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What is a Content Tool?

The content tool allows administrators to create, update, and archive website content
with an easy to use, web-based tool.

Administration
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The Toolbox & Tool Setup

The Administration “Toolbox” appears on the left of every administration page and
contains links to available tools and setup pages. Click on the “Tool Setup” link to
customize your tools.

Variables
The variables section allows you to modify specific variables for all of the tools.
These variables give the tools their style and functionality.

Global Settings

To setup general font styles and colors that will carry throughout your tools
select “Global Settings” from the drop down box.

Primary Color:
The primary color is

The Toolbox Selup Waristies For | Global Setings >

Tool Setup

used throughout
the tools as the

1 Email Campaigns " Primary Color | geeegen .
- » Sacondery Color header and link
Lo color.
Header S |fonc-family: Myried, =Gill A |
& Fibe Sharing Sans®, *Cemcary |
GoERie®, "Trebuchet M9*, apial: | Secondary Color:
@Lﬂﬂm font-weighti! oormal; margin- The Seconé/ar
bortom: dpEr letcer-spacisg: lper )| N y
‘“- Suls Header Style fonc=family: Myriad, ®Eill | Cr?lor Ish USEdh
Phito Sana”, “fenta | throughout the
- o Gothic™, "Irebuchet MS5~, ariali | tools as the sub
Bs font=weight! mormal: margine |
boktem: dpx: lettes-spacisg: lp=: M| header color.
= TITIET H
@i‘% Hg%gggg] Text Styte color: black: fent-
— 5 family: "Irebuchec M5", verdans, Header, Sub-
Wariablas arial; fonv-siwe: 1lpe:
sdministalog Header, Text, and
baensgAgreman Link Styles: These
Lk 538 |co1or 1oLaaks text areas allow

you to customize
the styles of all of

the fonts

Vetising Style SOeRL np ey aahleyKathleen comistde £88 (RaURL) throughout the

" Addsecuy modst @ vee O W tools.
* Fibir Uplceaed Mithad =] My serer supports cestomn direchony penmissions
Man-DOM upload (defaul]) ¥ gt -
T o T wevsite sty
" SMIF Sener llocalHost full URL (starting
with http://) to
Lipgale your website style

sheet.

Add Security Module: If you do not already have a layer of security surrounding your
site’s administration area this option will add one for you. Users will have to log in before
they can administer any of the tools. Once the module has been activated the
“Administrators” link will appear in the Tool Setup section of the Toolbox.

File Upload Component: Select which file upload component is installed on your hosting
environment (if any). If you are unsure about what is installed on your hosting server click

the “Help?” link.

Email Component: Select which email component is installed on your hosting
environment (if any). If you are unsure about what is installed on your hosting server click

the “Help?” link.

SMTP Server: If you have an email component installed on your hosting environment it
will require an outgoing mail server. This is usually in the form of a domain name
(mail.domain.com) or IP Address (123.456.123.456).
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To setup variables for the Content Tool(s) select "The Content Tool” from the

drop down box.

Content

® Tool Hame
* URL 1o Adimin

* URL to Front-End
HTML Wrapper

Show Section if Ho News

Available Filters

Show Filters

Content Style

Setup Variables For  The Content Togl -

About
|admin.asp?toolSelacton=conantiiooiMame=About

mdax aspooiSalection=conteni&ioolMame=About

HTML that surrounds the news Saction. |f thers B B NEwWS you CAN
bami off endire section (see next option). Place <nevws:> where you
wigiiy Hop your new s [0 appear, g

Zdiv seylesthaskground- |

colar: feaspaa™y cRaWa> </div>

If fhere & n0 ne'ws Avbiable e nevw's and the wrapper you sdded
abrve will nol Appear on the page. I vou chooss Yes. el wWiaaper
will appear with the message “Thars & no news avalable at this
beme ™

Mo *
Format Fiter 1 Display Fiter1ValFiter 2 Display Fiber/al
Ex: Cusl Hewg: forkd HewscwordiOther Mews:other
Custarmar Mews:custome]Weld Mews waild
Thia cption wil diaplary the TRers. 83 & sekect box on the front end of
18 page.

Yes »

fone-family:arial; |
fonr—-size:ilpx;

URL to Admin: URL to the
tool’s administration page

URL to Front-End: URL to
preview the Front-End

HTML Wrapper: This
option allows you to add
HTML around the content.

Show Section if No News:
This option allows you to
hide anything typed in the
HTML Wrapper field if there
is no news to display.

Available Filters: This
field allows you to create
filters for your content such
as “Customers”, “Suppliers”,
and “Other”. Once created,
these filters will appear on
your administration form
and each content item must
belong to at least one filter.

Show Filters: This option is only available if filters are created and, if selected, gives the
user a drop down list of all filters to choose from. If you do not “Show Filters” then
specific filters must be coded into the ASP file.

Content Styles: These text areas allow you to customize the style sheets for the Body of

the content items.

Administrators

Once the security module is activated this section will appear to global
administrators in the “Tool Setup” section of the Toolbox. Clicking on the

“Administrators” link will produce the following screen.

Toal Users
New User
[ hame  Tleolhwes
& Administrator okl Adieirriptrator
At
@ (@ Ashley Salinas Caldnlar
Latest Repay'

From this screen you can
turn on/off (&), modify (#)
or delete (wr ) any of the
users other than the
primary Global
Administrator.

Adding and Modifying Administrators

Clicking on the modify icon (#) or the “"New User” button will produce the

following screen.
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. :
Tool Users Name: The user’s full
name.

" Name | pshloy Salinas
* Email Address | aohloy@ashleyKatmlesn com Email Address: The user’s

email address. They will use
this email to log in to the
* Tool Access | Tool Administrator (5 tool administration and, if
nﬁ:: B Cortart wi 30 P an email component is
u:ua ot Oy - selected, the location they
o — will receive their password

* Passeord | gasases

Latest Hews | Contert and Setu B3 reminders.
[ Pheta Gallery
O survey Password: The user’s
assword into the tool
password In
: L administration.

Tool Access: This is the user type. Users can either be “Global Administrators” having
access to all tools, setups, and administrators or a “Tool Administrator”. If the user is a
“Tool Administrator” you can choose which tools the user has access to and whether they
have access to the tool’s setup screens (“Content and Setup”) or only access to modify the
content of the tool ("Content Only”).

Common Components

Icons
Here is a list of icons and their common definition throughout the tools:
Edit the record

Delete the record
View the record details

e B R

Copy a record
- @ Indicates if record is active or inactive. Click to toggle record.
g Expand or Contract a set of records

WYSIWYG Editor

WYSIWYG (wiz " &-wig) stands for What You See Is What You Get. Examples of
large WYSIWYG editing software include Microsoft FrontPage and Macromedia
Dreamweaver. These editors are utilized as visual methods of creating and
maintaining web content as opposed to editing the code behind the pages in a
text editor.

Each editor box will have a formatting bar very similar to Microsoft Word:

OO # | DA ES | AD ve d @

! A | Tag = Paragraph = FontMame = Size '| B : U | =
I

Il
il
m
il
i
i
A

Each button will perform different actions on the text you have typed in the box
provided. Some of the buttons, however, are custom to this web-version of the
editor.
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Spell Check

ab

4 If you are using Internet Explorer to modify your content, this icon will
run a spell check on all of your text. A third party component called I1ESpell is
required for this function to work correctly. You can download IESpell from
http://www.iespell.com.

Paste from Word

& This icon should be used if you want to paste content from a word
document. If you paste content directly into your content area all of the font
definitions will be carried over and will not match the rest of your website.
Using this icon strips unnecessary tags and leaves all formatting that you
specified in place.

Hyperlinks

“ This icon will insert a hyperlink to another location. Hyperlinks can be
links to other pages on your website, other websites, documents, etc.
Recommendation: I recommend typing the text or inserting the image that
will become the link FIRST (i.e. "Read More” or “Click Here” or a button
image), select the text/image and THEN click the hyperlink icon.

2 Hyperlink -- Web Page Dialog > Source: Check this if you want to
link to another page or document.
a) If you want to link to another

website choose “http://” from
the first drop down and enter
the web address (i.e.
www.ashleyKathleen.com) in
the box just to the right.

b) If you want to link to a page

§ or document on your website
[tto:/Aocahost/_toois/tools/sc ":_lL'ﬂ‘ infranet P simply type the name of the
file in the text box to the right
c) If you want to link to a document that you need to upload to your website click on the
folder icon on the right. This will take you to the Asset Manager which you can learn
more about later in this section.

Bookmark: Check this if you want to jump to an anchor tag you have set up in the
current content.

Target: (optional) If you are using the “Source” method you can choose to open the link
in another window. If you already know the name of the window you would like to send
the link to (rare) simply type it into the left hand box. Otherwise, use one of the
selections in the drop down box. Leaving this field blank will open your link into the
existing window.

Title: (optional) Use this field to type a title for the link. This is displayed when the user
hovers over the text or object.

Images
el

This icon will insert an image into your content.
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Source: If the image is already on
the web (either local or remote) you
can type in the location here.
Internal image example:
“images/logo.gif”. For external
images or in situations where you
would want to use the full path to
your image (like an email campaign)
type in the full URL (starting with
http://). Need to upload the
image? Click on the folder icon to
the right. This will take you to the
Asset Manager which you can learn
more about later in this section.

Title: (optional) Use this field to
type a title for the image. This is
displayed when the user hovers their

Formatting Options: There are several formatting options such as Alignment, Border,
Width, Height, and Spacing which you can use to fit your image into your content.

HTML Source Editor

wF

This icon will display the code behind the content you have designed.

There are some things that are easier to accomplish through HTML code. You
should only use this feature if you are familiar and comfortable modifying

HTML code.

3 Source Editor --

Web Page Dialog

LA E o o

<thody>
<br>
<t =< fd>
<td valign="top" algn="middie” width="600">

<thody>
<tr»
<td valign="top" height="2%">
<table cellspacing="0" cellpadding="0" width="98%" border="0">
<tbody>
<>
<td><a href= http: {fmy.ashieyKathleen. com/myak"™>

border ="0" f><fax<ftd>

href="malto:ashley Sashleykathleen.com” »ashley Sashieykathleen.com</a > <fid>
<frs
< fthody >
< ftable><jtd>
<fir>
<=

Wrap Text

Jintto: frocainast_tools tools/saripts source _xhtml.htm

ftable height="100%" celspacng="15" celipadding ="0" width="100%" bgcokr ="#cccooc” border = 0% ~

<tabie height="100%" cellspacing="0" celipadding="0" bgcoior="white" border="0">

<img alt="my.Ashleyiathleen" ore="http: [fmy.ashleyiathiesn, com /myAK fimages/_logo.gif”
<td dass="gontactlinks” valign="bottom” align="right"><a class ="contactLinks"

<td badeground ="hitp: [fmy. ashleykathleen. comjmyakfimages/_top.gif” height="2%">
<ime ere="htin: fimv, achlaviathieen. rom v AK imanecd Tonnf™ harder =" /=< fds b

& Local intranet y:

(conce ] (zopiv ] (o

Asset Manager

You will be using the Asset Manager of the WYSIWYG Editor when you need to
upload files or select existing assets for your content.

Copyright © 2007 Ashley Kathleen
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Folders: You can
create/delete folders for all
of your assets. This will
help keep your files
organized so you know
where to find them. Select
the folder in which you
would like to choose or
upload a file from the drop
down list located at the top
of the page.

Preview Pane: If you
select an image from the
Asset Manager you will see
a preview of that image in
the Preview Pane on the left
of the screen.

Document List: On the right side of the screen you will see a list of the files for the
folder that you have specified. You can filter your files by type using the drop down box
on the top right of the screen.

Uploading Files: To upload a new file into the Asset Manager click the “"Browse...” button
at the bottom left of the screen, find the file on your computer, then click the “upload”

button. This will upload the document into the folder you are viewing and highlight the file
in yellow.

Inserting a File: To insert the file into your content, simply select the document and
click the “ok” button at the bottom right of the page.

The Content Tool

Upon logging into the Content tool you will see the following screen which allows you
to view, turn on/off (&), modify (#), delete (mr ), or move (a ¥ ) content items.

CEa |
mve

Fa
G

About

At Contont | Preview |

| @ & one woman sheow providing web design, dte development, web-based tools to support sibe
content, and web-based applcations to increass business produc tvity and orgarization.

My History

1 gradusted from Southenn Methodist Uniersity in 2000 sarring & BA in Prrchology and a BFA in A,
1 stirtind working af the SML Websattars Offics fin 1557 wpporting student and srganizational
wabaiibat af wll &5 teach mriall ASP and databace architecture. In 2000 | mowed to Austin, Texas to
Bagin iy sl Carge,

Skills

| woark with Adobe Photoshop for web dedgna, Macromeda Homesite ko develop sites and
appBcations at the “code” level, and Macromedia Flash for snimations or demos, Al of my projects
are cosded using Microsolt Ac tive Server Pages (ASP) wing sither Microsoft SOL cr Microsolt Access
Database back-ends,

Docurments: @ AWeblocumentationd doc
W dedigniM.doc

This page iz coming soon| Plese enjoy tome of my web decumentation and the upcoming desipn
snapthot by cicking the bnks bedow,

Documents: W 1117.4pg
| AWeblocumentation doc

Users Guide & Dodamentation
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Adding & Modifying Entries

Clicking on the edit icon (#) next to the item or the “Add Content” button in the
previous screen will produce the following screen.

Administration

Covent *

O w6 D05 ARl+wmd @z
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Technical Support
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Content: Use the WYSIWYG
Editor to enter your content.

Document Attachments: If
your server provides a file
upload component you can
attach documents to each
content item. To attach multiple
documents you must “edit” the
item for each document you
would like to add. Click the
trash can icon (T ) next to the
document to remove it from the
content item.

If you have any questions regarding information in this document or think you need
help through this tool give me a call, or send me an email!

Contact Information:
Ashley Bennett Salinas
ashley@ashleyKathleen.com
(512) 996-8993
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