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Overview 
The Deluxe News and Resources page allows you to add links, HTML pages, PDFs and text to your website. 

Logging in to Admin 
Your Deluxe News & Resources admin is located at: _____________________________________________________ 
 
Your User Name is: ________________________________  Your Password is: _______________________________ 
 
When logged in, you will see the administration options listed.  You will return to these op-
tions to administer all aspects of the Deluxe News & Resources page.  

Category Admin 
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All items placed on the Deluxe News & Resources page are sorted into categories.  To ad-
minister categories, click the Category Admin link in the main administration section. 
 
Adding A Category 
To add a category, fill in the fields as shown: 
Category: Enter a brief title for the category 
Category Description: Describe the items this category is for. 
Number of Items to Display: The number entered here will tell the Deluxe 
News & Resources page how many items to show in the category before 
archiving.  For example, if “5” is entered in this box, five items will show on 
the public News & Resources page under this category.  When a sixth item 
is added, the oldest item will be sent to the archives. 
Show This Category: Check “Yes” to display the category on the public 
News & Resources page; check “No” to prevent the category from display-
ing.  You may wish to select “No” if you are building up the category for a 
later debut.  The category status may be edited at any time. 
 
When all fields are complete, click the Add Category button.  A confirmation screen will 
appear.  Click Continue to proceed with adding the category.  Click Cancel to cancel 
your actions. 
 
After clicking Continue, a red line of text will appear at the top of the screen that says 
Category has been added.  This confirmation lets you know that the category addi-
tion was successful. 
 
Arranging, Editing or Deleting A Category 
To arrange, edit or delete existing categories, click the Category Admin link 
in the main administration section.  Scroll towards the bottom of the page.  
Existing categories will be listed in a table.  To change the order of how 
categories are listed, use the arrows under the Order column to move the 
category up or down.  The order of the categories in this table will mirror 
how the categories are shown on the public News & Resources page.    
 
Click Edit to revise a category, click Delete to remove the category entirely.  
When Edit is clicked, you will be presented with the same category admin 
screen shown above.  You may edit any field of a category.  Be careful 
when deleting categories… all items posted under the category will be deleted along with the category!  If you wish to 
keep the items, be sure to move them to another category first! 
 
 

News & Resources 
 

• Category Admin 

• Add/Edit/Delete Items 

• Add/Edit/Delete Images 



Add/Edit/Delete Items 
About Items 
“Items” are the components that can be added to the Deluxe News & Resources page.  There are four types of items 
that can be added: 
 
Message: A plain-text block of content that will appear on the public News & Resources page.  The “Message” option is 
intended for brief text blurbs.  If you wish to post long text articles, select the “Page” option. 
Link: A link to a website that includes a description of what visitors will find when clicking the link 
PDF: A PDF file; the PDF will display with a title, description and link to the file 
Page: A HTML page that will open from the public News & Resources page 
 
To administer items, click the Add/Edit/Delete Items link in the main administration section. 
 
Adding A Message 
To add a message, fill in the fields as shown: 
Category: Select the category that the message will display under 
Type: Select Message 
Title: Enter a title for the message 
Description: Enter a description, or the body, of your message 
Archive This Item: Selecting “Yes” will place the message in the selected 
category’s archives.  This is useful for back-dating messages.  If you 
want the message to appear on the public page as usual, click “No.” 
Show This Item: Select “Yes” to make the message to appear on the pub-
lic page as usual.  Select “No” if you have chosen “Yes” under the 
“Archive This Item” option. 
Open In A New Window: Leave this box checked as “No.” 
 
When all fields are complete, click the Add Item button.  A confirmation 
screen will appear.  Click Add Item again to proceed with adding the item. 
 
 
 
 
 
 
The example to the right shows how the above message will appear on 
the public News & Resources page. 
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Adding A Link 
To add a link, fill in the fields as shown: 
Category: Select the category that the link will display under 
Type: Select Link 
Title: Enter a title for the link; this text will be what the visitor clicks on to activate 
the link 
URL: Enter the full address of the page you are linking to, including the http:// 
portion (ex: http://www.onyourmark.com) 
Description: Enter text describing what visitors will find when clicking the link 
Archive This Item: Selecting “Yes” will place the link in the selected category’s 
archives.  This is useful for back-dating links.  If you want the link to appear on 
the public page as usual, click “No.” 
Show This Item: Select “Yes” to make the link to appear on the public page as 
usual.  Select “No” if you have chosen “Yes” under the “Archive This Item” op-
tion. 
Open In A New Window: Selecting “Yes” will cause the link target to open in a 
new browser window when clicked on.  Selecting “No” will cause the link target 
to open in the current browser window.  If you are linking to external pages (not 
on your own URL), we recommend selecting “Yes” so the visitor does not leave 
your website when clicking the link. 
 
When all fields are complete, click the Add Item button.  A confirmation screen will appear.  Click Add Item again to pro-
ceed with adding the item. 
 
The example to the right shows how the above link will appear 
on the public News & Resources page.  Clicking the blue title 
or link icon opens the link. 

Adding A PDF 
To add a PDF, fill in the fields as shown: 
Category: Select the category that the PDF will display under 
Type: Select PDF 
Title: Enter a title for the PDF; this text will be what the visitor clicks on to 
open the PDF 
File For PDF: Click the Browse button to open a window showing your com-
puter.  Locate and select the PDF you wish to upload.  Click on the file’s 
name, now click the Open button.  The path to your file will now show in the 
box. 
Description: Enter text describing the content of the PDF 
Archive This Item: Selecting “Yes” will place the PDF in the selected cate-
gory’s archives.  This is useful for back-dating PDFs.  If you want the PDF 
to appear on the public page as usual, click “No.” 
Show This Item: Select “Yes” to make the PDF to appear on the public 
page as usual.  Select “No” if you have chosen “Yes” under the “Archive 
This Item” option. 
Open In A New Window: Selecting “Yes” will cause the PDF to open in a 
new browser window when clicked on.  Selecting “No” will cause the PDF to 
open in the current browser window.  We recommend selecting “Yes” so all 
PDFs open in a new window for the user’s convenience. 
 
When all fields are complete, click the Add Item button.  A confirmation 
screen will appear.  Click Add Item again to proceed with adding the item. 
 
The example to the right shows how the 
above PDF will appear on the public News 
& Resources page.  Clicking the blue title 
or PDF icon opens the PDF file. 
 
For information on preparing PDF files for the web, please consult our Image/PDF Upload Tutorial at: 
http://www.onyourmark.com/tutorials/pduploadtutorial.pdf 

pdnewsandresourcesdeluxe.pub Eff:Jan05 Page 3 of 7 



Adding A Page 
To add a Page, fill in the fields as shown: 
Category: Select the category that the Page will display under 
Type: Select Page 
Title: Enter a title for the Page; this text will be what the visitor clicks on to open 
the Page 
Description: Enter the content for your web page here. 
Archive This Item: Selecting “Yes” will place the Page in the selected category’s 
archives.  This is useful for back-dating Pages.  If you want the Page to appear 
on the public page as usual, click “No.” 
Show This Item: Select “Yes” to make the Page to appear on the public page as 
usual.  Select “No” if you have chosen “Yes” under the “Archive This Item” option. 
Open In A New Window: Selecting “Yes” will cause the Page to open in a new 
browser window when clicked on.  Selecting “No” will cause the Page to open in 
the current browser window.   
 
 
 
 
 
 
The Page item allows you to add an optional title, description and keywords tag to 
the HTML page.  Optimizing the page with these tags is helpful in boosting the 
page’s search engine rankings.  Enter data in these fields as follows: 
 
Title Tag: Add a few keywords describing what the page’s content is about 
Meta Keywords: Enter up to 30 words or phrases, separated by commas, describ-
ing the page’s content 
Meta Description: Enter a brief description of the page’s content; try to include key-
words in this sentence. 
 
For more information and resources on creating title and meta tags, visit 
www.RegisterSuccess.com. 
 
 
When all fields are complete, click the Add Item button.  A confirmation screen will appear.  Click Add Item again to pro-
ceed with adding the item. 
 
The example to the right shows how the above Page will 
appear on the public News & Resources page.  Clicking 
the blue title or Page icon opens the Page. 
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Images may be added to all items on the News & Resources page.  Mes-
sages, PDFs and links can have one image added; the image will appear with 
the Message, PDF or Link on the main News & Resources page.  Pages may 
have up to 10 images added; if you require more images for a Page, please 
contact us.  
 
In order to add an image, the item must be created first.  Once the item has 
been created, click the Add/Edit/Delete Images link in the main administration 
section.  To add an image, fill in the fields as shown: 
 
Image Caption: Enter a brief description of the image 
Image File: Click the Browse button to open a window showing your com-
puter.  Locate and select the image you wish to upload.  Click on the file’s 
name, now click the Open button.  The path to your file will now show in the box. 
Add To Which Item: Using the drop-down menu, select the title of the Message, Link or Page you wish to add the image 
to 
Show This Image: Select “Yes” to make the image appear with the item.  Select “No” to upload the image but not make it 
public. 
 
When all fields are complete, click the Add Image button.  A confirmation screen will appear.  Click Add Image again to 
proceed with adding the image. 
 
For information on preparing image files for the web, please consult our Image/PDF Upload Tutorial at: 
http://www.onyourmark.com/tutorials/pduploadtutorial.pdf 

Add/Edit/Delete Images 

Editing Items 
To edit or delete existing items, click the Add/Edit/
Delete Items link in the main administration section.  
Scroll towards the bottom of the page.  Existing 
items will be listed in a table. You may sort items by 
click the blue text at the top of each column (ex: to 
sort by titles alphabetically, click Title at the top of 
the column).  Click Edit to revise an item, click De-
lete to remove the item entirely. 
 
When Edit is clicked, the content of the item will appear in the same fields shown on the 
Add Item pages.  You may edit any field on the item.  At the bottom of the page, the date 
the item was posted will be listed in the Updated field.  You can keep the date posted, or 
change the date to backdate your entries. 
 
Backdating Items 
If you post an item today and wish to backdate the entry date on the News & Resources page, follow the steps below: 
 
1) Click the Add/Edit/Delete Items link in the main administration section 
2) Add the item as usual and save 
3) Click the Add/Edit/Delete Items link again, scroll down to the table of existing items 
4) Click Edit next to the item to access administration 
5) Scroll down the page to the Update field 
6) Enter the date desired and click Edit Item 
 
Editing Images 
To edit or delete existing images, click the Add/Edit/Delete Images link 
in the main administration section.  Scroll towards the bottom of the 
page.  Existing images will be listed in a table. Click Edit to revise an 
image, click Delete to remove the image entirely.  When editing, you 
may change any field of the image, including uploading a new image 
over the old one. 

Editing and Deleting Items and Images 
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The HTML Editor 
The Deluxe News & Resources Page contains a built-in HTML editor in the item Description fields.  The editor can be 
used to add effects to the text appearing in the Description field. 
 
When the View Source box is checked below the HTML 
editor, the raw HTML  code can be seen and edited.  Un-
checking the box will reactivate the HTML editor. 
 
The features in the HTML editor are similar to those 
found in Microsoft Word or other word processing pro-
grams.  You may write text directory in the HTML or edi-
tor, or cut and page text from another document.  We rec-
ommend typing text in Notepad, WordPad or any pro-
gram that allows you to save plain text (.txt) files.  We do 
not recommend cutting and pasting from Microsoft Word, 
as Word’s auto-formatting can sometimes cause errors in the HTML editor. 
 
When using the HTML editor, you may click the option 
you wish to use, then click in the box where you wish to 
type.  As you begin to type, your desired effect will ap-
pear.  You may also type your text in the box, highlight it, 
then select the option you wish to add. 
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See Page 7 of this tutorial for an HTML Reference Guide and Sample. 

Helpful Hints 

• Use consistent capitalization on category titles, 
item titles and descriptions.  The main News & 
Resources page looks much neater if all capitali-
zation matches! 

• When writing text for the Description on any 
item, we recommend typing text in Notepad, 
WordPad or any program that allows you to save 
plain text (.txt) files.  We do not recommend cut-
ting and pasting from Microsoft Word, as Word’s 
auto-formatting can sometimes cause errors in 
the HTML editor. 

• As categories and items are added, the main 
News & Resources page can get very long!  This requires visitors to scroll down; it also makes the page print on 
many sheets of paper!  As your page grows, adjust the Number of Items to Display in the Category Admin section.  
Reducing the number of items shown in a category will keep the page looking neat.  



As you use the Description field, you may become comfortable with writing HTML.  Below are some basic HTML com-
mands.  To have these effects appear in the Description field, copy the tag and replace the content in red. 
 
Bold: <b>text between these tags will appear bold</b> 
 
Italic: <i>text between these tags will appear italic</i> 
 
Email Link: <a href="mailto:johndoe@domain.com">johndoe@domain.com</a> 
After the mailto:, enter your email address. 
Enter it again between the ></a>. 
This will appear as the text of your link: johndoe@domain.com 
 
Page Link: <a href="about.html">About Us</a> 
Enter the page name between the " ". 
Enter the page name between the ></a>.  Text entered here will appear as the page name in your link: About Us 
 
When creating links to external websites, you must write the domain like this: 

<a href=“http://www.domain.com” target=“new”>Website Name</a> 
The target=“new” will cause the external website to open in a new browser window. 
 
Some characters in HTML must be written with special codes: 
&= &amp; Example: Thank you & come again must be written as Thank you &amp; come again 
“”=&quot; Example: Our new “Specials” must be written as Our new &quot;Specials&quot;    
 
The <br> tag is used to create line breaks.  Adding more <br> tags creates more space between lines. 

HTML Quick Reference 

If you want the text in the Description to appear like this: 
 

 
 
 
 
 
 
 

Write the text in a word processing program like this: 
 

 
 

 
 
 
 
 
Add HTML to create effects and links, then copy and paste into the Description box with the HTML editor turned off 
(check the View Source checkbox to deactivate the HTML editor): 
 

 

HTML Example 

 Welcome to our new website! 
 
Visit our Capabilities page to see what we can do for you! 
 
Learn more about our company at the Company Profile page. 
 
See us at the Trade Show this month!  

Welcome to our new website! 
 
Visit our Capabilities page to see what we can do for you! 
 
Learn more about our company at the Company Profile page. 
 
See us at the Trade Show this month!  

<b>Welcome to our new website!</b><br><br> 
 
Visit our <a href=“capabilities.html”>Capabilities</a> page to see what we can do for you!<br><br> 
 
Learn more about our company at the <a href=“copro.html”>Company Profile</a> page.<br><br> 
 
See us at the <a href=“”http://www.tradeshow.com” target=“new”>Trade Show</a> this month!<br><br> 
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HTML for One Line Break Appearance of One Line Break HTML for Two Line Breaks Appearance of Two Line Breaks 

One break tag<br>Creates a 
break between lines 

One break tag 
Creates a break between lines 

Two break tags<br><br>Creates 
double spacing between lines 

Two break tags 
 
Creates double spacing between lines 


