Administrators Guide – Managing Content
Logging In
In order to have full access to the system and its capabilities, each administrator must know the password for the system.  

1. To access the site, type http://www.northmetromiracleleague.org/ in the address box in any web browser.

2. There is an invisible link located at the bottom of the left hand side of the page (on the same level with Home/Contact bar).  This link is available on any page within the website.  To locate it, move the mouse to the left until the hand appears; to access editing features of the page the administrator is currently on, click on the invisible link.

Figure 1 – Log in link
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3. The Log In page will now display. The administrator needs to enter the password and then click the Log In button.
4. If the administrator enters the wrong password, the screen reloads and the administrator is prompted to enter the password again.

When the administrator enters the right password, the system will immediately take the administrator to the edit page.  From this page, the administrator can manage the content for a particular page.  The administrator can also access the website’s “system setup,” “database manager,” and “help screens.”
Selecting the Page to Edit

After logging into the system, the administrator can edit the contents of the page from which they logged in.  To edit a different page, the administrator must select the desired page from the navigation links on the left.  Once the selected page is displayed, the administrator must click the invisible link to edit the content of this page.  
NOTE:  the “Calendar” page cannot be directly edited, as it is a compilation of calendar events from all pages.
Figure 2 – Edit Screen
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Editing Content

The first thing that the administrator must set is the page title, located at the top of the page.  The page title determines what is displayed in the top bar of the Internet browser.  Below the page title text box is a text box where the administrator sets what the text and its formatting are for each section of the page.  
The “header” can be thought of as event title or section title.  In the large textbox with the label “section:” in the top left corner, the administrator will place all of the text for that particular event.  For instance, if the page you are editing requires three events to be listed, each “section” divided by horizontal lines will contain the text for only one of the three events.  If there are no empty sections, yet you want to put in other sections on the page, click the “save and continue edit” button at the bottom of the page.  This will save the changes that you have made and will insert a blank section at the bottom if there is not one already present.

Using the Formatting Control Panel

Figure 3 – Formatting Control Panel

[image: image3.png][Upcor

[ever






The small control panel below the words “section:” is useful for formatting text, among other things (Figure 3).  The textbox directly below the word “section:” is used to determine the order that the section will appear on the published page (in the figure above, the section related to this control panel would appear twelfth).  This means that the order of the sections in the editor does not represent the order in which they will appear when they are published, unless they are ordered sequentially in the editor. 

Below the “section textbox” is a group of 8 icons.  The first icon (upper left corner) is used to insert a hyperlink.  Upon clicking this icon, which looks like the globe, follow the on-screen instructions, which ask the administrator to input the text of the hyperlink and the url.  
Figure 4 – Insert hyperlink or internal link
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To insert a link to an internal page of the website, click the icon in the upper-right corner, which looks like a white piece of paper (Figure 4).  Follow the on-screen instructions, which ask the administrator to input the text of the hyperlink and the “page address.”  The page address will be entered in the format of “/photo_gallery” to go to the photo gallery page (be sure to input an underscore character if there are any spaces in the navigation link).  Simply input a “/” in front of the title of the page from the navigation links on the left.
Figure 5 – Insert Calendar event or Image

[image: image5.png]




The next row of the “formatting control panel” allows the administrator to show calendar events in the selected section and to insert an image (Figure 5).  Follow the on-screen instructions to insert calendar events.  
Figure 6 – Selecting an Image
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To insert an image, the administrator must first scroll to the bottom of the page and select an image file by clicking the “Select image to insert” button (Figure 6 above).  The window that opens will display all the images contained within the “images” folder off of the root directory of the site.  To upload a new image, use the “Browse” button to locate an image followed by the “Start Upload” button (to upload multiple images, use an ftp program, trust us).   Once uploaded, or to insert an image that already is in the images folder, simply click on it.  This should return you to the Figure above (image filename should now be inserted automatically into the “Image File:” textbox.  The image width and height are automatically calculated.  You can enter a description of the image which will popup upon scrolling over the image as well.  After these parameters are set, place cursor within the appropriate section where the image needs to be inserted.  Then, click the “insert image” button.

The last two rows of the “formatting control panel” allow the administrator to format text.  The options include bold, italics, bulleted list, and numbered list.  To apply formatting to text, highlight the appropriate text and click the desired button.
Figure 7 – Format Text

[image: image7.png]



Setting Event Times


The content of the website can be set to dynamically appear and be removed based on the start and expire times assigned to each section.  Also, each section can optionally be assigned an “event” date and time, which will automatically add this section to the calendar.
Figure 8 – Section Start and Expire Times
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The time and date of the “start”, “event”, and “expire” options are set in the text boxes located to the right of the section text (Figure 8).  There is a date picker to assist in setting the date.  This is represented by an icon that looks like a calendar.  Dates are represented using the format: xxxx-yy-zz aa:bb:cc, where “xxxx” represents a 4-digit year, “yy” represents a 2-digit month, “zz” represents a 2-digit day, “aa” represents a 2-digit military hour (where 18 = 6:00 pm), “bb” represents a 2-digit minute, and “cc” represents a 2-digit second.
When a new section is added, the start time is automatically entered as the current time.  This will allow the new section to be displayed immediately.  A section’s start time can be set to a later time and date.  By doing this, the administrator can input information on the website, but not allow it to be displayed until the specified time.  This can be very useful if you can’t access the website for updates often.
The same can be done with automatically removing content from the website by setting the expire date and time.  If information should no longer be displayed after a certain date and time, set the expire time and it will be removed from the website at that specified time (the information is still stored in the database though).

The event time for a section determines the time and date where the selected section will occur.  This also determines what day the section will appear on the calendar view.  Sections with an event time and date will appear both on the page that they are originally entered on, as well as on the calendar page.
Deleting a Section of Content

To permanently delete a section of content (this section will not only be removed from the current page, but will be removed from the database as well, and cannot be recovered), simply check the “delete:” checkbox and click either of the “Save…” buttons.
Administrators Guide – Photo Bar


The photo bar will randomly display 5 thumbnails across the top of the website.  These photos will change each time the viewer refreshes the page or navigates to another page within the site.  Viewers can click a thumbnail to view a larger version of the same picture.
Figure 9 – Photo Bar
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Inserting More Pictures
To add more pictures to the website, the administrator must follow these steps.

1. Create thumbnails of each image in the JPG format with a standard height of 80 pixels.  Adjust width automatically to maintain original aspect ratio.  The thumbnails must be named “thumb_image_xxxx.jpg”.  The “xxxx” must be a number to identify the image.  It is highly recommended that the administrator look on the website to find the highest numbered photo, and number the additional ones sequentially after it.  This will keep the randomizer from loading numbers of photos that do not exist.

2. Larger versions of the thumbnails should be in JPG format.  It is recommended that the full-sized images have a resolution of no more than 640 pixels by 480 pixels.  The full-sized images must be named “image_xxxx.jpg”.  The “xxxx” must be a number to identify the image, which correlates to the 4-digit number of its thumbnail.  

3. Upload all of the thumbnails and full-sized photographs to the “/photos” directory of the website.  This can be done using a file transfer application, such as FTP or the site manager from Dreamweaver.

4. Open the “photos.php” file located in the “/www” directory of the website in a text editor.  This can be done by downloading the file using an FTP program.  In the first few lines, the administrator will find the line that determines the total number of photos.  The code will be in the format of “$totalImages = x” where x is equal to the number of photos on the website.  It is most likely that “x” will be equal to the 4-digit number of the highest numbered photograph (NOTE: remove any preceding zeros). 
5. Save the changes that were made to “photos.php” and upload the file to the “/www” directory.  
System Setup
To add or edit navigation links, add or edit administrator passwords, and to edit server specifications, the administrator must access the system setup screen.  The system setup screen is accessed by clicking on the fourth icon from the left in the top right corner of the edit screen (Figure 10).  The administrator will be presented with a pop up window which has three hyperlinks: “Main Menu Setup,” “Set Editor Password,” and “Edit Configuration.”
Figure 10 – System Setup Icon
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Updating Navigation Links


To update the website’s navigation links, the administrator must click the “Main Menu Setup” link.  To add a completely new link, simply enter a new link in the text field at the bottom, and click “Save Menu entries.”  Navigation links are displayed in the order in which they will appear on the site.
NOTE: the first letter of each link is automatically capitalized when the page is displayed in a browser.  

The administrator may only add one link at a time.  To add multiple links, type the text for the new link in the text box at the bottom and click the “Save Menu entries” button.  A new (blank) textbox will automatically appear at the bottom of the list.

To remove a link, simply highlight the text, push the delete button on the keyboard, and click the “Save Menu entries” button.

Setting Administrator Passwords
To update the website’s administrator passwords, the administrator must click the “Set Editor Passwords” link. To add a completely new password, simply enter a new password in the text field at the bottom, and click “Save Editor passwords.”

The administrator may only add one password at a time.  To add multiple passwords, type the text for the new password in the text box at the bottom and click the “Save Editor passwords” button.  A new (blank) textbox will automatically appear at the bottom of the list.

To remove a password, simply highlight the text, push the delete button on the keyboard, and click the “Save Editor passwords” button.

Editing Configuration
To update the server’s specifications, the administrator must click the “Edit Configuration” link.  This is a very advanced option and should have already been configured for your server.  You have been warned!
Some of the settings on this page affect the visual appearance of the template system, although most of the settings on this page only affect the server and how it interacts with the template page.  If you feel comfortable making changes to this screen, feel free to do so, but be sure to backup the database before making any questionable changes.

Database Manager

All website content is stored in a mySQL database located on the server.  To view or edit tables within the database, click on the “Database Manager” icon (Figure 11).  

Figure 11 – Database Manager Icon
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It is recommended that the administrator use php MyAdmin, which can be accessed through the hosting company’s website.  The database manager is not fully developed; Therefore, it should only be used to view information within the database, and should not be used to edit tables within the database.[image: image12.png]



