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1.0 Logging In

1.  Double click on the Agriculture Site Login icon located on your desktop, as shown in figure 1.0.

2.  Click “Sign In” in the top left corner of the screen.  Enter your email address and password in the Sign In box, as shown in figure 1.2.
Note:  If this is your first time signing in, you will be prompted to change your password. 

2.0 Understanding Navigation & Administration Bar
In order to create a new page, you have to understand the menu layout.  
· First Level Pages—top level menu links (e.g. Home, Divisions, News)
· Second Level Pages—sub pages of first level (e.g. Plant Protection) 
· Third Level Pages—sub pages of second level (e.g. Pesticides)
· Fourth Level Pages—sub pages of third level (e.g. Pesticide Dealers)

The Administration Bar, as shown in figure 2.0 provides quick links to the site’s settings
· Page List – Displays all the pages within the website.  Use this link when you need to locate a page to edit
· New Page – Creates a new page underneath the current page you are on.
· Edit This Page – Allows you to edit the page’s features and  settings.
· Page Settings – allow you to edit the pages settings (e.g. name, url, etc.


3.0 Create a New Page

1.  Navigate to the page you want to create a new page under.
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2.  Click on the “New Page” button found on the Administration Bar at the bottom of the page, as shown in figure 2.0. 

3.  Click the arrow for the “Parent Page” setting.  Locate the page that you want your new page to appear under.

4.  In the “Page Name” section type in the name of the page. 
Note:  This name will appear in the page’s breadcrumb and Title.

5.  Click the down arrow for the “Skin” setting.  Select the skin that is associated with your division (e.g. agAnimal, agPlant, etc.) 

6.  Uncheck the box for “Include in Menu” and “Include in Site Map.”  Check the box for “Show Breadcrumbs.”  Leave “Is Clickable” and “Include in Child Pages Site Map” checked, as shown in figure 3.0.

7.  Click the “Create New Page” button.

8.  At the top of the page click the “Add/Remove Features On This Page” link.

9.  In the Title section box, type the name of the page, as shown in figure 3.1.

10.  Click the “Create New Content” button, as shown in figure 3.1.  

**If the page you are creating has additional files follow steps 11-14, otherwise skip to step 15.
“Related Links” allow you to add subsections to the right side of the page.  Instead of having a page that the reader has to scroll down to locate the documents, associated external links, etc., he or she can access the “Related Links” section(s).  If you find it necessary to have more than one “Related Links” section you can have multiple sections, as shown in figure 3.2. 

11.  Click the down arrow on the Feature section and choose “Lists/Links,” as shown in figure 3.3
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12.  Change the Title to “Related Links,” as shown in figure 3.3.  

13.  Click the down arrow on the Location section and choose “Right,” as shown in figure 3.3.

14.  Click the “Create New Content” button, as shown in figure 3.3.  

15.  Click the “View This Page” link, as shown in figure 3.3 to view or edit the page you created.


4.0 Edit a Page

1.  Login, as shown in Section 1.0, and navigate to the page you want to edit.
2. Click the “edit” link next to the page name, as shown in figure 4.0.

3.  Paste text from Notepad into the editor.

4.  Click the “update” button.

5.0 Add/Replace a File or Image
When uploading files or images make sure the file name is in all lower case letters, no spaces and no special characters.  This will allow for files to be easily replaced without having to delete a previous version.

1.  Follow steps 1 and 2 from Section 4.0 Edit a Page.

2.  If adding or editing a file click the “Insert/Edit File” [image: ] icon.
     If adding or editing an image click the “Insert/Edit Image” [image: ] icon.
     
3.  On the Link/Image Properties window, click the “Browse Server” button, as shown in figure 5.0.


 (
Figure 
4
.0
)[image: ]








 (
Figure 
5
.0
)[image: ]













 (
Figure 
5
.1
)[image: ]













4.  In the File Browser window, select the folder that corresponds with your section (e.g. you’re in Animal Industry and would choose the “ag_animalindustry” folder), as shown in figure 5.1.

5.  Once the folder destination is selected, click the “Browse...” button and locate the image or file on your computer.
6.  Click the “Upload” button, as shown in figure 5.1.

7.  Select the file that was just uploaded to the File Browser and click the “Select” button, as shown in figure 5.1.

8.  Click the “OK” button on the Link/Image Properties window.

9.  Click the “Update” button when you are done editing files or images.


5.1 Add existing File or Image

1.  Follow steps 1-4 from section 5.0 Add a NEW File or Image.

2.  Select the file that you want to add, and click the “Select” button, as shown in figure 5.1.

3.  Click the “OK” button on the Image Properties/Link window.



6.0 Link to an Internal Page

1.  Follow steps 1 and 2 from Section 4.0 Edit a Page.
2.  Click the “Insert/Edit File” [image: ] icon.
          
3.  On the Link window, click the “Browse Server” button.

4.  Click the “Pages” folder, as shown in figure 6.0.

























 (
Figure 
6
.0
)[image: ]










5.  Locate the page you want to link and click it.

6.  Scroll to the top of the page and click the “Select” button, as shown in figure 6.0.


6.1 Link to an External Page

1.  Follow steps 1 and 2 from Section 4.0 Edit a Page.
2.  Click the “Insert/Edit File” [image: ] icon.

3.  On the Link window, type in the url of the external website (e.g. www.google.com www.cnn.com), as shown in figure 6.1

4.  Click the “OK” button on the Link window.


7.0 Adding Related Links

1.  Login, as shown in Section 1.0, and navigate to the page you want to edit.

**  If the page that you want to add items to does not have a Related Links section follow steps 2 and 3 in this section.  Otherwise skip to steps 4 -12.

2.  Click the “Edit This Page” link from the administration bar at the bottom of the page, as shown in figure 2.0.

3.  Follow steps 11-15 from section 3.0 Create a New Page.

4.  In the “Related Links” section, click the “Add” link, as shown in figure 7.0.  
Note:  Do not click the “Edit Intro” link.  It is not the same as the “Add” link.
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5.  Click the “Insert/Edit File” [image: ] icon.

6.  On the Link window, click the “Browse Server” button.

7.  On the File Browser window, select the folder that corresponds with your section (e.g. you’re in Animal Industry and would choose the “ag_animalindustry” folder), as shown in figure 5.1.

8.  Once the folder destination is selected, click the “Browse...” button and locate the file on your computer.

9.  Click the “Upload” button, as shown in figure 5.1.

7.  Select the file that was just uploaded to the File Browser and click the “Select” button, as shown in figure 5.1.

8.  Click the “OK” button on the Link window.

9.  Click the “Update” button when you are done editing files or images.
**Repeat steps 5-9 if you have multiple files that you want to add to the Related Links sections, as shown in figure 7.1.  Then highlight the links and paste into Notepad (Start, Programs, Accessories, Notepad), as shown in figure 7.2

10.  Highlight the first link as shown in figure 7.1 or 7.2, and cut into the second textbox in the URL section, as shown in figure 7.3.

11.  Click the down arrow in the first textbox of the URL section, and click on “Relative to Site Root ~/” as shown in figure 7.3.

12.  In the Title textbox type in the name of the file name, making sure to capitalize the first letter of each word, as shown in figure 7.3.
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