Contribute Training Notes

10:15 a.m.

Introductions

· Brian welcomes

· Introduce self and web team (software issues) and OIT (connection issues)

· Attendance: Ask for name, cpu # and county and what you do

· Check user manuals, can follow along, manual good resource if you get stuck, roughly the same order

· We won’t have connectivity outside of our pages we’ll be working on

Overview for Day

We’re going to do some more basic stuff with Contribute before lunch and take things sort of slow. We’ll break for lunch for about an hour around noon and then we’ll dig into the more involved activities.

So before lunch we’d like to talk about contribute and look at the sites we’ll be editing as well as the Contribute interface. Then hopefully we’ll get through some basic editing and break for lunch. (That’s basically Activities 1-4.) And when we come back, we should start at Activity 5.

· Overview: doing that now, just to get an idea of the scope of this training

· Browsing: Going to explore the Contribute interface by browsing around the site like you would with Internet Explorer or any other Web browser

· Setting up Connection: We’re going to use a connection key to connect to the site.

· Modifying Text: Open a page for editing, find and replace text, edit text, check spelling

· Adding Images: Insert images, create alternate text for them, resize and crop it and set the properties.

· Editing Tables: Add rows and set table properties. We’ll also make some e-mail links.

· Creating Lists: Going to import text from Word documents to make lists

· Adding Links: Link to a doc, then we’re going to create a link to a copied page and to an external page. Link to external site.

· Creating New Pages: We’re going to do more of the same thing with the copied pages and link to them. We’ll also import a table and let you use everything you’ve learned to try all this yourself before we go.

· Reflecting: We’re going to talk about what we’ve done and what the next step is for deployment

· Mention break times

Browsing

We’re going to take a minute to look at the site that you’re going to be editing, including the template that counties in the college will move toward. Your address will eventually become www.caes.uga.edu/extension/[yourcounty].

[The first thing we’re going to do is look around the site so you can get an idea of how the pages you’ll be working with will work. And Emily, is going to sort of talk us through the site and talk a little about templates.]

· Header: top of every page

· Footer: can add own link, also place for email, mostly like annotation for the site, this is on every page of site. Keeps date. Trafficking is kept on the back end if you’re interested, though not advertised to the public.

· Local Navigation: as is the local navigation, 6 basic pages everyone starts with. Can edit the main six, but you should probably get in contact with Web team to talk about the best way to it. When you add new pages, they will go deeper within these sections. For instance, all 4-H-related pages would go under 4-H. So you might click on 4-H, then have a link on this page to 4-H events, then a link to information about that specific event.

· Content area: this is all entirely editable. You’ll see that when these pages open in Contribute, there will be boxes around everything that you can edit, whereas the header and footer and some navigation might be locked. There is some sample content that you can use to follow the design ideas. Grey blocks are suggested placeholders for pictures

· Searches: search options to search all of CAES, which is the same reason you see the college mentioned on the header. People are coming t these sites from such different places, this should help get around easily

· Logo: Learning for life logo

· Pages: Run down the pages, notes contact options and 4-H logo, suggest using pictures of people

Connection:

Now we’re going to connect to your county Web site. We’ll do this part again at the end of the training to make sure everyone can connect when they go back home. But we’re going to go ahead and connect now.

· So the first thing we’re going to do is look on the desktop for a folder called Contribute Training. Find the purple icon called trainextension.stc. Double-click on that.

You’ll get the registration screen. When you go home, you can put in your license number and register it, but for now, we’re going to click on the trial option.

[Publishing Server] (There will be 3 of these connection screens. This is the first one. Everyone should have this screen. 

· In the username box, type the county and the number you were assigned on your computer. So if it said county 14 when you came in, then type capital-C-county 14. In password, type capital-Password-number-one. Click trust this server. Don’t click “Remember my Password” because other people could use your ID this way. Then click OK. And your computer may think for a little while.

· [WebDav] Now do the same thing, except for this connection and the next one, we’ll put “caesad\” in front of “countyx”. Does everyone have this? Forward slash is right under the backspace button. Click OK

Everyone should be at this screen. Does anyone have anything different?

· In a second, we’re going to click on this connection that says “Training: UGA Contribute”. It says training now, but when you go home, in the real world, it won’t say training, just so you know why it will look different. But again, we’ll do this at the end of class so you can see it again. 

Now, when you click on this link, it will take you to a portal page. You will see a list of all the other counties. Getting to the your site from the portal page we’ll see in a second keeps other people from getting to your site and editing it.

· Now Click the link in this white area for “Training: UGA Contribute.”

· OK, now you should be at this page with a list of the counties. 

Look at the top on this drop-down banner. It says, for assistance contact contrib.@uga.edu. That’s the address for our support network if you need assistance when you go back to your office.

· Click on your county number. I’m Instructor, so I’ll click on Instructor.

· Now we’re going to make sure everyone is connected. Does anyone have anything different from this screen? Go ahead and check the address at the top of your screen: Where mine says instructor, yours should have your county name.

Modifying Text and Interface:

OK we’re going to begin an Activity soon, but first we’re going to look around at the Contribute Interface to see what we’re getting into. This page should look eerily familiar to the one Emily was discussing.

· This is the toolbar at the top, which is similar to any Web browser, and we’ll look at that more in a second.

· This is the pages panel in the upper left. This is where the drafts you are working on will be catalogued.

· How Do I panel provides basic help options.

· And the window where you see your page is the document window.

This top toolbar is the Contribute Browser, which isn’t much different at all from the Netscape or Explorer or Safari browser. 

· Backward Forward: these buttons allow you to browse through recently viewed pages

· Stop: Stops the page from loading

· Refresh: updates the current page

· Home: returns to the Web site home page

· Address Text Box: you can type the location of the web page, but we’ll just be browsing within the site without typing anything in. I should also probably say that you can’t edit a page outside of your site. (So, if I’ve been less than engaging, you might have already noticed that we don’t have outside connectivity to the Internet right now anyway.)

Those are your main browsing options. But you’ll also notice:

· Edit Page: This opens a page as a draft in the Contribute editor. 

· New Page: Creates a new page from a template and allows you to copy a current page to make a new one.

OK we’re about to start editing the page but we’re going to look at another toolbar before we start.

Click on Edit page. You’ll notice that the browser toolbar has changed. 

· Publish: publishes a draft to a Website making it live for users

· Send for Review: is for a review process we won’t use, so don’t worry about hat

· Save for Later: you can save a draft to come back to later without publishing it to a Web site

· Cancel: cancels all the changes you’ve made to a draft and deletes the current draft on your computer.

· Insert Link: inserts a hyperlink

· Insert Image: Inserts an image from a file

· Insert table: provides access to table properties

· Style: Some stylesheet formatting options, we’ll get into later

· We suggests you keep the standard font and font size

· Bold and Italic: just as they would work in Word

· Alignment: justifies left, center, or right like it would in Word

· Lists: adds a numerical or bulleted list, we’ll get more into that later

· Page Properties: lets you change the title of your page

Now we’re about to start editing the page. And it might be helpful to know that to undo something if you make a mistake when you’re editing, hold control and press Z.

The first thing we want to do when we edit a page is the housekeeping stuff because 1. you may forget about updating information like links and emails, and 2. it will be hard to distinguish the page you’re working on from other drafts later.

· So the first thing we want to do is change your page title. Go back up to that page properties box, the wrench and paper, that we looked at earlier. Change the “Sample County” portion of the title to the name of your county. For these starter pages, these page descriptions will work well, but when you start adding pages, you want to make sure you have the name of your county and then some information that distinguishes the page from the others, because you may need to select the name of the page from a list of other pages later, like when you’re making links.

· Now we want to replace all instances of the text “Sample County” with the name of your county using the find and replace function. So go up to edit in the menu bar. Click find. In the find box type "sample county," in replace, type the name of your county. Replace all. Now look on the page to see the changes. 

· Go down to footer of the page. Change sample@uga.edu to your email address. We won’t do it in the training, but in real life, you’ll have to change the email address on each page, just as you would the title and generic text like “Sample page.”

· Now we’re going to do the spell-check function. Look under the mission heading and misspell something there. Now go to format. Click check spelling. Just like a word document. My word was, and I corrected it.

Now right under that, you should see the name of your county in the contact info. 

· Highlight it and click the bold button.

· Now highlight some text under the mission statement, like seek, verify, and click italic.

Besides the normal formatting options like italic and bold, we also have stylesheet supported formatting. If you look at the drop-down menu that says normal, you’ll see a list of headings. Now scroll up to the top of the page. 

Headings are used to designate order, to indicate main points in a logical manner. Accessibility equipment also understands a good heading system. 

The lower the heading number, the more important that heading is. 

1. UGA coop

2. Name of county office

3. Mission is subheading, so that’s

4, 5, 6. If you need to break down info further.

Headings must be separated from surrounding non-heading text by a break. Otherwise all the surrounding text adopts the style. Demonstrate. Instead, place your cursor after the heading text and press return. Then select the heading text and apply the heading style. Now, to bring the text back up, don’t press delete after the heading text, or you will bring the bottom text under the ehading style. Instead, place your cursor in the blank space, in the break below the heading, and then press delete.

· Select the text “address and phone” and click in the drop-down menu for heading 3 to match mission.

Is everyone here? Does anyone have a question? Publish.

Break (1 hour)

1:00 p.m.

Images

Now  we’re going to try to dive into some things that should be more engaging and I hope will help you when you’re making your county site. We’ll start with placing images. 

· Click Edit Page

· You’ve probably noticed the big block of grey at the top of the page. Double-click the box, and the image properties box should come up.

· Click the browse button, and you should see a dialogue to browse for files. Look under desktop, then Contribute Training, then Training Images, then select the file Jenkins and click Open. 

· You may get a message saying that the image size was cut down. Image width shouldn’t exceed 570 pixels, and this image is about 600 pixels wide. So just click, OK, that’s fine, it did the work for you.

· You should be back at the image properties box. You can see where it put the width as 570. And you should see a place to enter “alt” alternate text. Here you’ll want to type in a description of the image, and if the image contains any text, make sure that’s in the description. This text will display if the image doesn’t load and should be done for accessibility.

Now we’re going to insert an image without using one of the template grey blocks. 

· Place your cursor before “Address.”

· Click Insert Image. Choose from my computer. Look under desktop, Contribute Training, Training Images, select the image “cat.jpg.”

This picture was taken with a digital camera, so this is a good example of what will happen if you use a picture, unedited straight from your camera. Namely, it will be very big. So we’ll have to resize it. 

To do that click on the picture. And this would be a good time to look at Contribute’s image editing options. You should notice that the toolbar has changed at the top.

Resize: activates selection handles to manually resize the image

Width: changes image width in pixels

Height: changes image height in pixels

Rotate: rotates the image 90 degrees clock- or counter-clockwise

Crop: trims edges

Sharpen: increases the image definition

Brightness/Contrast: Changes the image brightness or contrast

Border: adds or changes the image border

· OK, so to resize the image of the cat, click on resize. Click the bottom right corner block to resize, this way you keep the size ratio the same.

· Now we want to move the image to the right, so double-click it. Look under alignment, and click right align.

· Now it looks like the image is dipping off the page, but it will actually display correctly in a browser, but let’s check. The easiest way to check is to press F12. That should bring up Internet explorer. See that it adds some white space below the picture.

Now go back into Contribute. The picture still goes too far down the page, so we’re going to crop it. 

· With the photo selected, click crop. Drag the box over the lower non-important part of the picture until the box masks the part of the image you want. When you’re satisfied, click enter or double-click.

Is everyone here? Does anyone have a question? Publish.

Editing Table and E-mail
Now we’re going to use some of the things we’ve gone over in a table to update a contact list, and we’re going to make e-mail links.

· Look in the navigation on left. Click on Contact us.

Still says sample and has sample email and no title. But ideally, when you did this yourself, you would take care of housekeeping on your main 6 pages.

You’ll see the same sort of contact information that you had on the home page and a place for a picture. That should look familiar. Then, below that, you’ll see two formats for compiling a staff list. One is a table of horizontal lines, and below it, you have a list of photo place-holders and contact information. In a real-life scenario, you would choose which format you preferred and delete the other. 

For now, we’re going to add a row and have you add your own contact information, so everyone can see what hard work you do for sample county. (And that brings up another point-we won’t do it for time’s sake-but, like we discussed earlier, before you do anything, you would change the title of the page and update email information.)

· So to add a row, open the draft by clicking edit page, then click somewhere inside the table, but not in the grey header area. Click the add table row button in the top right-hand corner of the toolbar.

· Enter your contact information so we can edit it. This works like a table in Microsoft Word.

· When you’re done bold your name.

· Now select the entire job description column and italicize it.

Now look at the other format for updating a staff list. The column of grey boxes, the aamge placeholders.  We’ve already seen how to place an image in one of these place-holders. You’ll have to play with the image size to keep them consistent. A good practice would probably be to type in the same pixel width for each photo when you place them. 

Show cell padding at 50.

Now we’re going to make an e-mail link.

· Find your email in the staff table. Highlight that text, and click on the link button.

· Select email. Type in the email address. Click OK.

Now move to the footer. (Now this is what you would do on every page if we had time.) 

· In the editable text area type in your email address. 

· Now highlight that text, and do the same thing: click on link, and then click email, and type in the email address again and then click OK. You should notice that your email addresses have turned into email links.

Is everyone here? Does anyone have a question? Publish.

Lists

Now we’re going to import documents and make lists with the text. Go ahead and navigate to the News & Events section.

· Click Edit Page

· To get to the document that we’ll import under News, click restore down (the middle box in the upper right-hand corner). Move the window so that you can see the Contribute Training Folder

· Open Contribute Training and select News.doc

· Drag News.doc into the document window in Contribute. You should see a cursor appear when you do this. Make sure that the cursor is after News, and release the mouse button.

· Select insert contents, and then click OK. Your computer may think for a while.

· Repeat this process for Events. Place it under Events.

· We want to make lists out of this text, so select all the text under News, and click on the bulleted, unordered list button at the top. Does everyone’s screen look like this?

· Now select some of the bulleted list in the middle and click the indent right button. You can use this to break your list down for deeper organization. Again this is like Word.

· Now select all the text under Events and click the ordered list button (numbers).

Is everyone here? Does anyone have a question? Publish.

Link to document

Now we’re going to look art how to link to a document. This could help with disseminating newsletters and such. You might have a newsletter or bulletin saved as a file on your computer, maybe in Word or a PDF. Instead of sending it out to 10 people through email, you could post it here and email the recipients a link to this page. 

When you make a link to a file on your computer, people aren’t actually accessing anything on your computer. What happens is: After you make the link, when you click on Publish, Contribute makes a copy of the file on your computer and uploads it to the server. So when people come to your page and click on that link, they are accessing a file sitting on the server, not on your computer.

That being said, PDFs are better because everyone has Adobe reader. Adobe professional retails for about 30 dollars. To a lesser extent, you can link to a Word document. Probably not WordPerfect.

· Click edit

· Highlight the text “Newsletters”

· Click on the Link button

· Click File from My computer

· Desktop, Contribute Training, Documents, Newsletter.pdf

Is everyone here? Does anyone have a question? Publish.
Link to external site

Now we’re going to look art how to link to an external site. Navigate to the contact us page. Click edit. 

· Type the word “directions” under the contact information.

· Highlight the text and click on the link button

· Click Browse to Web Page

· Could type in specific URL, but going to click Browse

· Type in www.mapquest.com
· Type in directions; ask for directions to office where someone works

· Click OK

Adding Links and Creating New Pages
Now we’re going to add a new page and link to that new page. We’ll do this more than once, because it’s a little tricky at first. But we’ll take it slow, and answer questions if you have them.  First, we’ll browse to a page that you would like your new page to look like. We’re using a copy of a page to create a new one because that way you can retain your organization and don’t have to start from scratch. 

Let’s say you want to create a new page about your testing services, and you want it to look like the News and Events page. 

*So Navigate to the News and Events Page for example, we’ll make a copy of this page, and the copy you create will be our new page. 

Wrap up: Browse to page you want to copy. Make a copy of that page, and that’s your new page. Browse to the page you want to link from. Link from that page to the new page.

Since we want our new page to look like this one, we’re going to create a new page by copying this one. 

· To do that, first, click the New Page button beside the Edit Page Button.

· You should see that the option to copy from existing page is selected, so go down to the bottom of the dialogue box and type in a title. I would suggest the name of your county and then Testing Services

· You should see that this copy looks identical to the page where we just were. Keep the headings or change the name of the headings, but delete all the other content we won’t use. This way you won’t get confused by two very similar pages.

· Let’s change this heading to “Testing Services” and delete the content below.

Now click the browser icon in your pages panel and browse to the page you would like to link from to your new page*. Browse to the Ag page.

Click Edit Page.

· Now we’re going to link from this page to the new page you just created.

· We’re going to link to our new page by turning the text “Testing Services” into a hyperlink. A hyperlink is the text you’ll click on (which will turn blue when we turn it into a link) that will transport you to a new page. 

· To do that, highlight the text “Testing Services.” This is the text we want someone to click on to go to our new Testing Services page.

· Now click the Link button and choose, from recent drafts or pages. Select the page you just created. It’s called Sample County Testing Services. Click OK.

· Contribute will return you to the editable page from which you were last working. Click on Publish.

· SECOND TIME GO TO SAVING

· Now change the file name. Don’t want filename to be too long. We can call it “testingservices.html

· You would click Publish all, if you wanted the pages to save to the same place. 

· Now we’ve created the link. 

AGAIN.

We’re going to go through it a second time, and this time, at the end, we’ll talk about options you have for where to save your page. Choosing where to save your page can help organize your site when you’re publishing to the server.

REPEAT.
Coda after publish: Click Choose Folder to choose where your new page will be saved.

· When deciding where to save your new page, you may want to create a new folder that will organize similar pages together (for example, all events pages or newsletter pages go together).

· To create a new folder, just click on the NEW FOLDER button at the top of the dialogue, then enter the title of your folder (for example, call it News or Services)

· Click “Select [Name of Folder]”

· Then click Publish All
· You have now successfully created a link to a new page and save the new page in an appropriate location.

DEMONSTRATE THE SUCCESSFUL LINK.

Is everyone here? Does anyone have a question? Publish.

So now let’s go back to the page we just created.

OPTIONAL: Linking to internal page

Type contact us. Highlight text. Choose Browse to Web page, (need to choose browse again for linking to internal page, typing in specific one could get confusing and lead to a bad link), from portal go to contact us page.

Editing Table and E-mail

For the last exercise, we’re going to import a table from a document. 

After we import and format the table, we’ll demonstrate installing the Contribute software, and connecting to your site again, as you would when you go back home and do this at your office. Then Brian will talk about distributing the software. After that, with the free time we have left, you will have time to play around with the program and do anything with this page that you wish. 

· Browse to the NEWS page

· So place your cursor under the headings where you want the table to start. 

· Again, restore down, open Contribute Training, and select ImportTable.doc.

· Drag the document into the document window in Contribute and choose to import the document’s contents.

· Does everyone’s screen look like this? Does anyone have anything different?

Now Emily is going to talk about using a stylesheet formatting to make the tables look a little sharper.

· The first thing we want to do is look at the styles we can use. Click on the “Normal” dropdown menu

· We can choose if we want the table to have the horizontal line look (as in contact us page) or a grid with a border around each cell.

· So what we want to do now is select the entire table. To select the entire table, you have to hover your cursor just above the top left-hand corner until you get the cross hairs and click. Does everyone’s page look like this?

· Now click on the stylesheet drop-down menu and click on grid. Everyone’s page look like this?

· Grid 2 and 3 make text progressively smaller

· Preview with F12.

· Now we want add a heading format. Select the top row by hover your cursor to the left of this row until you get the right-facing arrow, then click.

· Need bold in headings for accessibility, screen readers, also for rows

· Now click on stylesheet menu and click on head.

· Now we’re going to move the title of this table outside of this table so we can add a heading 3 style. So select the title text and cut or copy it and paste it above.

· Show highlight

· Now select the top row and press delete.

· Might bold the heading text.

Reflecting

(HAVE CD READY)

· Go down overview

· Are there any questions about what we’ve gone over?

· Now we’re going to do a demonstration of what you will need to do when you go back home form the time you put in the disk, to connecting to your site. 

· After that, Brian will talk about distributing the software, then we’ll pass out surveys.

· With the time left, you can try everything we’ve done so far and we’ll be available to answer questions.

· If there are no other questions, we’re going to run through the demonstration now.

