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 Using Contribute CS3 to edit an organizational a website:  Windows

Here is how you connect to a site in Contribute using a Connection Key.
 

1. Double click on the Connection key which will launch the site in Contribute

2. Connection Key password is (get from site admin)

Note:  If your connection key does not work or is lost, refer to Appendix A on how to make a connection without a connection key.

The connection key looks something like this:
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How to Edit a Page

After you double-click on the connection key, it will launch Contribute and connect to your site.  It will look something like this:
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· Use this screen like a browser to go to the page you want to edit.

· Click the EDIT PAGE button[image: image3.png]© Adobe Contribute CS3 - [Department of Biological Sciences - lllinois State University]
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· This will open the page in an editor

· Make your changes and then click the PUBLISH button[image: image4.png]© Adobe Contribute CS3 - [index.shtmi]
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That’s pretty much it.

How to add a picture

· Resize your image in an image editing program BEFORE you add it to the webpage.

· When you are in edit, place your cursor where you want the picture to be.
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Click on the IMAGE icon at the top of the screen and select where your image is (it will save the image to the images folder within the website).

· Give it an alt tag (for site readers for the visually impaired) and click ok.

How to make a link

· Type in the text you want to link from
· Make sure you don’t just highlight “click here” or “more…” 

· Instead you want to make the link meaningful to site readers for the visually impaired

· Highlight the text
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· Select Browse to webpage

· Click on the browse button[image: image7.png]=) oy e
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· This will bring up a browser window which will begin with the homepage of your site listed.  
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How to properly use Headings

· You will not be creating your own styles for text

· Each page has only one Heading One

· This is used by search engines, handheld devices, and accessibility tools.

· You do not want to skip from a Heading One to a Heading Six.  You need to have Heading Twos
· Under Heading Twos, you will have heading threes, and so on

· To get a heading, highlight the text you want to be a heading

· At the top of the screen , just below the Publish button, you will see your style drop down list.

· Select the heading style you want to use

How to create a new page that has the correct navigation showing on the left

· Browse to the page on your site that you want to copy

· Go to FILE – NEW

· Select Copy of Current Page

· In the lower right hand corner, add a title for the page (make it Your Department Name – Page Title

· Click OK

· Add a new Heading One

· Add your new content

· Publish the page

· Give it a file name

· Make sure to make a link to this when you are ready

How to add more navigation links on the top or left link bars

· This is something that only the main webmaster can do via DreamWeaver
· Send them a request with the text you want

· Whether it is a main link or a secondary link (indented under a main link)

· Send them the filename that it should be linked to

· What folder the file is saved in (or section of the site such as Research)

How to add a Special box on the right

· We have created a nice little box with a border and a special Heading Two that can be put onto each page

· This is good for pictures or special announcements

· You will see a link to template properties at the top of the page
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· Click on Box Special

· Check the box for Show BoxSpecial

· Click ok

· Highlight text that you want as a heading or caption and make it a Heading two

How to copy over text from Word, email, etc

· Don’t just paste text in from Word or other programs

· This brings in LOTS of extra code and can really really screw up your page

· Instead, paste into Notepad to strip out the formatting and then copy from there and place into your webpage
How to rollback to a previous version of your page

Yah, it is inevitable that something will go wrong after you have saved the file…maybe even after you have saved it a few times (or another editor has changed it).  We have it set so that you can go back up to 3 versions ago.

· Go to FILE – Actions – Roll back to previous version

· It will show a list of 3 versions to rollback to

· If you click on a version, it will show a preview in the screen below.

· Click on the Roll Back button to revert to that version
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Appendix A:  How to connect without the connection key.
 

1.  Launch Contribute
2.  Click on Website Connection
3.  Connect to Website
4.  URL is http://www(01 thru 20).lilt.ilstu.edu (whatever number 01-20 that the site admin told you it was)
5.  Connect local/network
6.  Network path is \\lilt-vetri\dev\dept2008 (instead of dept2008 whatever your dev site name is)
7.  Full Name and email address (for shared sites)
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Click continue
Click finish

You are now connected.

Browse to the page you want to edit.

Click on the Edit button.

Once you have made your changes, click on the Publish button.

