Deluxe News & Resources Tutorial OnYourMark, LLC

How to add materials to your News & Resource page 7 Fine Famdly of Gompanies
22603 West Main Street Ph: 262.820.8201 Fax: 262.820.8202 www.OnYourMark.com
Sussex, W1 53089 Outside Metro Milwaukee Call Toll Free: 800.747.3399 officec@OnYourMark.com

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- News & Resources

tions to administer all aspects of the Deluxe News & Resources page. o :
Category Admin

o Add/Edit/Delete Items
o Add/Edit/Delete Images

Category Admin

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!
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Add/Edit/Delete Items

About Items

“Iltems” 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.

Add Ttem
Categor

INaws 'I
Type

IMEssage vl

Title: (50 characters max)
|Happ_l,l Mew Year

Description:

(Enter a description for your PDF, link or message, or content for an HTML page.
The "Description” will be truncatad after 250 charactars; in the casa of an HTML
page, your entire Description will appear on the new HTML page that is created.)

Ao|a]

The staff at OnYourldark, LLC wishes you a safe and prosperous New Year!

= = = £E iE
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™ view Source

Archive this item?
(This will imrnediataly put the item in the selected category's archive)

Cves F o

Showt this item?
@ves O Ho

Open in new window?
Cveg & o

sdditem |

The example to the right shows how the above message will appear on
the public News & Resources page.

MNews

Happy New Year

Updates, news and messages from OnvourMark, LLC

The staff at OnvourMark, LLC wishes you a safe and prosperous Mew Year!
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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.

Add Ttem
Categor

‘wieb Calendar  ~
Type

Link -

Title: (50 characters max)
Orivoutdark, LLC Wweh Calendar

URL (Faor links only}

[http: 7. rypovmmatk.comdcalendar

or an HTML page.
= of an HTML

is created.)

A ole |

iew the OnYourlvark, LLC Weh Calendar to see new sites live, trade shows, events,
olidays and more!

™ wview Source

Archive this item?
(This will irmraedistely put the item in the selected category's archive)

Tves  ® o
Show this item?
Bives Cno
Open in new window?
Cves ®ng

Add ltem |

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.

Web Calendar

holidays and more!

OnYourMark, LLC Web Calendar

¥4

wWiew the OnvourMark, LLC Web Calendar to see new sites live, trade shows, events

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 Iltem: 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 ltem again to proceed with adding the item.

Add Item
Categor

Client Alerts -
Type

FOF -1

Title: (50 characters max]
[December 9. 2004 Client Alert

File (For PDF)
|1|t\Dacernhal 2004 Client Alerttdec092004clientalert pdf  Browse. I

Description:

(Enter a description for your POF, link or message, or content for an HTML page.
The "Description” will be truncated after 250 characters: in the case of an HTML
page, your entire Description will appear on the new HTML page that is created.)

| — |1 > |

B 7 U =

eh Browser Window Hijacking

™ view source

Archive this item?

[Thiz will irmrediately put the itemn in the selected category's archive)
Cves @ np

Show this item?

Fves  Cno

open in new window?

fives CnNo

Add Itemn

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.

Client Alerts

December 9, 2004 Client Alert
fUpdatad: 12/09/2004] fFilasiza: I13%]

Web Browser Window Hijacking

Client alerts keep our clients up-to-date on viruses, scams, spam and other timely Internet-related topics.

For information on preparing PDF files for the web, please consult our Image/PDF Upload Tutorial at:

http://www.onyourmark.com/tutorials/pduploadtutorial.pdf
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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 ltem” 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.

Add Item
Categor

Fress Relesses =
Type
o=

Titlez: (50 charactare s
[tveubobden Fenorists corm Now Leve!

e e A D@

B s U EEIE|—|E
iR Lbiler Fersorcils com Gin now be Incited on e Woell Wads Wb il -
e thelnsh cm. theBubbler Personals is a sister suie 1o
wrarw theBubbler. com, Wisconsin's Source
theHiuibibler Persoreils 1s @ saife, elrm, fim way o meel peogile rilme) Free meribe s
Rllows you 1o browee personals and create your own. Premium Membershap is onby
§99.95 for a full year. thelubbler Personals iz spam-free and respects your prvacy,

rour information is never sold Mest thousands of new Wisconsa friends at theBubbler
[Persomsids!

 Corn i 3 Wi in portal that offers free classified advenising, statesade
sireaming nevs headings, ks to every village, civ sad couely siaemide, Wisransin =)
T view source

Archive this itemi

(This will immediately put the iterm in the selected categery’s archive)

Cves ®no

Showe this item?

Fves O No

Open in new window?
Covpe  F Mo

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
ceed with adding the item.

Title Tag (50 characters max)
(This appears in the top left of the hrowser window)

|theButher Perzonals- Wisconsin Personals, Dating

Meta Keywords
(Enter up to 30 words, separsted by cornmas)

wisconsin perscnals, wisconsin dating,
online perscnals, online dating,
singles, matchmaking, romance,
friendship, companionship

Meta Description
(Enter up to 255 character description)

Online persconals website featuring
Wizconsin men and women seeking dating
and friendship.

Add ltem I

appear. Click Add Item again to pro-

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.

Press Releases

theBubblerPersonals.com Now Live!

theBubbler Personals.com can now be located on

Read the lakest press releases from OnYourMark, LLC

the World Wide Web at www theBubblerPersonals.com. theBubbler Personals

i 3 sister site to www.theBubbler.com, Wisconsin's Information Source, theBubhler Personals is 3 safe, clean, fun wa... Mare Info
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Add/Edit/Delete Images

Images may be added to all items on the News & Resources page. Mes- Add Image
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. Image File:
[Irmage may be sither  gif, .jpa, or .pngl

I.f-.ls & Resources Deluxe'\Masterthebubblerperzonalz.jpg - Browse... I

Image Caption: (100 charactars max)
|theButherF‘ersonaIs.com

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:

Add to which Item?
I theBubblerPersonals. com Now Livel ;I

Show this image?

Image Caption: Enter a brief description of the image fives Cho
Image File: Click the Browse button to open a window showing your com- AddImage |

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

Editing and Deleting Items and Images

Editing Items

To edit or delete existing items, click the Add/Edit/

! . . .. . . Options | Category Title Description Type
Delete ItemS Ilnk in the main admlnIStratlon S.eCtlon' Edit MNews Happy New Year The staff at OnvourMark, LLC wishes you a safe and msg
Scroll towards the bottom of the page. Existing Delets prosperous New Year!
i i i i i Edit Weh OrYourMark, LLC Web Wi the OnYourMark, LLC Web Calendar t link
items WI" be IISted Ina table' YOU may sort items by Dele-l,te Caﬁandar CaTer?;I;rar ¥ siflg;vliv;: trgdzu;hc?v:fsj event.:, huﬁdeanvsa;na ;EUer:!BW &

click the blue text at the top of each column (ex: to =t ooe . | ool A EE
sort by titles alphabetically, click Title at the top of CEED |l | {jeE

Weh browser window hijacking pdf

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 onthe |, .. 4 M5 =1 <10 =
Add Item pages. You may edit any field on the item. At the bottom of the page, the date pdated: |12 [=1[ 28 &=} -
the item was posted will be listed in the Updated field. You can keep the date posted, or | = Egi jtam |

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 ltems 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 ltem

Editing Images

To edit or delete existing images, click the Add/Edit/Delete Images link

Options  Image Caption Visible? | Item

in the main administration section. Scroll towards the bottom of the T e e
.y . . . . . . . Delate .m L]
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 theBubbler Personals

may change any field of the image, including uploading a new image
over the old one.
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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 4
editor, the raw HTML code can be seen and edited. Un- B 7 1|
checking the box will reactivate the HTML editor. Click B before typing to create hold test.

A D> @

. . .. Click f hefore typing to create Aalicized text.
The features in the HTML editor are similar to those

found in Microsoft Word or other word processing pro- (Cfick U hefore typing to create underlined text.
grams. You may write text directory in the HTML or edi- _ _ .
tor, or cut and page text from another document. We rec- |[f= et is created by selecting the color red from the A fcon.
ommend typing text in Notepad, WordPad or any pro-
gram that allows you to save plain text (.txt) files. We do | L view source

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 T T T e B e e P e B e
. C s . ck <b=B</b> before typing to create <h=bold</h> text <bre<hr=Click <i><b=I<fbz<A>
you wish to use, then clickin the bOX.Where you YVISh to hefore typing to create <i=italicized</i= text <hr><hr>Click <u><h=U</h><fu> before
type. As you begln to type, your desired effect will ap- tvping to create <usunderlined<in> test. <br> <bre <font size="1"><zpan
pear. You may also type your text in the box, h|gh||ght it, style="font-family: verdana arial helvetica, sans-serif,"=Use the [Font] and [Size] options to
. . hange the font and size of text. <brs <brs <brs <fspane</font>
then select the option you wish to add. ¥

See Page 7 of this tutorial for an HTML Reference Guide and Sample.

Helpful Hints

o Use consistent capitalization on category titles, ~|Mews/ Resources Home : News / Resources
item t|t|es and descriptions The main NeWS & Welcome to the News / Resources section of our wehsite,

Resources page looks much neater if all capitali- | 3 et alerts
i e Rel
zation mgt.ches! o s fress Releaces
e When writing text for the Description on any ¢ Web Calendar
item, we recommend typing text in Notepad, Client Alerts
WordPad or any program that allows you to save | client alerts keep our clients up-to-date on viruses, scams, spam and other timely Internet-related topics.
plain text (.txt) files. We do not recommend cut- | pecember 9, 2004 client alert "

fupdated: 12/09/2004] [Filesiza; OK]

ting and pasting from Microsoft Word, as Word'’s
auto-formatting can sometimes cause errors in
the HTML editor. There are 0 more itams in the archives for this category

Wweh hrowser window hijacking

e 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 ltems to Display in the Category Admin section.
Reducing the number of items shown in a category will keep the page looking neat.
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HTML Quick Reference

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 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 One break tag Two break tags<br><br>Creates Two break tags
break between lines Creates a break between lines double spacing between lines

Creates double spacing between lines

HTML Example

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

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!

Write the text in a word processing program like this:

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!

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):

<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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