Deep Rooted – One page website management


Administration:

Each website will have an administrator who has permission to manage the site.  The administrator may give selected individuals permission to access the secure pages of the site.

To add someone to the permission list, the administrator would click on “Admin”, enter his/her User Name and Password and then follow the following links:

( Admin Links

( Site Settings

( Administration

( Manage Users

Select “Add Users” and then follow the instructions for adding users.

The administrator will then select the level of permission for each person, depending upon what he/she wants each person to be able to do; as follows:
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	Reader - Has read-only access to the Web site.
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	Contributor - Can add content to existing document libraries and lists.
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	Web Designer - Can create lists and document libraries and customize pages in the Web site.
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	Administrator - Has full control of the Web site.


Editing Content:

Sign in using your user name and password.

Select:

(Modify Shared Page (found on the left menu bar at the bottom)

( Modify Shared Web Parts

You will see a menu of web parts that are available to edit – select the one you wish to work on.
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Go to the section of the page that you wish to edit and click on your selection (header, centre panel etc.); this will open the editor page (see example 1 below).  

Example 1 – open the editor page
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Select "Edit Content" to open the r.a.d. editor, which is the program for editing the content (see Example 2 below). The r.a.d. editor has basic features of MS Word.  Make changes to the page content (add text, photos, tables, bulleted points, etc. see below for more information). When you are done select "Update" and the r.a.d. editor will close.  

Example 2 – open the r.a.d. editor to edit content
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	To see and save your changes you need to select “OK” or “Apply” on the right hand panel of the editor page.

“OK” will apply all the changes and close the editor; you will then view the page with the changes.


”Apply” will apply changes, but the editor will remain open.  You can review what you have done and then select "Edit Content" again to continue working on the same page.  

To move to another part of the page, select Modify Shared Page - "Modify Shared Web Parts" and select the next section you wish to edit.


	



Tables:

You may wish to use a table to help manage your content - insert a table from the r.a.d. menu; merge and modify cells as necessary; then insert text and photos.  

Images

You can add photos, images or graphics to the website with the r.a.d. editor.  Click on the “Image Manager” Icon.  
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Click on the Upload Image tab. “Browse” to select an image from your hard drive; once you have found the image click on “Upload”.  The image will be stored in a shared image file on your site.  You will then have a choice to “insert” the photo, or you may just click on the red X to close the image manager.
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To insert the photo click on the image name in the Image Library list; you will see a preview of the image in the right window.  Click Insert.
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Set Image Properties

Once you have the image on your r.a.d. editor page you can change its properties.

Right click on the image and select “set image properties”.
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Please note that you can:

· Add a border – by selecting a width and colour

· Align the photo

· Adjust the spacing 

· Change the size – make sure that you click on the Constrain icon (chain-link) to maintain the aspect ratio of the image.
Click “OK” when you are done to close the Set Image Properties” Screen.

Click “Update” on the r.a.d. editor and then “OK” on the right hand panel.

You will now see what the website looks like.  

You can go back and make changes until you are satisfied with the result.

One Page Website Logos

To add a logo or graphic to the upper right hand corner of your website follow the same steps for inserting an image as explained above.  

      Image Manager Icon





      Upload Image





      OK or Apply





         Edit Content





  Upload








  Insert
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