard” is a section of memory used to store copied or cut text, images, tables, etc.
You will not be able to see this “clipboard” but you can recall your copied or cut selection using the
paste function: Edit >> Paste or keyboard shortcut [CTRL] [V].

Content Editor

The basic editor of an UIS application is shown below in figure 6.1. The page content can be
manipulated by using the buttons placed at the top.

Figure 6.1

Note: Please see the Quick Reference Guide above for short button descriptions.

Recommended: Save your page often. The editor will time out and edits will be lost if you do not save
or change pages within thirty minutes.

Recommended: There are a couple of ways to remove software specific formatting. One way is to
paste the content using the “Paste From Word” function. The second method is to first copy and
paste the content in Notepad or other similar application and then copy and paste from there in to the
content editor.
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Content Editor Basics
Text Selection and Editing

1. The first task will involve entering some kind of text into the editor. Start this process by clicking
inside the editor box.

2. Now type the text you would like to be displayed on your web page. For the purpose of this
tutorial, the text “This is the main content section for my page” is typed.

3. Select the text by Clicking and Dragging the mouse pointer over the text starting with “This” and
ending at the period.

Note: To make a selection of the entire content, you can also use the keyboard shortcut of [ctrl]] + [a]
or keep the cursor inside the editor and Right Click and select “Select All.”

Cut

Click on the button or use the keyboard shortcut of [ctrl]] + [x]. After an administrator selects “Cut”
the text will be removed from the editor and stored within the “clipboard.” There should be no text
displayed at this time.

Paste

Retrieve the text from the “clipboard” using the “Paste” command. Click on the button or Right
Click and select “Paste.” Alternatively, you can also use the keyboard shortcut of [ctrl] + [v]. As this is
done, the original text will reappear. The text will reappear in the same spot. To Paste it somewhere
else, move the cursor to a different spot on the page and Click “ Paste.”

Copy

1. Select the text “main content” from the sentence previously typed and Click the button or use
the keyboard shortcut of [ctrl] + [c]. The selection is now copied to the “clipboard.” Notice that it is
not removed from the editor.

2. Move the cursor below the first sentence and Click the “Paste” button . A copy of the selected
text will not appear below the first line of the text.

Paste From Word ®

This function takes selections copied from other programs such as Word and removes the formatting.
This will allow selections to display properly on the editor and the frontend of the site.

1. Copy a selection from Word.

2. Click the button. This will bring up the paste window. Shown in figure 6.2.
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3. Hold down [Ctrl] and press [V]. This will paste your selection into the window.

4. Click the button and your selection will be placed in the editor window.

Figure 6.2

Paste From Text

This function takes selections from a text file to be copied into the editor. This is used when copying
text from Notepad or other similar application. To Paste from Text:

1. Copy the text from Notepad.

2. Click in the editor where you want to paste the content and Click button.

3. A Confirmation Message box will appear asking “Do you want to allow this webpage to access
your Clipboard?”

4. Click the button. This should past the text into the editor.

Font Name

Any text typed in the editor will be displayed on the frontend according to the Global Font Settings by
default. However, you may change the style of your text in a page by choosing a different font type
using this editor button. To edit or change the font selection:

1.

2.

3.

Make a Selection of the text or keep the mouse cursor inside the content editor if the page has no
content.

Click button.

A drop down menu opens with the available font options as seen in the figure below.
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4. Select the font you would like to use.

5. Now the text in this page will reflect the font selection thus chosen overriding the default.

Font Size

Any text typed in the editor will be displayed on the frontend according to the Global Font Settings by
default. However, you may change the text size in a page by choosing a different font size for that
page using the editor. To edit or change the font size:

1. Select the text or keep the cursor inside the content editor for a blank page.

2. Click button.

3. A drop down menu opens displaying various sizes with the current font size
highlighted.

4. Select the size you would like to use. This should change the text size for this
page.

Note: The drop down menu has sizes ranging from 1 — 7. These are defined in px. In other words,

Size 1 = 8px Size 5 =18 px
Size 2 = 10 px Size 6 = 24 px
Size 3 =12 px Size 7 = 36 px
Size 4 = 14 px

Should you require more options for the text size, Click Styles & Formatting

button and Select “Text Formatting” to view more options to edit the font
size.

Bold

Select the text by clicking and dragging your mouse from one end of the text to the other for partial
text selection or by Clicking [Ctrl] + [A] or using “Select All” from the mouse Right Click for total text

selection and Click the button. This will display the text in Bold letters. You can also use the
keyboard shortcut of [ctr]] + [b] to make the text bold .
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Italic

With text still selected, Click the button or use the keyboard shortcut of [ctrl] + [i]. This will make
the text italicized (slightly slants your text to make it look stylized).

Underline

With text still selected, Click the button or use the keyboard shortcut of [ctrl] + [u]. This will
Underline the text. The text should now look similar to the one below.

This is the main content section for my page.

Strikethrough
Select the text and Click the button. This will place a line through the text as seen here.

his sl . o f .
Remove Formatting

To return the text to its original format Click the “Erase Formatting” button. The text should now
look as it did when it was first typed.

Superscript
Add a new line of text. “This page was created on April 12".” Select the last two letter of the phrase

(th). Once they are selected Click the “Superscript” button . The date will now appear like this
“12™". Move the cursor to a new line and deselect the Superscript button by Clicking it again.

Subscript
Type the phrase “This site is about H20.” Now select the “2” in “H20” and Click the “Subscript”

button . The text “H20” will change to look like this “H,O. The editor should now look like the
figure below.
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Justify Left

Select the text and Click the “Justify Left” button . This will align the text to the left margin, as it is
by default. See Figure 6.3.

Justify Center

Select the entire text. Click the “Justify Center” button . This will align the text in the center of the
page as seen in the editor below.

Justify Right
Select the text and click “Justify Right” button . This will align the text to the right margin.
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Justify Full

The button “Justify Full”  deals with larger sections of text. This button aligns the text so that each
line of text starts and ends at the same point. This is done by adjusting the spaces in between each

word and letter. To do this to a selection, first select the text. Then Click the button.

Foreground Color
To change the Foreground Color of the text, Select the first line of text “This is the main content

section for my page.”

1. Click the “Foreground Color” button . As this is done a color palette box will appear. For this
tutorial we will choose the color red. Click the box colored red  from the first color palette. This
will display the text like “This is the main content section for my page.”

2. Administrators may select other colors from the button. This button will bring up
a new window, shown in figure 6.3, with a choice of different color palettes. These are selectable

by Clicking on any of the three tabs . Each will bring up a
new palette. Shown in Figure 6.3 are the various color options from the Web Palette tab.
Administrators may also input their own color using the hexadecimal coding. This input goes into

the box on the left middle of the window
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Figure 6.3

Background Color
To change the Background Color of the text, first select the first line of the text and Click the

“Background Color” button . The color palette box will then appear. Now administrators may select
the color they wish. For this tutorial, light green color is selected. The text will now look like this.
This is the main content section for my page. The figures below show the additional color options
using Named Colors and 216 Web Safe Colors tabs.

Named Colors Web Safe Colors
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Numbering

To add Numbers to the text, select the entire text and Click the “Numbering” button . This will add
a number to each line of text. After the “numbering button” is Clicked the page should look like figure
6.4.

Note: This function will add numbers to each line of text selected that ends before the right margin.
This function will add only one number to each paragraph selected.

Figure 6.4

Undo
This function will undo the last action that took place in a page. To get rid of the last edit to the page,

Click the “Undo” button . This will get rid of the numbers on the page and realign the text back to
the left side of the page. You can also use the keyboard shortcut of [ctrl] + [z].

Redo "

This function allows the user to redo the last edit that was undone. Clicking the button will
once again display the numbered text. You can also use the keyboard shortcut of [ctrl] + [y].

|
5

Note: You can edit the content inside a page using Undo and Redo buttons only before the page is
saved. Once the page is saved, the content cannot be altered using these buttons.
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Bullets

To add Bullets to the text, select the entire text and Click the “Bullets” button . This will add a (*)
Bullet to each line of the text. The text should look similar to the figure 6.5 below where the Numbers

will be replaced by (¢) Bullets.

Figure 6.5
Indent
1. Select the second line of text and Click the “Indent” button . This will move the text to the right
six spaces.

Note: If the selected text has “Bullets” attached to it, the bullets will change. The Bullet style sheet will
give your page a different Bullet for the first three indents you make.

2. Select the third line of text and Click the “Indent” button twice. The text will now look like
figure 6.6, with three different “Bullet” marks.
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Figure 6.6

Outdent

1. Select the second line of text, and Click the “Outdent” button once. This will bring the text
selection back in line with the first line of text.

2. Select the third line of text, and Click the “Outdent” button twice. This will bring the rest of the
text back in line with the first.

3. Selecting the entire text and Clicking the “Outdent” button twice will have the same effect.

Left to Right
Switch back to the default layout by Clicking the “Left to Right” layout button . Or Click the Undo
button . The page will now look like figure 6.5.

Right to Left

To reverse the layout of the page, select the entire text and Click the “Right to Left” layout button.
This will change the page so that Bullets, Numbering and Periods appear at the opposite end of the

page.

Note: For easy reading experience, Left to Right Layout is the widely used page layout.
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Content Editor Function Buttons

Save

Click the “Save” button . This will save the page and submit changes to the active website. Also it
will exit to the “Custom Page” section. Return to the “Content Editor” by selecting the current page
from the list. This is the same function as the button at the bottom of the page.

Full Screen

Click the “Full Screen” button . This will enlarge the editor to full screen mode. To return to
regular size, Click the “Full Screen” button again.

Print

You can Print using the “Print” button . This will print the contents of the editor. A preview of what

will print is available by using the “Preview” button

Preview

Click the “Preview” button . A pop-up opens to allow administrators to select what resolution they

would like to have the preview displayed in. Select the appropriate resolution, and a preview
of the editor content will appear, with active links and formatting.

Search

1. Click the “search” button . This will bring up a pop-up window. In the “Search” text box, type the
word “site.” In the “Replace” text box type the word “page.” The pop-up window will now look like
figure 7.1 below.

Figure 7.1
2. Click the button. This will search for the first instance of the word “site” and highlight it
on the editor. Next Click the button. This will replace the highlighted word with “Page.”

This allows the administrator to decide whether or not to replace each word individually. To
replace every instance of the searched word “Site” —
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3. Click the button.

Note: If the button is selected, the search will only look for words that are in the same

case (upper or lower) as the input word in the “Search” box. If the button is selected
the search will only look for exact matches of the input word in the “Search” box. If neither of the

or buttons are selected, the search will look for words that are in any
case and any instance of the search word, even if it is a part of another word. An example of a search
without matching whole words is displayed in figure 7.2 below, for example, when you search for “is”
the search results returns the word “This.”
Figure 7.2

Clear All

Click the “Clear All” button. A pop-up window will ask “Are you sure?” Click the button. This
will erase everything in the editor window, including formatting.

View / Edit Source
1. To select this option Click the button.

2. This button will allow the administrator to view and edit the HTML coding. See figure 7.3.
View / Edit Source
1. To select this option Click the second button.

2. This button will allow the administrator to view and edit the XHTML coding. See figure 7.4.
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Figure 7.3 — HTML Code

Figure 7.4 — XHTML Code

Note: To look at, both HTML and the XHTML codes would look similar as it appears in the figures
above, but the XHTML code is a stricter and cleaner version of HTML. The W3C (World Wide Web
Consortium) defines the XHTML as the latest version of HTML and will gradually replace HTML.
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Special Characters

1. To add a Special Character Click the button.

2. This will bring up a pop-up window (figure 7.5 below) with a list of special characters to choose
from. To select the character, simply Click the image of the character. This character will appear
in the editor at the location of your cursor.

Figure 7.5

3. The administrator may also enter the special character HTML code in the text
box to allow that particular symbol to display. A good source for symbol coding is http://www.web-
source.net/symbols.htm

Line

To add a line the width of the page, Click the button. This image can then be manipulated like
any other image (i.e., size, color).
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Import Image

Image Figure 7.6

1. To upload an image from a file, Click on

the “Image” button. This will bring up
an image pop-up window as shown in
figure 7.6.

2. In this pop-up window, Click the ‘=
button. This will bring up another pop-up
window. Displayed on the right hand side of
this window are the currently uploaded
images as shown in figure 7.7.

Note: When you try to upload images for the
first time, you will be presented with an empty
screen. As you start uploading images, you will
notice the screen now displaying the image
details like image name, size of the image, and

an option to delete the image.
Figure 7.7

3. To upload an image from a file, Click
The button on the bottom of
the window. This will bring up another
window asking administrators to select
a file from their computer.

4. Select the file and Click the

button. This will bring
administrators back to the previous
window (figure 7.7) with the location of
the file in the “Upload File”

text box.

5. Click the button to upload the
image to the list on the right side of the page. The selected image will now be displayed on the left
part of the screen as seen in this figure.

6. Click the button at the bottom of the screen.
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To import a picture from the preloaded list of images, Select the image you want by Clicking on
the image title that is displayed on the right side of the window and Click button to import the
image into a page.

This will bring administrators back to the “Image” pop-up window (figure 7.6). This screen will now
be populated with the image path in the “Source” text box.

In this window, you can format the image using Alignment, Spacing, Border, and reset the width and
height of the image.

8. Attitle may be added to the image by typing it into the “Title” text box. The title will display on the

10.

frontend of the website when the mouse pointer is over the image.

The alignment of the picture can be changed with the drop down menu. The alignment adjusts
how the text will appear next to your picture. The way in which the picture and text will align is
displayed in the pop-up window (shown in figure 7.8). The options are to align your text:

AbsBottom - absolute bottom of the picture.

AbsMiddle - absolute middle of the picture.

Baseline — on the bottom line of the picture.

Bottom - on the bottom line of the picture.

Left — to the right of the picture (picture on left). Figure 7.8

Middle — in the middle of the picture.
Right — to the left of the picture
(picture on right).

Text top — on the top line of the
picture.

i. Top — on top of the picture.

> @mpoooTw

The text can also be adjusted to start
and stop at specified distances from the
image. This is adjusted within the
“Spacing Boxes.” Each box specifies
how many pixels of blank space to be
added to the picture on the
corresponding side of the image.
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11.A border may be added to the picture by Clicking on the button. This will
bring up another pop-up window as shown below and allow administrators to: (a) Add a border, (b)
Delete a border, (c) Change the style of border, (d) Change the thickness of the border, or )e) Add

the border to specific sides of the image.

12.The border Style may be changed with
the first list. Just Click to select the

border and then Click

13.The Thickness is done the same way
from the second list of options.

14.The border may be applied to specific
Sides of the image the same way from

the third list. The image highlighted will
have a border on the side indicated by the picture.

15.The last option is to add Color to the border. This can be done by

Clicking on the button. This will bring up a color palette from which
administrators can choose a color. More color options can be had by
Clicking the | | button.

16. This action brings the administrators to the screen with a choice of different color palettes. These

are selectable by Clicking on any of the color palette tabs,
same as previously explained in figure 6.3.

17. Once this is done Click the button. This will bring administrators back to the main pop-up
window (figure 7.8).

18.The Size of the image can be adjusted to a specific size. This is done by inserting values into the

Width / Height field. The values are in pixels. Clicking the button will reset the image to its
original size.

Note: Large images that are reduced in size will display fairly clearly, and small images when
enlarged will appear hazy or pixelated.

19.0nce all edits are complete Click the button to see how the changes affected the image. If

satisfied with the changes to the image, Click to close the pop-up window and add the image.
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Add Media File
Media &

1. To add a Media file to the web page, Click the ® putton. This will bring up a “Media” pop-up
window as shown in figure below. Avi, wmv, and mpegs, are acceptable media file formats.

2. Click the ¥ button. This will bring up a pop-up window (much similar to the uploaded image
window as described previously in figure 7.7) displaying the uploaded media files. To upload a file
from administrator’'s computer Click the button. Select the appropriate file and Click

button.

3. Click the button and the selected file will be
uploaded to the list of files on the right side of the page.

4. Click The button to load the media file and bring up
the main “Media” window.

5. The Width and Height of the display window can be
adjusted in this window by inserting the dimensions
manually as shown in this figure.

Video Display Options may be changed by selecting:

a. Auto Start — Media will start when clients open the

page.
b. Show Controls — Users can see basic video controls such as Play, Stop, and Fast Forward.

c. Auto Rewind — Media will automatically rewind and play the file back from the beginning after
the end of the file.

6. Once all the relevant selections have been made Click the button to insert your media to
the page.
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Add Flash Media

Flash Figure 7.9

1.

Note: Flash uses the following file types and extensions:

To add a Flash media file Click the Flash button. This
will bring up an “Insert Flash” pop-up window as shown in
figure 7.9. The first box will ask for the source file. To add

a file Click the & button.

This will bring up an Add media pop-up window (much
similar to the uploaded image window as previously
described in figure 7.7). The window will show all uploaded
flash files and allow you to upload your own from your

computer by selecting the button.

a. FLA (Flash File) — This is the "Master" document file
for a flash project, i.e., the source file you work with in the Flash authoring program. These files
can only be opened with Flash — not the Flash Player. To create the final product which is
viewed by end users, export the appropriate file (usually SWF) from the FLA file.

b. FLV (Flash Video) — Supported from version 7, FLV files are the preferred format for
delivering video clips via Flash.

c. SWF (Flash Delivery File) — The file that end users see. This is a compressed version of the
FLA file which is optimized for viewing in a web browser, the standalone Flash Player, or any
other program which supports Flash. This file type cannot be edited in Flash.

d. SWT (Flash Template) — This allows you to edit and replace information in a Flash movie file,
for example, a Flash button in which you can replace the text, links, etc.

e. SWC (Flash Element) — These files have customizable parameters which allow you to
perform various application functions.

Once the file has been selected Click the button. This will bring up the main “Insert Flash”
window (see figure 7.9).

By default, this application displays the Flash video on the frontend in a green D background. To

change the background color of the Flash display, Click the button. This will bring up a color
palette from which administrators may choose a background color.

The Width and Height fields define the size of the image displayed by pixels on your web page.

The Quality field defines the quality of the display of your Flash file. The higher the quality is set,
the slower it will display.

The Align drop down menu adjusts how the Flash display will appear next to the text.
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. The last Radio Button option defines the playback feature of the Flash file. If loop is set to “Yes”
the file will start over / repeat after it has completed.

. Once all the relevant selections have been made, Click the button to add the Flash file to
your page.
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Add Bookmark/Hyperlink

Bookmark

A Bookmark is one type of hyperlink target. Once a bookmark
target is created it can be linked via a hyperlink.

1. Within the editor type “This is the target of my bookmark.”

2. Select the text that you would like to bookmark and Click on the

“Bookmark” button. This will bring up a pop-up window as
seen in this figure. Within the “Name” field type the title of the
bookmark, in this case “book1.”

3. Click the button. The “Bookmark” will now be stored.

4. Click the button and the pop-up will close. The first word in the text will now have a box
around it as seen in figure 7.10.
Figure 7.10

5. Now Type the additional text “This
is a hyperlink to my bookmark”
above the first line of text.

6. Enter 20 lines between “This is a
hyperlink to my bookmark” and
“This is the target of my
bookmark.”

7. Select the text “This is a hyperlink
to my bookmark” and Click on the

Hyperlink button

8. A “Hyperlink” pop-up window will
appear. Select the button marked “Bookmark” and Click on the drop down menu in the “bookmark
field”. See figure 7.11 below.
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Figure 7.11

9. Select “book1”, this is the target of the
bookmark.

10.Click on the button. The window will
change to show that “book1” is now selected.

11.Click the button.

12.The bookmark is now complete. To test it,

Click on the Preview button and Click

the text “This is a hyperlink to my bookmark”. This will take you to the “target text” of (“This is the
target of my bookmark”).

Hyperlink

Using the Hyperlink button, you can create a hyperlink to a
bookmark or to another web page. To create a hyperlink to another
page:

1. Create a text, picture, etc., to link. In this case type “Link to google.”

2. Select the text and Click on the “Hyperlink” button. This will bring up the Hyperlink pop-up
window as seen in this figure.

3. Select the Source button.

4. Click on the drop down menu next to
Source. The other source options allow
for different types of pages to be called,
namely,

a. http:// — The most commonly used
communications protocol for transfer
of information.
b. https:// — This is for secure or encrypted pages.
c. mailto — This is used to send emails. Type in the email that you want linked in the Source text
box input.
d. ftp:// — This is for a File Transfer Protocol. This must be set up on the site you are linking to.
e. news — This will link to specific newsgroups.
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f. javascript — JavaScript triggers an on Click event that triggers one of the standard JavaScript
functions window.open. This function can have parameters applied to it that are probably
defined in the CSS.

5. Select the prefix of the address that is going to be linked, in this case it would be http://.

6. Type the address of the web page, in this case it would be www.google.com.

7. If you know the name of a bookmark on the site you are linking to, you may enter it in the “Target”
text box and link directly to that part of the page. In the present case we will not use this function.

8. Click on the drop down menu to the
right of the “Target” text box as shown
in this figure.

9. This drop down menu will ask how
administrators would like the link
opened:

a. If Same Window is selected the
page will open in the same browser
window as the hyperlink.

b. If New Window is selected the page
will open in a new browser window.

10.Click within the “Title” text box. Here you can input what you want users to see when their mouse

pointer is over your Hyperlink. In this case type” Google” and Click the
button. When you keep the cursor on the Hyperlink on your web page, you
can see the title “Google” as shown in this figure.

Internal Link &

Using the Internal Link = putton, you can link text,
pictures, images, etc., to a particular page within the
website. All internal links automatically open in the
same window. To create an internal link:

1. Create a text, picture, or an image in a page that
needs to be linked to another page. In this case,
we will type “Meet our Team” inside the editor of
Company Profile primary page.

2. Select the text to be linked, in this case we will
Select the word “Team” and Click & button.
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3. This action opens up a pop-up window displaying all primary, secondary and tertiary page links
that are active on your website as seen in the above figure.

4. Click the page you want the text to be linked to. In this case, we will Select “Our Team”
secondary page under Company Profile page.

5. The pop-up window will close automatically.
6. Now the text “Team* inside the editor will display as a hyperlink as shown in figure 7.12 below.

Figure 7.12

7. Save the page edits.

8. To test the Internal Link, go to the website’s frontend and Open the Company Profile page in the
browser.

9. Now you can see the text “Team” changing as a hyperlink on mouse pointer.

10.Click on the link.

11.This action takes you to the internal link “Our Team” secondary page.

Note: If you created a new page on your website it can take up to one hour to appear in this list

depending on your server speed and computer cache. Also of note, this internal link function can be
used only to link to the active pages on the website.
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Insert Table

Insert Table

1.

To insert a Table into the web page Click the button. This brings
up a window as shown in this figure asking administrators to select
how large of a table to insert. The default window will allow table of a
size up to 8 x 8, eight rows and eight columns.

To insert a larger table Click the “Advanced Table Insert.” This will
bring up a new pop-up window (shown in figure 7.13) with more
options. In the new window administrators may enter the number of
Rows and Columns in the specified fields.

Spacing will define how much space will be between each “cell” in the table. To adjust, Click on
the drop down menu and select the desired amount.

Padding will define the amount of space that will be
between the table border and the text inside the
table. To adjust, Click on the drop down menu and
select the desired amount.

Administrator also has the option of adding a
Border and changing the thickness of the border.
The border will surround each cell in the table. The
options are available via the drop down menu.

The Collapse option will allow the administrator to
specify whether to have the cells right next to each
other or to have space between each cell. The
amount of space is defined by “Spacing ” option.

To Insert the table Click the button.

Figure 7.13

Edit Table / Cell

1.

2.

To begin editing a table, first Select the table by Clicking in the center of the table. This can also
be done by Clicking near the table and pressing the Tab key.

Once the table is selected Click the button. This will bring up a menu with the options “Table
Size”, “Edit Table”, or “Edit Cell” as seen here.
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To

1.

To

Edit a Table Size

To change the size of the table Click the “Table Size” option. This will bring up a new pop-up

window as seen in this figure.

The window will give administrators the option to add rows or
columns to the table selected. The row/column will be inserted
in the manner shown in the picture selected. Click the picture
that corresponds to the manner in which the cell needs to be
added.

Rows/Columns can also be deleted by selecting the
row/column and Clicking the Delete Row or Delete Column
buttons.

The size of the individual cells can be increased to take up the

space of multiple cells with the Increase Rowspan/Increase
Colspan buttons. The picture on the button will show how the cell will “span.”

Decrease Rowspan/Decrease Colspan buttons reverse the action of the Increase
Rowspan/Increase Colspan and restore the cell spaces to their original sizes.

Edit a Table Figure 7.14

After selecting the button, choose the option “Edit
Table.”

A new pop-up window will appear with three tabs at the
top: AutoFit, Properties, and Style as seen here in this
figure 7.14.

AutoFit

a. If “AutoFit to contents " is selected the table will resize
so that it is only as wide or tall as the text/other that is
in each cell.

b. The “Fixed table width/height " will allow
administrators change the table dimensions by typing in
the dimensions in pixels in each box.

c. If “AutoFit to window ” is selected, the table will display
as large as possible on the frontend of the site.

d. To apply the setting Click the button or the button.

© 2008 Net Solutions NA. All Rights Reserved | www.netsolutionsna.com

Page 57 of 68



Examples of how an “AutoFit to Window” and “AutoFit to Contents” would look like are given below.

|AutoFit to window

|AutoFit to window

AutoFit to Contents|AutoFit to Contents|

Properties

The second tab will bring up a new window as
shown in this figure.

The “Alignment ” drop down menu allows
administrators to choose how to align the table. This

can also be done with the buttons from
the content editor.

The “Margin ” field will allow the administrators to
set the amount of blank space around and outside
the table that will not be usable.

The “Borders ” drop down menu will allow the
administrator to add a border to the table. The
options are 1 to 5 pixels’ width of border.

The “Collapse " option allows each cell to be
surrounded by its own border.

“Cell spacing ” is the amount of space between
each cell and the cells around them. If Collapse is

set to “No” each cell will appear in its own box when spacing is added.

Note: As an example, the first table in the figure below is collapsed with no spacing. The second

g.

is not collapsed and has a spacing of 2px.

Collapsed with borders

No spacing

INot collapsed with borders

|[2px spacing

“Cell Padding " is the amount of space between the text and the surrounding cell border. Both

Cell Spacing and Cell Padding are input in pixels.

The “Background ” option will allow administrators to select a background color or image. To

select a background color, Click the button. This will bring up a color palette from which

you can select a color.

To add an Image background to the table Click the
window.

button. This will bring up a pop-up
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J. Toload a picture Click the “Image

Source” button. This will bring up the
“Upload” page. This page works the same
way as the “Upload Image” window.

k. The “Repeat” drop down menu gives the
administrator the option to have the
image repeated until the end of the table.
“Repeat” will repeat both horizontally and
vertically.

I. “Repeat Horizontally ” will repeat only
horizontally and “Repeat Vertically ” will repeat only vertically. The “No Repeat” option will
display the image one time.

m. The “Horizontal/Vertical Align " will allow the administrator to align the picture relative to the
table. The options are Left, Right, or Center.

n. The administrator also has the option to align the picture manually by typing in the distance
from the top left of the table that they would like to display the image. This can be done using
pixels or by percent of the total table length/width.

Style

This tab will display a summary of the two previous tabs. This is displayed in CSS text format, and
can be edited to do the same things as the previous two tabs did.

Note: Editing should be done by experienced users only. Changes to this page affect the whole
table.

To Edit a Cell

1. The “Edit Cell” option will bring up a pop-up window similar to the “Edit Table” window. The
difference is that the options will only be applicable to the inside of the cell. As such “AutoFit to
Window” option will not be present in this window.

2. The “AutoFit " tab allows the user to auto fit the cell to the contents inside or to set the
dimensions manually.

3. The second tab “Properties " allows administrators to align text, wrap text, or add images to
specific cells.

4. The "White Space” drop down menu allows administrators to specify how to wrap the text or to
not wrap text. If “wrap” is selected the text will go onto the next line down once it reaches the
end of the cell. If “No Wrap” is selected, the text will continue to increase the length of the cell
until the end of the page.
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5. Choose “Background” options are the same as the “Edit Table” background options except
they are applied to the selected cells only.

6. The button will bring up a new window, were the administrator has the
option to change the text style, size, boldness, and script. These options are all editable
through the main content editor window.

7. The button will bring up a new pop-up window and allow the administrator
to select a border from a list. It will also allow the administrator to change the thickness of the
border as well as color. The last option on the pop-up window asks what sides of the table
administrators would like the border applied to.

8. At the bottom of the “Edit Cell” pop-up, there is a drop down menu that asks which cells to
format. Select the option as appropriate.

9. The “Style” tab displays a summary of the last two tabs in CSS text format.

Show /Hide Guidelines

Using this button, you can choose to have table guidelines to display or not inside the content
editor. By default, the guidelines are set to display for the cells and tables. If you Click on the

button, the guidelines will not display. If you Click once again on the button, the guidelines will
display again.

Styles & Formatting

The Styles & Formatting menu allows users to change the way text, paragraphs, lists, and boxes are
displayed.

1. First select the text, list, box, etc.

2. Click the button. This will bring up a menu (as seen in this figure) from which administrators
can choose what they would like to format.

Text Formatting
Selecting this option will bring up a Text Formatting window shown in figure 7.15. The current

selections are shown at the top of the pop-up window. How the text will display is shown in the
preview box at the bottom of the window.
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Font — The font can be changed by selecting the font name in the first Font box and Clicking the

button. This will move the selected text name to the second box. Multiple font types can
be selected. Browsers will display the font type at the top of the list first and if it is unable to
display it, it will go on to the next font type. To remove the font selection from the second box,

select the font and Click buton.

Style — The style of the font can be changed by Clicking on the style name in the third box from
the left. In figure 7.15 the style selected is Regular.
Figure 7.15

Size — The size of the font may be
changed in the fourth box from the left
by Clicking the desired size.

Background / Foreground - The color
of the text/foreground may be changed

by Clicking the button next to
foreground. This will bring up a color
palette from which administrators may
choose the color they want to use. The
background of the text may be changed

in the same manner using the
button next to Background.

Decoration — Decoration may be added
to the text by selecting the radio buttons

under Decoration heading. The manner in which they will display is shown in the preview box of
the pop-up window shown in figure 7.15.

Text Case — The radio buttons under Text Case are:
a. Capitalize — This will capitalize the first letter in each word.
b. Uppercase — This will display every letter capitalized.
c. Lowercase — This will display every letter in lowercase.
d. Not Set — This is the default setting.

Minicaps — The radio buttons under Minicaps are:
a. Not Set — This is the default setting.
b. Small-Caps — This will make every letter reduce in size and capitalize. The letters already
set to be capitalized will remain the same size. The preview box at the bottom of the
window will show how this is displayed.

Vertical — The radio buttons under Vertical are:
a. Not Set — This is the default setting.
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b. Superscript — This will make the selection smaller and raise it to the top of the text line

similar to using the button.
c. Subscript — This will make the selection smaller and lower it below the text line similar to

using the button.

Character Spacing — This option allows administrators to add extra space between each letter.
Click within the Character spacing box and enter the number of pixels desired.

Once all edits have been completed, Click the button.
Paragraph Formatting

If Paragraph Formatting is selected, a pop-up window will appear as shown in this figure below.

Alignment — This drop down menu
allows administrators to select how
the paragraph will display. The
options are not set, left, right,
center, and justify. The way each
option will display is shown in the
preview box at the bottom of the
pop-up window.

Indentation — This box defines
how much space there should be
at the beginning of each
paragraph.

Word Spacing — This box defines the amount of space between each word in the paragraph.

Character Spacing — This box defines how much space there should be between each
letter/character of the paragraph.

Line Height — This option defines the amount of space between each line of text.

Text Case — This drop down menu allows administrators to display the text in all Uppercase, all
Lowercase, Capitalized (first letter in each word Capitalized), or Not Set / None which is the
default.

White Space — This option allows administrators to define how the text will wrap around the
viewable screen.

Not Set — This is the default setting.
No Wrap — This will allow the text to continue in one long line.

Once all edits have been made, Click the button and the settings will be applied.
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List Formatting

Selecting List Formatting will bring up a pop-up window with two tabs at the top, one for Numbers
and the other for Bullets.

Numbered
The Numbered tab will show five formatting styles for adding numbers to the editor. See figure
7.16.
a. Select the Style by Clicking on the image showing the desired style: (1, 2, 3), (A, B, C), (a,
b. Below the style formats is a “Starting Number” text box. Click within the box and type in the

number that you want the numbering to begin on.

c. Below the starting number is a “Left Margin” drop down menu. This option defines the
amount of space between the left margin and the beginning of the numbers.

Figure 7.16 Figure 7.17

Bulleted
The Bulleted tab will show three different formatting styles for adding bullets to the editor.

a. Select the style by Clicking on the image showing the desired style.

b. Below the style formats is a “Using Image — URL” call box. Using this, administrators may
select an image to be displayed as a bullet.
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c. To add an image, Click the button and select an uploaded image.

d. Below the “Using Image — URL” box is a “Left Margin” drop down menu. This option defines
the amount of space between the left margin and the beginning of the bullets.

Once all edits have been made ,Click the button to apply.
Box Formatting

If the Box Formatting option is selected, a pop-up window will appear. This will allow
administrators to change the way radio buttons and other forms display. See figure below.

Border Style

The first box in the pop-up window
defines the style of border displayed.
To select, Click on the desired style.

Border Thickness

The second box defines the width of
the border selected. To select, Click
the desired thickness

Apply Border

The third box defines how the border
will be applied to the image and on
what sides. To select, Click the box
that displays the manner in which you
want the border to be displayed.

Color and Shading

The two buttons on the right side
of the window wiill allow administrators to choose the color of the radio button and the color of the

surrounding area. Click the button and a color palette will appear. Select a color from the
palette and it will be applied.

Margin
The margin fields define the amount of space around the radio button that will be colored. The
margins are entered in the Left, Right, Top, and Bottom text fields.

Padding

The padding fields define the amount of space between the radio button and margins of the
content editor.

Dimensions

This option defines the size of the radio button.

© 2008 Net Solutions NA. All Rights Reserved | www.netsolutionsna.com

Page 64 of 68



a. To change the size, Click within the Width/Height fields and enter the dimensions.

b. The dimensions may be entered in pixels or percent of original image size.

Once all edits have been made, Click the button to apply the settings.
Custom CSS

This tab will display a summary of the previous four tabs. This is displayed in CSS text format and
can be edited to do the same things as the previous tabs did.

Note: Editing should be done by experienced users only. Changes to this page affect the whole
text.

Style Selection 4

Clicking the Style Selection 4 putton will open up a small window inside the editor region. Displayed

inside this window are predefined style sheet classes. Administrators can opt to display the page
content from any of the class choices seen here. Some of the options are breadcrumb hover, main
table, image border, background common, news text, newslink, main title, info text, and heading to
name a few.

Note: Please contact your systems administrator to have a better understanding on how it works.
Embed Web Page

Using the Embed Web Page button, administrators can import content into the website from a
third party source. For example, you can reproduce another website on any page of your website. To
reproduce another website in your website’s page:

1. Open the page editor.

2. Keeping the cursor inside the editor area,
Click on the button.

3. A new pop-up window opens up asking you to
type in the page URL of the source to be
embedded/reproduced in your website as

shown in this figure.

4. Type in the hyperlink path in this Source text box field and Click button. In this case, we will
type in the URL of Google.

5. Now the external link will be applied to the page editor and you can see a message to that effect
displaying inside the page editor as follows: [TPL_EXTERNAL_http://www.google.com].
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6. Save page edits.

7. To test the embed web page function, Open the page on the frontend of your website.

8. Now you can see the Google page embedded in your web page with all the functions of the
Google as shown in the below figure. You can use this Google page just like as you would in a

normal browser window.

Note: When you type in the URL path, please note that you need to type the full path including http://
in the Source field. Also it is recommended to not have any other content on this page.
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Template Variables

Template Variables

Template variables are the predefined variables and advanced features of the UIS application. These
dynamic add-on elements can be incorporated into any web page. They are easy-to-use tools and
are customizable to suit the needs of the unique characteristics of your website. To place a template
variable in your website:

1. Open the page editor.

2. Keeping the cursor inside the editor area, Click drop arrow.

3. This action opens up the template variables drop down menu. You can see the add-on modules in
this menu.

4. Select and Click the module you want for that page. In this case, we will select
Register. This places a Registration Form on the frontend of your website.

Note: You can also have page content (text, image, video, etc) both above and below a template
variable.

5. You will now see [TPL_REGISTER] in the page editor.
6. Save page edits.
7. To test the template variable function, Open the page on the frontend of your website.

8. You will see a Registration Form in your web page as shown in the figure below.
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Note: Some of the available template variable options are Sitemap, Register, News, FAQ, Calendar,
Testimonials, Survey, Membership, etc. Depending on the UIS package you have purchased, you
might be able to see some or all of the template variables in the drop down menu
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