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INTRODUCTION

What is Web Manager?

Your Web site has been built with a tool developed by Port 80 Solutions Ltd. called Web Manager. Web
Manager is a Content Management System (CMS), which gives you will have full control over the content
and navigation of your Web site. To effectively and efficiently manage your site you should become
completely familiar with all of the tools before trying to add or edit content. Unlike other Web page creation
applications you may have used in the past, the CMS makes changes to your Web site immediately. So be
very careful when working in the Web Manager Administration area.

Logging In
To access the Administration tools for your Web site go to Resource Centre Log In
http://cms.nortia.org/admin. Using the User Name and i Y
; ) . ser Name:|
Password supplied by your Port 80 Representative, login
to the Administrator area. Password:|

Reminder: Any change you make in the administration area will be automatically transferred
to your live Web site. So be 100% sure of any changes you are making!

Main Features

Once your password has been accepted, you will be taken the Web Manager Admin console. The left side
of the screen contains the Menu, which consists of the tools you will use to administer your Web site. The
Menu will always be on the left of the screen. This guide is written to explore each of the Menu Items.

Note: You may not have all of the Menu Items described in this Administration Guide. If you
norel Would like to add them to your Web site please contact your Nortia Representative.
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LANGUAGE SETTINGS

Language Settings are shown above the Menu. Not

every site will have multiple language content. If you do | Current Language: @I @
have additional languages, locate ‘Current Language’ at

the top left of the Menu.

To edit the English portion of your Web site, you have to ensure that the ‘EN’ is selected. To make changes
to another portion of your site, simply click on the desired language symbol. The selected language will be
highlighted. The unselected language(s) will be colourless and will be shifted slightly to the right. In the
illustration above, English is selected.

the Administration Console will also switch to the language you last previewed. Unfortunately,
this change cannot always be displayed in the Current Language settings. So if you would like
to view the changes you make either open your Web site in another browser, or be sure to
select the desired language before editing any other area of your Web site.

m Note: if you preview your Web site while you are making edits and switch between languages,
NOTE
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ADMINISTRATION

Profile
The Administration Profile area will allow you to change your contact and login information.

Click on the ‘Administration’ Menu Item, and then select Profile. Enter the appropriate information in the
fields; ensuring that the ‘Password’ field and the ‘Confirm’ field are the same. Click the ‘Save’ button to
update the profile information.

Some sites have the Security Zones feature. If your site has this feature you will be able to create new Web
site Administrators. Do this by clicking on the New button at the bottom of the Profile screen. You can then
assign the Administrator to one or more of the Security Zones you have created. Please refer to the
Security Zones section of this document for more information.

Note: Please use caution when editing another user’s login information as they will be unable to
K“ login to the system without notification of their new login information.

Storage Report

The Storage Report section allows the administrator to see the files used for the proper functioning of their
Web site. Some folder and files are required for the proper operation of this website, but are not accessible
through the management area. Other folders and files may have been created by you to store pictures,
PDFs, videos, and other files. Please note: this area is for viewing the folders and files on your site, you
cannot delete or move files or folders within this area of Web Manager.

Security Zones
Security Zones allow you to restrict the access
of site Administrators to the Web Manager |™ ™« e

Administration area. You can choose specific | [ o

[] Admin 3/5i2008

pages they can edit and components they can | o communicans sHar2007 users
edit. NOTE: all administrators will be able to see SLM' /1812006
Sales 5M19/2006 Users

and access all files associated with your site.

Deleting a Security Zone
To delete a Security Zone click on the select box to the left of the Security Zone you want to remove.
Then click on the ‘Delete’ button below the list of Security Zones

Add a New Security Zone
To create a new Security Zone, click on the New button below | |[E=ER ===
the list of Security Zones. The screen will refresh. First, enter
the Zone Name. Then select the areas of your site you would

Zone Name: [Sales

like to include in this Security Zone and use the double arrow QropLeva QrosLeve
button [>>] to add that item to the new Security Zone. NOte: || =i o
you can open folders on the left site to select specific pages or §:%.LGA.E’T
components. Once you have added at least one item to the ggruwn‘igngﬁ:ewsu

zone the Save Zone button will appear below the two boxes. 5 Sl

Click this button to save your changes.

Save Zone
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Zone Users
Once you have created a Security Zone the next step is to
assign users to that Zone. Click on the Users link to the right of

SECURITY ZONE USERS »> EDIT >> SALES

the Security Zone you would like to add or remove Users from. org Users Security Zome Users
Organization administrators will be listed on the left hand side Sales Vanager

of the screen under the heading Org Users. Select the users Commmmicntanns Hod

you wish to assign to this zone by clicking on the

corresponding name. Next, use the double arrow button [>>] to

add users to the new Security Zone. Click ‘Save’ to add the

Users to the Security Zone. To add more Administrators to your

site please refer to the Profile section of this document. Note: if
you do not add an Administrator to a Security Zone they will
have full access to the Administration area for your Web site.

Removing Zone Users

To remove users from a Security Zone, in the Zone Users area, simply select the user from the right
hand menu and use the reverse double arrow button [<<] to remove the selected user from the Security
Zone. Click ‘Save’ once you are satisfied with your changes.

Manage a Security Zone

To edit a Security zone simply click on the Manage link to the right of the Security Zone you wish to edit.
You will be taken to a screen that looks very similar to the Add Security Zone area where you select
specific sections of the Web site you want to include in that zone.

Web Stats Report

This area allows you to report on various statistics related to the use of your Web site. We use a third party
tool to collect and report on site usage. Please visit their Web site for more information about how Analog
6.0 works and what the statistics mean.

Web Logs

This area shows you all of the Logs used to run the Web Stats Reports. Because these Log files contain the
data required to run the Web Stats Reports we do no recommend deleting them.
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Widgets

Widgets are the labels,

headings and warning messages

associated with various components. Please make changes to
your site Widgets with extreme caution. In the example to the right,
both French and English versions of the Newsletter component
are shown. The highlighted areas are created using the Widget

tools.

Editing Widgets

To edit Widgets, click on

the Widgets option

in the

Administration area of the Menu. The page will refresh and an
inventory of Widget Components will appear in a drop-down list.
Select the Widgets component you would like to edit.

In the illustration to the right, the user has
chosen to edit the “Multilingual Global Search”.
You now have the ability to update any of
these headings or warnings, for each language
associated with your Web site. Once you have
made all of the necessary changes be sure to
click on the Update button at the bottom of the
screen.

Note: as an Administrator you can only change
the text for the heading and warnings. If you
would like a font style for a Widget changed
please contact customer support.

Elements

Elements are similar to Widgets and are used to
facilitate the translation from one language to
another language. The difference between
elements and widgets is that elements are used
for customized components that Port 80
programmers have created for you. There are
two types of elements; Global elements and page
elements. Global elements facilitate translation
between languages for customized components
that can are used on multiple pages on your
organization’s site whereas Page elements
facilitate translation between languages for
customized components that can be used on a
particular page. All elements are predetermined,;
therefore you cannot add elements.

French

English

Communigue

Enregistrez pour no're
Brulletion sajod red ag!

Entraz votre adrésse a-mall

FPrénom
I

@ HTML O Texs

Souscrivez maintenant ()

Newsletter

Sigr up for our newsletter
teday!

Entaryour e-imall addrass

First Marme
EHTML
Subscribe Now

O Text

Widgets
Component

Widget Titles

: | Multilingual Global Search

Name:

Global Search Button Go

EN: [0

FR: |G0o

Name:

Global Search Label No Page

EN: |There were no pages that matched your search

FR: |There were no pages that matched your search

Name:

Global Search Label No Resource

EN: |There were no resources that matched your

search

FR: [There were no resources that matched your

search

Name:

Global Search Label Pages

EN: |Pages:

FR: |Pages:

Name:

Global Search Label Resources

EN: [Resources:

ro. [
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System Emails
Some of the Components of your Web site require that emails are _
sent from the system to site visitors or site Administrators. This area

allows you to customize the content of these emails. Please note: the

Email: ‘ Resource Library - Email tem vl

“From” address for a” emails Sent from your Web Site use the email ::::—rrln:ﬂcan be personalized by right-clicking on the Subject or Body of the email, and A
address associated with your organization. If you would like this s e ceserbestey
changed please contact customer support. s m”;w:

To edit an email select the appropriate component from the drop- publect

|An Article from Organization Name

down list in the System Emails area. The screen will refresh to display
the content of the selected email. In the example to the right the user e s
has selected “Resource Library — email item”.

The following article is copied from the Organization Name Website ftem URL

Item Title
Item Author

As an administrator you can edit the Subject and the Body of the Hem Creation Date
email. Using the red codes shown in the Legend you can have the
system auto insert certain information. In this scenario you could
insert the following data:

e |tem Author

e Item Content

e |tem Creation Date

e Item Description

e [tem Title
To use the codes simply right-click on in the Subject of Body areas and select any one of the red codes.

USE DEFAULTS SAVE EMAIL

Once you have made the desired changes to the email click on the Save Email button.

To reset the email to the system default email click on the ‘Use Defaults’ button.

10
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CONTENT

This is likely the section of the Web Manager Administration area you will use most frequently. In this
section you can add and delete pages, upload and link to files, manage your site navigation and more.

Manage Pages

In this area you can:

Select a folder for your new page, or click on an existing page to edit it.

e Add, delete, and rename pages Pages:

e Add, delete, and edit content R e

e Add and remove components from a page o o
- Support

~ Home

When you enter the Manage Pages area you will see a list of your || s
Web pages. The Manage Pages area may also contain folders that
can contain pages. You can expand or collapse a Folder by clicking

on the Folder or Folder name.

navigation. This area simply shows how folders and pages are stored in the site database.
Your site navigation is really just a series of links that point to pages in the database. You
will talk about building site navigations later in this document.

NOTE: The folder structure and page order in this view is not directly related to your site
F&TE

Add a Page
1. Select the Folder you would like to add the new page to. A

Folder will be highlighted with a blue background when

selected. ke o e o 1 ke o .

Click on the ADD PAGE button.

Using the drop-down list select the Template you would

like to use. Selecting the correct Template is important as

you are unable to change a pages Template once the page
is created.

4. Enter a File Title. The File Title is used to identify your Web
pages in this Manage Pages view. The File Title is also
used as part of the URL (web address) for that page. In the
screen shot to the right, the URL to the page that is being | e rie o w |
created would end in — About Us.asp. e Thte: BBC Industries - Bbout U= l

5. Enter an EN (English) Title. EN Title is the title that will | rmer 2 i e v saiand o 2% e oo o

appear in the browser’s title bar. Note: If you have a

multilingual site, an additional input field will appear below | ...

File Title. EN Title (English Title) is the title that will appear [ _save pace |

on your user's Web browser Title Bar when they visit the

English page. By default, if no Title is inserted both will use the EN File Title.

Description is the information that search engine results will display to summarize this page.

Keywords are used by Search Engines to find your page. Separate all keywords with commas.

In general, the higher the correlation is between your keywords and the actual content on your

page the higher your page should appear in search engine results.

8. Uncheck the Searchable check box if you do not want this page to show up in Searches done
with your site. Note: This relates to the Global Search component you can add to your site, not to
Search Engines in general.

9. Click on the ‘Save’ button to submit the new page.

wnN

Keywords: [ABC Industries, About, History, founded, founders,

No

11
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Add a Folder

1. Select the Folder you would like to add the new Folder to. A —
Folder will be highlighted with a blue background when |S=sSEaEs
selected. If you do not select a Folder the new Folder Will De | =i tor o nen sase, or ciccon an cxising smge to e

Pages:

add to the Top (Root) Level.

2. Click on the ‘Add Folder' button. A field will appear in which you ||° “em=
can enter the Folder Title. S
3. Click the ‘SAVE FOLDER’ button. & T
4. The Manage Pages area will quickly refresh so that the new o T
Folder is displayed. Home

@] Tip: To keep your pages well organized we
recommend creating a folder for each of the main R —— |
sections of your Web site.

Rename a Page

Select the page you wish to rename. The Page Utility window
will refresh and the title of the page you selected will appear in
the ‘File Title’ field. In the ‘File Title’ field, rename the page and
click ‘Update Page’. The change will appear in the list of pages.

Reminder: If you are
using the Virtual Office
application please do not
rename or delete the
Community page.

Delete a Page

Select the page you wish to remove. The Page Utility window x|
will update and the title of selected page will appear in the ‘File

Title’ field. Click the ‘DELETE SELECTED’ button. A prompt @ Delete the page HOME and any associaked data?
screen will ask you if you would like to delete the page and any

associate data. Click ‘OK’ to delete the page or ‘Cancel’ to end ok | concel |
the process. Warning: Once you delete a page it is gone...
forever!

Delete a Folder

Select the Folder you wish to remove and click the =
‘DELETE SELECTED’ button. A prompt screen will
ask you if you would like to delete the folder and all
pages within the folder. Click ‘OK’ to remove the Cancel
folder or ‘Cancel’ to end the process. The change will
appear in the directory. Warning: Once you delete a Folder, the Folder and all the pages that were
in the Folder are gone ... forever!

@ This will delete the ABC ORGANIZATION!A FOLDER folder and ALL pages in the Folder. Are you sure?

12
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Edit, Preview or Add Components to a Page

To Edit, Preview or add Components to a page, run the mouse

pointer over the page you would like to edit. An options list will
appear CIle on the Optlon you Would ||ke to use. Selact a folder for your new page, or click on an existing page to edit it

Preview

When you click on ‘Preview’, the selected page will open.
You will see the page exactly as your Web site users will see
the page. You will NOT be able to edit any of the page | ==
content. - Home  breview

* - SearchTool Add Components

ADD PAGE ADD FOLDER DELETE SELECTED

Edit

When you click on ‘Edit’, the selected page will open.
This page looks similar to the live Web page, but
unlike the ‘Preview’ page option, you can edit the page u = == g ;
by running your mouse pointer over the Content | ! B Foma [ o o on ¥ Sie [l 4] T 98
Area(s) of the page. The editable areas will become | | T sportWeb Spert Catendar is an oriine tocl that spert orgenizations can use o publish
events and courses on ther own Web Sites. The orgamzatons calendar of events can then be

hlg hllghtEd |n blue C“Ck on a.ny hlghllg hted area and shared with the Spoert Calendars of other sport ergamzations as a means of reducing scheduling
the Content Editor will open. Forihels nd masmmaRg rooprraten

-2 Content Editor - Microsoft Internet Explorer

Choose "Plan Your Event' from the menu on the left to enter your orgamizations event into the
SportWeb SportCalendar.

The Content Editor will look like the screen shot shown
to the right. Does this window look familiar? The tool
bars located at the top are similar to Microsoft® Word,
thus allowing you to edit page content using tools that
you should be familiar with.

Content can be added and edited in a text format or in || LS&mbe J[ concel |
HTML. To add content in a text format simply type and
add your content onto the blank screen. To add or edit Web content using HTML, click in the ‘Source’
option box in the top left corner of the Content Editor. Make any necessary changes and/or additions.
To return to the Word editor, simply click in the ‘Source’ option box again.

To accept the changes you have made, either in HTML or Word editor, click on ‘Submit Data’. If you
click ‘Cancel’ or you exit the Content Editor without clicking ‘Submit Data’, all of the changes you have
made will not be saved.

When you click on Submit Data, you will be returned to the Edit screen where you will be able to observe
the changes you have made. If you would like to make additional changes, simply run your mouse
pointer over the highlighted area and click the mouse once to return to the Content Editor window. To
return to the ‘Manage Pages' screen, simply close the Web page window.

For additional Content Editor Tips, please refer to Appendix A. Most importantly refer to the sections on
copying text from Microsoft Word.
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Add Components

is based will dictate what can be added to a defined area of the page. Templates determine

m Note: Not all pages can have Components added to them. The template on which the page
N
i where Content and Components can be added.

Web Manager has a number of Components which can be used to help add information to your Web
site. You can add the following components:
= Resource Library
Forum
Rotating Articles
Rotating Images
Multilingual Poll
Multilingual Newsletter
Rotating Trivia
= Form
= Photo Gallery
= Latest Additions
= Menu Builder
Please note: you may not have access to all Components. For more information about how to manage a
specific Component, please refer to the appropriate section below.

While in the Manage Pages Admin area hover your [ETITIEma e g e e I [ 5|
mouse over the page you would like to add a [
Component to; from the list that appears select Add Add Component
Components. The page may look similar to a Preview
page; however, it will have editable areas on the " Resource Library [ 3|
page noted by the phrase ‘Click here to add a € Forum | =]
component’. ' Rotating Articles [ =

' Rotating Images I—L,
Click on ‘Click here to add a component’ and the Add € multiingual Poll - |
Component window (as seen to the right) will pop up. ' Multilingual Newslstter [ |

" Rotating Trivia I |
To add a component, click on the bullet to the left of c Form : I
the corresponding Component and the drop-down ¢ Photo Gallery I
menu will become enabled. Choose the specific  Latost Additione —
Component you would like to add from the drop-down
menu. Once you are satisfied with your selection, _
click on the ‘Submit’ button at the bottom of the [C2eer J[ Setmac |[ Cancel |
screen. B

Remove a Component

In the Add Component window (as seen above), click on ‘Clear’, to remove the Component from the Web
page. Removing the component from the page will not delete the component area from the page or the
component from the server. Components can still be later added to the page. Click on ‘Submit’ to
continue with the component removal or click ‘Cancel’ to close the window and revert to the last settings.
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File Management

This area allows you to upload files that you can link from your Web pages. These files are not pages but
are files that the user can open or are displayed within your Web page. Some examples of files you can
upload are images (.jpeg, gif, etc.), MS Office documents, or Adobe Acrobat files.

e Fie Mar v

In the File Management window, select the ‘New Folder’ button.
Another window will appear asking for the name for the new

folder. Enter the name of the folder and click on ‘OK’. The File E”’Hm
Management window will update to reflect the changes you have | = m=m
made. You may also nest folders. Nesting folders means B
creating a folder within a folder. Ensure that you have highlighted
the ‘parent’ folder before clicking the ‘New Folder’ button.

Delete a Folder

You can delete a folder by selecting the folder you wish to delete.
Click the ‘Delete’ button. A prompt screen will appear confirming
the removal process. If you wish to delete the folder and all files within this folder, click ‘OK’. The
change will appear in the directory.

| Wew Folder || Delete H Preview File || Tpload File ‘

2 Upload Files - Microsoft Internet Explorer

Upload Files P——
If you would like to upload a file or files to specific File 1: | |(Browse... ]
folder select that folder from the list, then click on File 2: | |(Browse... ]
‘Upload File’. A new window will appear. Click | Fie3:| |(Browse... ]
‘Browse’ to locate the file on your computer (or Add afile

computer network). Once the location appears in ,

the file field, continue to add more files in the ‘File

2’ field if you have more files. Click on ‘Submit’ to upload the file or press ‘Cancel’ to exit the window
without any changes. Depending on your Internet connection and the size of the file being uploaded, the
upload process may take a few seconds to a few minutes. Once the upload is complete a window will
appear letting you know the upload was successful. Close this window by clicking on the red ‘X’ box in
the top right corner of the window. You will then see the File Management window, which will
automatically update to reflect the addition of the uploaded file(s).

Preview Files

To preview a file, simply select the file from the directory and click ‘Preview’. A new window will appear
with the file’s html link. If the file is an image, you will see the image below the file’s html link. If the file is
not an image, you will see the ‘View File’ option below. Click on the link to open or save the file.

Delete File

To delete a file, select the file and click ‘Delete’. Click ‘OK’ when prompted to delete the file or click
‘Cancel’ to return to the File Management area.
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Menu Builder

The menu builder Component allows you to build a more dynamic navigation for your Web site: horizontal
‘drop-down’, vertical ‘drop-down’, or vertical ‘slide’. Many Web site visitors find these types of menus quite
useful as they are able to quickly see all of the pages within a section before having to click through to that
section.

The Menu Layout you choose will likely be dictated by your templates. There are three layout choices:
e Horizontal — www.hcbc.ca
e Vertical — www.bobsleigh.ca
e Vertical Slide — www.rcybc.ca

There are two options for adding Items to a Menu:

1. Usethe Add drop-down options at the bottom of the _
Menu Builder page. A folder can contain multiple items | Menetevess

(links), whereas an Item is a single link. Menu Items Content Pages
a. To create a Folder make sure Folder is selected  ||®N ommoe S r
in the Add drop-down box and click on the Go CHOME D Laks
button. You will see that a ‘New Folder’ is added. || oCrocme 08 Ot
You can then change the Title, add a URL that - ovrrEsULTS 2> 3 0w ews
. . . -1 OUR RACES »> ] Our Races
this Folder Item is linked to, determine a Target ] QUR TEAM o> ) e Rt
(Same Window if you are linking to a page on 3 ovr coveRNaNCE >> 3 Our sponsers
R K . L -1 OUR 5PONSORS ] Our Sports
your site or New Window if you are linking to an ] GUR SPORTS 35 T e St
external page), and for advanced users you can T O =T y
use the Style box to overwrite the style of that _
particular menu item. | Fote ]
b. To create an Item follow the procedure for " ‘|mp_ﬂ S |‘
creating a Folder except choose Item form the Targers Same Window( sl v|
Add drop-down menu. If you want to Add an Item sty |
to a Folder be sure to select the desired first [ ]
before clicking on the Go button to add that item.
2. Drag-and-drop folder and/or pages from the Content [ savEmMENU | RESETMENU |  PREVIEW MENU |

Pages box into the Menu Items box. Note: when you
drag a Folder from the Content Pages box to the Menu ltems box, all pages within that Folder will
also be moved. Once you have dragged a Folder or page into the Menu Items area you can click on
that Folder or Item and then change that ltem’s characteristics: Title, URL, Target, and Style. Note:
When you drag and page into the Menu Items area it will keep the ‘.asp’ extension in the Title. You
may want to delete the ‘.asp’ for all Iltem Titles.

Note: you can easily re-sort the items in your Menu by using the drag-and-drop feature within the Menu
Builder box.

Be sure to click on the Save Menu button once you have finished making your changes.
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COMPONENTS

Resource Libraries

A Resource Library is a grouping of items that can be organized so that your site visitors can find them as
easily as possible. Resource Libraries can be organized into Categories, and each Category can contain
multiple Items. There are three general types of Items that can added to a Resource Library: files (i.e.
PDFs, Excel spreadsheets, photos, etc.), Links (to other Web sites), and Text (these are items you create
using the Content Editor).

Resource Libraries can then be added to one or more pages on your Web site. Resource Libraries can only
appear on a page if the template on which the page is based supports them. To add a Resource Library to a
Web page, you must be in the CONTENT - Manage Pages area. See the Content Pages - Manage Pages
section above for more information about inserting Resource Libraries into Web pages.

As seen in the screen shot to the right,

when you select the Resource Library |tuee e curenty s Resourse Libaries
option from the Components menu you
will see a list of all of your existing
Resource Libraries. If you have
numerous libraries you can search for a | .. ecemce oo
specific using the tools at the top of the | ciensuppor

Search by Title: [ | =>Go

Search First Letter  ABCDEFGHIJKLMNOPQRSTUVWIXY Z [Display Al

Details Options Categories  ltems
page. You can search for a specific word, | [ clens Details  Options tems
using the Search by Title tool, or you can | [} festreeciens oeels ceens frems

[] Featured Products Details Options ltems

select a letter to search for all Resource | .. [ e

Libraries whose title starts with that letter. | i vesimoniais Details (s
Create a New Resource Library [ NEW |

To add a new library, click on ‘NEW’

button found at the bottom of the list of existing libraries. The page will refresh and you will be able to
enter the Resource Library title. You can also indicate if the Resource Library is Searchable. This option
is only relevant if your Web site is configured with a Global Search tool. If your site does use the Global
Search tool and you would like items from this Resource Library to show up in search results, ensure that
the box beside “Searchable” is checked. Click on ‘Save’ to create the New Resource Library. A
notification will appear in the yellow area letting you know if the Resource Library was successfully
added. To return to the list of Resource Libraries click on the BACK button.

Delete a Library

To delete a Resource Library click on the check box to the left of the Resource Library you would like to
delete. Then click on the ‘REMOVE SELECTED’ button below the list of Resource Libraries. When the
Microsoft Internet Explorer window appears confirming the removal process, click ‘OK’ to continue or
click ‘Cancel’ to end the removal. Once you select ‘OK’, the Library name will be deleted along with all
the Items it contained.
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Managing Resource Libraries
Beside each Resource Library title there are several options, let’s look at each one of these individually.

Details

Nortia Technologies Inc.

The Details area shows you the same options you saw when you first created the Resource Library; you
will be able to update the Resource Library title and determine if the Items in the Resource Library will

show up in Global Search results.

Options
The Options window allows the user to customize how

the Resource Library will be displayed on their Web
site. We will use the screen shot to the right as
reference when discussing the various Options one
can select for how the Resource Library is displayed.
In the screen shot to the right you will see a Browse
Categories drop-down list and Keyword Search at the
top of the screen. Below these options you see two
Categories in bold-black text. Each Category has two
items (blue, underlined text) and the items each
include a short description.

For this example we have chosen the following
settings from the Options area:

e Show Categories expanded

e Show Items with the description

¢ Show Category search box

¢ Show Keyword search box

Let’s take a look at some of the other options.
Initial Category Display Options:

e Show Categories in a list — if this option is
select the Categories would only appear in a
list, the Web site visitor would not see the
options in each Category. They would have to
click on the Category title to expand that
Category to display the options.

e Show Categories expanded — if this option is
selected Web Site visitors will see a list of
Categories and the Items they contain

¢ Hide Categories — if this option is selected the
Categories will not be displayed an the Web
visitor would have to use the Category or
Keyword Searches to find items. More
information on these Searches below.

e Sort Categories by — this option allows you to
determine the order in which the Categories
are displayed on the Web page. You can order
the Categories by name in Ascending or

Browse Categories | Select Category v

Keyword Search
Display All

Web Manager
**Nortia Content Editor
Check outthe latest features of the new Mortia Content Editor, providing you with a more
streamlined user experience (ex Spell Checker, Advanced Browser Support etc) . Last
Updated - November 20th, 2006

Web Manager Administrator Guide (PDF)

All your CMS questions are answered in this complete "How To Guide” for managing your
Website Content Management System. Last Updated - December 3rd, 2007

Virtual Office Manager
Virtual Office Manager Administrator Guide (FDF)

The Virtual Office Manager Administrator Guide contains detailed information on setting
up and organizing your Virtual Office Manager. * Last Updated: October 17th, 2006

Virtual Office Manager User Guide (PDF)

The Virtual Office Manager User Guide provides detailed instructions for Clients on
managing this tool with ease

RESOURCE LIBRARY >> EDIT >> CLIENT SUPPORT == OPTIONS

‘ Options

| | Categories | | Items | | Files H Back |

Initial Category Display Options:

O Show Categories in a list

@ Show Categories expanded

O Hide Categecries

Specified Order v

Sort Categories by:

Web Manager S

Virtual Office Manager
Calendar

Nortia Notes

Online Meeting

Online Training b

Category Item Display Options:

@ Show Items with the description
O Show Items with no description

Sort Ttems by: |MName Ascending v

Select Category:

D Show Item Tcelbar (NWew Search, Email and Print)

Search Box Display Options:

Show Category 3earch box
Show Keyword search box

Descending order. Ore you can choose to sort them in a Specified Order. If this option is selected
you can use the list to sort Categories; select a Category and use the arrows on the right of the

box to move it up or down.
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Category Iltem Display Options:

¢ Show Items with the Description — when you create Items you are able to include a short
Description about that item. If you select this option the description will be displayed on the
Web page.

¢ Show Items with no description — as the title implies, if this option is selected the Item
descriptions will not be displayed

e Sort Items by - for each Category you can determine the order that the Items are displayed
in. You can select Name Ascending, Name Descending, Date Created Ascending, and Date
Created Descending, and Specified Order. If you select Specified Order you can then select
the desired Category. The box below these options will refresh to list the Items in the selected
Category. You can then use the arrows to the right of the box to reorder the Items.

Search Box Display Options:

e Show Category Search Box — if this option is selected the Search By Category drop-down
list will be displayed on the Web Page. If you only have a few Categories in the Resource
Library you would likely not use this option.

e Show Keyword Search Box - if this option is selected the Keyword Search Box will be
displayed on the Web page. This will allow web visitors to search through a Resource Library
using a word or phrase. Note: each item in a Resource Library has an area where you can
enter Keywords; these are the only words that are searched through.

Categories

As an Administrator you have the ability to create,

delete, and edit Categories; you also have the ability
to add or remove Items from a Category. To
manipulate Categories, select the ‘Categories’ link to
the right of the Resource Library title.

| Optiona ‘l Categories ‘ | Ttema ‘l Files ‘l Back |

Category: |New Category v

Ticle:

Ttems: [«#Nortia Content &

Create Cateqgory Calendax Aaminis
To create a new Category: orominate Troub)
e enter the Title Noreie Rotes o 5

e add existing Items to the new Category by oniae Heerings

Publishing from ™

selecting the item from the box on the left
and clicking on the >> button

e click the ‘SAVE’ button | Back | nzw | Save f osiere |

Delete Cateqgory

Select the ‘Category’ you wish to delete from the drop-down menu near the top of the screen. The
screen will quickly refresh to display the name you have selected in the ‘Title’ field. Click on the
‘DELETE’ button to permanently remove the selected Category. Click ‘OK’ when prompted to confirm
the removal or click ‘Cancel’ to end the removal process. Note: Deleting a Category will not delete the
Iltems within that Category from the server. The individual items will still be available for future
selection.

Rename a Category

To rename a Category, select the desired Category from the drop-down menu near the top of the
screen. The screen will quickly refresh and the Category name and its associated items will be
displayed. Within the ‘Title’ text field, edit the Category name and click ‘SAVE’.
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Add or Remove Items from a Category

Nortia Technologies Inc.

If you would like to add or remove Items from a Category, first select the category from the ‘Category’
drop-down list near the top of the screen. The left box displays all Items created in that Resource
Library that are not included in the selected Category, whereas the right box contains all Items
included in the Category. To Add an Item into the Category select it from the box on the left and click
on the >> button. To Remove an Item from the Category select the Item from the box on the right and
click the << button. Once you have completed your changes for the Category click on the ‘SAVE’

button.

ltems

Items refer to files, Web links, and text articles that you wish to add to the Web site. All tems must be
associated with a Category within a Resource Library to be displayed. As an Administrator you have the
ability to add, delete, and edit Items; as well as add or remove Items from Categories. To access the
Items area click on the Items link to the right of the Resource Library you would like to manage.

Adding New Items

First ensure that ‘New Item’ is displayed in the Item drop-down list. Then select the ‘Type’ of ltem you
would like to add: File, Text, or Link.

FILE
1.

2.
3.

Select the ‘File’ option from the ‘Type’ drop-down
menu. The screen will quickly refresh.

Enter the file title in the ‘Title’ text field.

Click on ‘Select a File’, this will open a window that
will allow you to browse your File Management area
for the desired file. Each time you create a Resource
Library a corresponding folder gets created in your
File Management area. You can select a file that has
already been uploaded. Or you can upload a new file
from your computer (or computer network) to the file
management area. You can also search your entire
File Management area by clicking on the ‘Up One
Level' text in the top right corner. Once you have
located the desired file click on it and then click on the
‘Select’ button in the pop-up window. This will close
the pop-up window and the name of the file will
appear in the New Items area. For more information
on Uploading and accessing files please refer to the
File Management section above.

Next enter the Author. This is optional and may be
disabled for some organizations.

To enter a Description for the Item click on the ‘Edit’
button. This will open the Content Editor. Be sure
Description.

RESOURCE LIBRARY == EDIT == CLIENT SUPPORT == [TEM

Optiona | ‘ Categoriea ‘ | Trems Tiles

ltem: New Item v

Type:
Title: [ |

Select a File

Author: [ |

for a blank space.

File v

File: Select a File

Description:

Keywaords:

Keywords must be separated with a comma and,

Category:

Calendar

Nortia Notes
Online Meeting
Online Training
Sport Trainer
Technical Guides
Virtual Office M..
Web Manager

Web Stats

to click on Submit Data to save the

You also have the ability to enter in Keywords for the ltem. When a user performs a keyword
search, the results will list all tems that contain matching Keywords.

You can then add this Item to one or more Categories using the double-arrows to move the

desired Categories from the left box to the right box.

Finally, click on ‘SAVE’ to add this new Item to the database.
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TEXT

LINK

wn

Select the ‘Text’ option from the ‘Type’ drop-down
menu. The screen will quickly refresh.

Enter the Item title in the ‘Title’ field.

Next enter the Author. This is optional and may be
disabled for some organizations.

To enter a Description for the Item click on the ‘Edit’
button to the right of the word ‘Description’. This will
open the Content Editor. Be sure to click on Submit
Data to save the Description.

To enter the content for the Item click on the ‘Edit’
button to the right of the word ‘Content. This will
open the Content Editor. You can then create the
Content for the Item. Refer to Appendix A for
information on how to use the Content Editor. Be
sure to click on Submit Data to save the Description.

You also have the ability to enter in Keywords for
the Item. When a Web visitor performs a keyword
search, the results will list all Items that contain
matching Keywords.

You can then add this Item to one or more
Categories using the double-arrows to move the
desired Categories from the left box to the right box.

Nortia Technologies Inc.

RESOURCE LIBRARY == EDIT == CLIENT SUPPORT == [TEM

Optiona | | Categoriea ‘ | Items ‘ | Files

Item: ‘New Item "‘

Title: ‘ ‘
Author: [ |
Keywords:
eywords must be separated with a comma and/or 5 blank space.

Category:

Calendar

Nortia Notes

Online Meeting

Online Training

Sport Trainer

Technical Guidea

<<

Virtual Office M.. .

Web Manager

Web Stats

Finally, click on ‘SAVE’ to add this new ltem to the database.

Select the ‘Link’ option from the ‘Type’ drop-down
menu. The screen will quickly refresh.

Enter the Item title in the ‘Title’ field.

Enter the URL (web address) in the field next to the
URL type drop-down list.

Next enter the Author. This is optional and may be
disabled for some organizations.

You also have the ability to enter in Keywords for
the Item. When a Web visitor performs a keyword
search, the results will list all Iltems that contain
matching Keywords.

You can then add this Item to one or more
Categories using the double-arrows to move the
desired Categories from the left box to the right box.
Finally, click on ‘SAVE’ to add this new Item to the
database.

RESOURCE LIBRARY >3 EDIT > CLIENT SUPPORT > [TEM

Options | | Categories ‘ | Items ‘ | Files

Item: [New Item ~|

Type
Title: [ |
URL: hetp:// [ |
Author: [ |
Keywords;
Keywords must be separated with 2 comma and/or 3 blank space.

Category:

Calendar

Hortia Notes

Online Meeting

Online Training

Sport Trainer

Technical Guides

<<

Virtual Office M.. .

Web Manager

Web Stats
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Files
Click on the ‘Files' button to the right of the |
Resource Library for which you would like to [ omeions | [ Gamegeries | [ Tome | [ Tm [ E

manage files. This will take you to the File
Management area for that Resource Library.
Here you can Upload files, delete files, Create E o e
Folders, and Delete folders. You can also | = Ci i

access the rest of the File Management area |~ gcﬁﬂfﬁﬁfﬁi ot
by click on the Up One Level text in the tOp || 4 coneassorgise 20051120 par
right corner of the screen. For more information || = &lwesmmsiesst 2
on Managing files please refer to the File

Management section above.

Up OneLevel

| New Folder || Delete || Preview File || Upload File

Add to Page
If you click on the Add to Page link in the Resource Library area you will be taken to the Manage Pages

area, where you can use the Add Component tool to add the Resource Library to a page. Please refer to
the Add Component section above for more information.
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Rotating Article Groups

This area will allow you to set up Articles (ltems) that can rotate in a given area of your Web site
automatically. Rotating Article Groups can contain any Item from any Resource Library. These rotating
features will provide a dynamic point of interest to your Web page. Many people include Rotating Articles
Groups on their site for such features as the “Story of the Week” or “Article of the Day”. When you enter the
Rotating Article Groups area you will see a list of the existing Rotating Article Groups.

Create a New Rotating Article Group

1. Click on the ‘NEW’ button, the screen will refresh to

display the Article Group — New window.

2. Enter the Title. e ‘
3. Select the rotation period — between 1 and 9 days. *Rotation Period: [ ] day (=)
4. Enter a Start Date. Do this by clicking on the Calendar tstartpate: [ | ©

icon, and selecting a day. Articles

5. The next step is to add Articles (Resource Library
Items) to the Rotating Articles Group. The ‘Available
Articles:’ box contains articles you have previously

Order

created. The ‘Group Articles:’ box contains a list of
articles belonging to this Rotating Article Group. Group Artcles:
Search through the ‘Available Articles:’ box and select -

a file to add to this Rotating Article Group. Once the
desired file is selected, click on the ‘Add to Group’
arrow to add the article to the ‘Group Articles’ box.
Continue to add articles, one at a time.

Add to Group @ Remave from Group @

6. Once your list is complete, use the ‘Up’ and ‘Down’ S s
buttons on the right of the ‘Group Articles’ box to =T
change the order in which these articles appear. 19 (3 Featured Prodcts

[Z2) Testimonials

Remember, articles will rotate based on the rotation | sisessdes:
period you set. So, be careful of any time sensitive
material. For example, if an article is an advertisement
for an event, ensure that the article is displayed at an
optimal time by adjusting the start date, the rotation
period and by using the ‘Up’ and ‘Down’ arrows. [ Back W wew W sAvE |

7. When finished creating your new Rotating Articles
Group, click ‘SAVE’.

Delete a Library

To delete a Rotating Article Group click on the check box to the left of the Rotating Article Group you
would like to delete. Then click on the ‘REMOVE SELECTED’ button below the list of Rotating Article
Groups. When the Microsoft Internet Explorer window appears confirming the removal process, click ‘OK’
to continue or click ‘Cancel’ to end the removal.

Manage an Rotating Articles Group

To Manage an existing Rotating Articles Group, click on the ‘Manage’ link to the right of the Rotating
Article Group you would like to manage. The screen will refresh and you will see a screen similar to the
New Rotating Article Group window. You can change the title, Rotation Period, Start Date, Articles in the
rotation, and order that the articles appear. Click SAVE once your changes are complete.

Add to Page
If you click on the Add to Page link in the Rotating Article Group area you will be taken to the Manage

Pages area, where you can use the Add Component tool to add the Resource Library to a page.
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Latest Additions

The Latest Additions tool
helps you keep your Web
site content updated and
dynamic. The Latest
Additions component can
be displayed in a number of
ways to quickly inform your
site visitors about newly
added content. The Latest
Additions tool allows you to
add direct links to the Items
most recently added to a
specific Resource Library or

Nortia Technologies Inc.

Latest Additions

The last three items to be
added to the Resource
Library are:

- Activate Yourself

- Forum 2001: Ontario’s...

- The Blueprint

Sample 1: Latest
Addition with no
Featured ltems.

IN THE NEWS

Elluminate Trouble Shooting
Are you having troubles getting into an online meeting? Here are some suggestions on
how you may be able to solve these problems.

Definitions
This section gives precise details on all of analog’s terminology, exactly what is counted
in each report, and so on.

Additional Support Documents

Click here to view all support material

Sample 2: Latest Addition with

Rotating Article Group.

5 ltems to Display and 2 Featured Items

Creating a Latest Addition Group

Once in the Latest Additions area click on the ‘NEW’ button at the bottom of the screen
Select the Available Component you are going to create the Latest Additions Component for -
Resource Library or Rotating Articles. Once you have made this selection another drop-down list

Select the specific Resource Library or Rotating

Add a Title to identify this Latest Addition group.

Enter the maximum number of Items to Display on
the Web Page(s) this component will be added to.
When a new Item is added to the Resource Library or
Rotating Article Group you selected in step 3, a link to
the new Item will be added to the top of the list and

You can also indicate a number of Featured Items to
display. Featured Items will not only show a link to
that item, but also the Item description. See the

Other Items Label: the text you enter will be
displayed between the Featured Items and the other
Latest Addition Links. In Sample 2 above, Additional

No Results Label: if there is a chance that there may

LATEST ADDITION == NEW

Component

Available Components: |[REErinal=ng v
Select a Resource Library: | Client Support -
Configuration
Title:
Items to Display: |0 Featured Trems: |0

Other Items Label:
MNo Results Label:
More Results Label:

More Results Page: & none ) Link
More Results Bullet: & none O Image

Item Bullets: & none O Bullets O humbered O Image

be no Latest Additions, enter the text that you would like to display in the Latest Additions area on

More Results Label: at the bottom of the list of Latest Additions that appears on your Web Page
you can choose to include a link to a page on your Web site that contains more items. Usually this
is page that displays the Resource Library or Rotating Article Group selected in step 3. The text
you enter here is what will be displayed on the Web page. For example, you could enter “click

More Results Page: if you do not want to include a link select None, otherwise click on the Red
Link text and select the page to use for the More Result link.

More Results Bullet: you can choose to have no bullet beside the More Results Label, or you
can choose an image from your File Management area by clicking on the Red Image link.

1.
2.
will appear.
3.
Article Group.
4.
5.
the bottom Item Link will be removed.
6.
sample on the right above.
7.
Support Documents was added in this field.
8.
your Web page.
9.
here to view all items”.
10.
11.
12.

Item Bullets: for the list of items that appears on your Web page you can choose to include no

bullet or number, Bullets, Numbers, or an Image.
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13. Click ‘SAVE' to create the new Latest Additions Group.

Delete a Latest Additions Group
To delete a Latest Additions Group click on the check box to the left of the Latest Additions Group you
would like to delete. Then click on the ‘REMOVE SELECTED’ button below the list of Latest Additions.

Manage a Latest Addition Group
Click on the ‘Manage’ link to the right of the Latest Additions Group you would like to change. The ‘Latest
Addition: Edit’ window will appear. Make the necessary changes and click ‘SAVE'.

Add to Page
If you click on the Add to Page link in the Latest Additions Group area you will be taken to the Manage

Pages area, where you can use the Add Component tool to add the Resource Library to a page.
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Rotating Image Groups
Rotating Image Groups provide a fresh and dynamic Component to your Web site. Each time a user visits
a page that contains a Rotating Image Group, a new image in the group will be displayed.

Create New Image Group
1. To add a new Image Group, click on the ‘NEW’ button at
the bottom of the Image Group area. The screen will |SSESEEEEEEEEESy

refresh. ‘

*Group Title:

2. Enter the Group Title.

3. Select images from the ‘Available Images’ box by |™"*
highlighting them and clicking on the ‘Add to Group’ i AL
arrow to add them to the ‘Group Images’ box. Continue Crdar
adding as many images as you wish. Use the Up and
Down arrows to the right of the ‘Group Images’ box to

customize the image rotation order.

4. You can add a Link to any image by selecting that iamge
in the Group Images box and then clicking on the
Hyperlink icon to the right of the Link box. This will open
the Insert Link window. You can then enter a link,
Choose a link, or select one of your Web Pages to link

Group Images:

Add to Group @ Remove from Group (]

to. By clicking on the Show Pages link you can browse E ggp E
your File Management area to find an image or file you giiﬁ‘?iiiﬁe.-
would like to link to. gphomeaue.-v
. ¢ y RotatingImages
5. Click ‘SAVE’ once you have completed your new Image 3 ) cendardemo. il <revien>
Available Images: =] |:‘| ContentEditor.css <preview>
GrOUp [ [ faviconico <preview>
[ ) global.asa <previ
=] |:‘| index.asp <preview>
[=] Mortia_Sitemap. txt <preview:>
UD'Oad Imaq eS ggpatha_sp <p|'2'.-'|e-,_->p
Images must first be uploaded to the web server before they 8B sevenar . reren> i
can be added to an Image Group. Click on the Upload s
Images link to the right of the list of existing Image Groups. [ eack W nzw M save |

The screen will refresh to display the File Management area
for that specific Image Group. You can click on the Up One Level text to view your entire File Mangement
area. For more information about the File Management process please refer to the File Management
section above.

Add to Page
If you click on the Add to Page link in the Rotating Image Group area you will be taken to the Manage

Pages area, where you can use the Add Component tool to add the Rotating Image Group to a page.

Delete a Rotating Image Groups

To delete a Rotating Image Group click on the check box to the left of the Rotating Image Group you
would like to delete. Then click on the ‘REMOVE SELECTED’ button below the list of Rotating Image
Groups.

Manage a Latest Addition Group
Click on the ‘Manage’ link to the right of the Rotating Image Group you would like to change. The
‘Rotating Image Group: Edit’ window will appear. Make the necessary changes and click ‘SAVE’.
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Polls

Polls create an interactive dimension to your Web site.
There are two types of polls available: Voting and
Ranking. Once in the Poll area you can Search for
Existing Polls in two ways: by entering a word to Search
By Title or by clicking on a letter to Search by the First
Letter in the Pool title.

Creating a New Poll

1. Click on the ‘NEW’ button at the bottom of the
Poll area.

2. Enter the Name of the poll.

3. Select the Expire Date by clicking on the
Calendar icon and selecting a day. Once the
Expiry Date occurs Web visitors will not be able
to participate in the Poll they will only be able to
view the Poll results.

4. Select the Type of Poll:

i. Voting is the direct numerical accumulation
of all the responses entered by your user. In
voting polls, users may only pick one option.
For example, if 50 people out of 100 users
input into the poll they prefer cars, then 50%
of the voters prefer cars. The combined
accumulation of single option answers is
totalled and shown to the user after he or
she submits their answer.

i. Ranking polls are also a numerical
accumulation. However, the user submits
multiple answers creating a list of options. A
combination of all the list rankings submitted
is combined to generate a master ranking.
For example, if most people ranked SUVs as
their favourite automobile and the bus as
their least favourite, then SUV would be at
the top of the ranking while bus would be at
the bottom of the ranking.

Nortia Technologies Inc.

There are currently 5 Polls

Search First Letter:  ABCDEFGHIJKLMNOPQRSTUVWXY Z [DisplayAll]

[ Existing Polls Expiry Date Question
[] How did you hear about our Sal... 12/31/2005 How did you hear about our Selutions?  Llanzage

Which of our Online Meeting features

[] online Meeting 05/29/2010  are you most interested in learning Manage
more about?
Please rank the importance of the

[] Ranking Poll - SAMPLE 0212/2010  following Virtual Office features for your Manage Add to Page
companyiorganization:
Which of the Virtual Office features are

[ virtual Office 05/27/2010  you mostinterested in leaming more  Manage Add to Page
about?

Which of the Web Manager components
[ web Manager 0512212010 are you mostinterested in leaming Manage  Addto Page
maore about?

[ _new | rzviovs saLscTED |

POLL == EDIT »=> THIS IS THE NAME

The new poll was successfully created.

*Name: |Ihis is the Name

*Type: Voting
Ranking
*Expire Date: I:l &
Question

This iz the dquestion?

Options

New Option:

Correct Answer: |(NOI"IE] v|

“eack W new W save N oeete |

5. Enter the poll Question.

6. Click ‘SAVE'. You have to save the Poll before you can enter Options.

7. Enter the first New Option for the Pool.

8. Repeat steps 6 and 7 to enter multiple options.

9. Once all Options are entered you can select a Correct Answer. This may not be applicable for all
polls.

Delete a Poll

To delete a Poll click on the check box to the left of the Poll you would like to delete. Then click on the
‘REMOVE SELECTED’ button below the list of Rotating Image Groups.

Manage

Click on the ‘Manage’ link to the right of the Poll you would like to change. The ‘Rotating Image Group:
Edit’ window will appear. Make the necessary changes and click ‘SAVE’.
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Statistics

Click on the ‘Statistics’ link to the right of the Poll for
which you would like to view the statistics. The page
will refresh to display the results for the selected Poll.
(see the screen shot to the right).

Add to Page

Nortia Technologies Inc.

Poll Information

Type: Voting

Expire Date: 10/31/2003

Total Votes: 8

Question: What is the best mode of transportation?

Options:

Rank Percentage

L ENXIRT
2
o
o
#

Bar Chart

Option

Car
s
Train
Bicycle
Bus

Option

Car
s
Train
Bicycle
Bus

Percentage

. 7. 5%
I S0
[l

£

12,5%
0.0%

If you click on the Add to Page link in the Poll area you will be taken to the Manage Pages area, where
you can use the Add Component tool to add the Poll to a page.

the poll and all corresponding data will be erased from the page.

% Warning: If a poll is added to a page (i.e. using Add Components) and this poll is deleted,
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Trivia Groups
Trivia Groups allow you to ‘test’ your Web users’ knowledge on a variety of subjects. Create an unlimited
number of Trivia questions and set them to rotate on a fixed schedule. Trivia Questions can be added to
any page of the site.

Creating a New Trivia Group

1.

2.
3.

6.

Click on the ‘NEW’ button at the bottom of the
Trivia Group screen.

Enter the Trivia Group Title.

Set the Rotation Period — between 1 and 9
days. This determines how frequently a new
guestion will appear on the designated Web
page.

Select a Start Date by clicking on the calendar
icon and choosing a day.

Add Questions to this new Trivia Group by
clicking on the word Add next to the Available
Question you would like to include. Repeat this
step of each Question you would like to add to
the Trivia Group. If you want to create a new
Question be sure to click the SAVE button first.
Refer to the section below on Creating New
Questions.

Click ‘'SAVE'.

Creating a New Question

When managing an existing Trivia Group or Creating
a New Trivia Group you may want to create a New
Question to add to the Group. Follow these
instructions:

arwnpE

Click on the MANAGE QUESTIONS button.
Click on the NEW button.

Type in your Question.

Enter an Answer.

If you would like to add additional answers click
on the Add Button. A new Answer box will
appear.

Using the radio buttons indicate which answer is
the Correct answer.

7. Click SAVE.
8.

Click BACK to go to the previous screen.

Managing a Trivia Group

TRIVIA GROUP == EDIT >> ABOUT WEB MAMNAGER

*Title: |Abnur. Web Manager

*Rotating Period: day (=)
*Start Date: [£/ 11200 | &

Group Questions:

There are no questions assigned to this Trivia Group

Available Questions:
What was Nortia's original company name? Add
Add

Add

When was Nortia founded?

Which of the following is not an option for displayi...

| MaNAGE quesTions [ Back [ NEw [ SAVE |

TRIVIA GROUP == QUESTIONS == NEW

Question

Which of the following is not an option for
+ |displaying & Fhoto Gallery.

Answers

Correct

Gallery with Thumbnails

pal O

Slideshow

Dl O

‘Randnm Rotation ‘
®

Del

Gallery with Slidehow Option

pal O

Add New

Click on the Manage link next to the Trivia Group you would like to Manage. You can then change the
Title, Rotation Period, Start Date, and Questions included in the Group.

Deleting a Trivia Group

To delete a Trivia Group, click on the checkbox(es) next to the Trivia Group(s) you would like to delete.
Click on the REMOVE SELECTED button to permanently delete the Trivia Group(s).
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Photo Gallery
Create multiple, theme-specific Photo Galleries that can be added to any page as a Component. Display
your Photo Gallery with a display image and numbered navigation to select other images in the gallery or
image with rollover thumbnails; with either option you can choose to have a link to a slideshow version of
the Photo Gallery.

Creating a Photo Gallery is a two-step process the first is to upload photos into the admin area and the
second step is to configure the Photo Gallery (this includes selecting the pictures to include in the gallery).

Creating a NEW Photo Gallery

PHOTO GALLERY => NEW

1. Click on the NEW button at the bottom of the
Photo Gallery area. The screen will refresh to
display the Photo Gallery Options area — as seen
to the right.

2. Add a gallery title into the Gallery Title field.

3. Gallery Style: If no Gallery Styles are entered the
colour and font styles will be dictated by the
template of the page on which you are going to
display the Photo Gallery.

4. Gallery Options:

a.

e.

f.

| Options | | Images |

Gallery Title: |

Gallery Style:

Gallery Background Colour: I:I O

Title/Description Text Colour: Ty

Title/Description Text Font: | Times New Roman +
Title/Description Background Color: I:I O

Gallery Options:

Display Type: | Photo Gallery with Slideshow V|

Mouse-over Photo Display what's this? O
|Numbered Links v|

Links per Page |10

Display Type — you have the following
options: Photo Gallery Only, Photo Gallery
with Slideshow, or Slideshow only. See
samples below.

You can turn on the Mouse-Over Photo

Photo Navigation:

Preload Gallery Photos what's this?

Preload Slideshow Photos what's this? O

Display so that users simply have to move |siceshow interval: sece

their mouse over top of the thumbnail or link |sliceshow Behaviour: Stop when the last image
M . 15 displaye

to dISp|ay the |mag.e- (& Return to the 1st Photo

You can customize the how Web users Gallery page

access images within a Photo Gallery by
determining the Photo Navigation — either

() Return to the last viewed
Photo Gallery page

O Loop continuously

Numbered Links or Thumbnails. See the
samples below. =0 E=O B

You also have the choice to Preload Photos for both the Gallery and Slideshow options.
Preloading means that all of the images in the Gallery will be downloaded as soon as a user
visits the page. It may take a little longer to load the page, but will give the user a better
experience when viewing different pictures within the Gallery.

If you have chose to use the Slideshow option you can determine the Slideshow Interval —
how long are pictures displayed for before the next image is displayed.

Finally, you can select the Slideshow Behaviour for how the system should behave once the
Slideshow has been completed.

5. Once you have set the Gallery Style and Gallery Options be sure to click on the SAVE button at the
bottom of the screen.
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Adding Images to a Photo Gallery

PHOTO GALLERY == EDIT == SAMPLE

Once you have created a Photo Gallery follow these

instructions to add images to your Gallery. [oprions | [ Tmges |
1. Click on the Images button at the top of the
New/Manage Photo Gallery screen. Images

2. The Available Images box shows a complete
list of all files and folders in your File (@)

Order

MombachoCigars.jpg

Management area. Select images from the TheLandingsStLuciapg

‘Available Images’ box and click on the ‘Add to o e wampg
Gallery’ button to add the image to the ‘Gallery ggﬁ?ﬂﬁﬁ:ﬁ:ﬁéﬁgqu

Images’ box. NOTE: To insert the image into a | e 'mas=s '

specific order first click on the image you would

like to add it before from the Gallery Images
window and then find the image in the Available
Images window and click on the Add to Gallery

button. Add to Gallery @ Remove from Gallery @
3. Preview files — you can preview a file by 5 1 Root 3

clicking on the <preview> link to the right of the =

fename. e | . S,
4. Customize the image order by selecting an B Rotatingimages

image from the ‘Gallery Images’ box and | . | 0 550 S0nT

clicking on the ‘Up’ and ‘Down’ Order arrows to SS;TJZZTEL? e

the right of the Gallery Image box to move the @ B) ndex.asp <preview>

image accordingly. Note: You can move o= Sl

multiple images at once by using the CTRL or g3LZ?-?S-L-?Z.Qf:iisf-‘;iie.,\.>

Shift keys when selecting the images to move. 7 B\ Steman tvt cnravimws O
5. Click ‘SAVE’. [ Back W new [ save |

6. Click ‘New’ to create another gallery or click
‘Back’ to return to the main Photo Gallery screen.

Upload Images

If you would like to upload additional images to be used in a Photo Gallery you can do so by going to
your Manage Files area, or by clicking on the Upload Images link to the right of any Photo Gallery. If you
click on the Upload images link you will be taken directly to the Photo Gallery folder in your Manage Files
area. Please refer to the Manage Files section above for information about creating Folders and
Uploading Files.

Manage an existing Photo Gallery

To manage a specific Photo Gallery click on the Manage link to the right of the desired Photo Gallery.
You will be able to change the Photo Gallery Options and manage the Images in the chosen Photo
Gallery.

Add to Page
Once you have created a Photo Gallery you can add it to a page by clicking on the Add to Page link to

the right of the Photo Gallery title. This will take you to the Manage Pages area where you can use the
Add Components function to add the Photo Gallery to a Web page.

Deleting a Gallery

To delete a Photo Gallery, click on the checkbox next to the Photo Gallery you would like to delete. Click
on the REMOVE SELECTED button to permanently delete the Photo Gallery. Please Note — this does
not delete any of the images from the File Management area.
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Photo Gallery Samples

Numbered Links

Clear the puck - Giants are waiting to pounce!

View Slideshow

0 123456789101112131415

00

rtia Technologies Inc.

Thumbnails

Clear the puck - Giants are waiting to pounce!

View Slideshow
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Newsletters

The Newsletter system allows you to send
newsletters to subscribers. You can have multiple
Publications (Newletters), however users must sign
up for each Publication individually. Each publication
is like a magazine. Subscribing to one magazine will
not automatically sign you up for other magazines.
Each newsletter can have multiple Editions. Editions
are like issues. For example, if ‘Auto News’ were a
publication, | would send out the May edition, or the
June edition to the Subscribers.

Newsletters are Components that can be added to a
designated area of a Web page. Adding the
newsletter to a Web page is necessary if you would
like Web visitors to be able to sign-up to receive that
Newsletter.

NEWSLETTER

There are currently 29 Publications

—

ABCDEFGHIJKLMNOPQRSTUVWXY?Z

Search by Title:

Search First Letter: [Display All]

Page Size:

[ Existing Publications

[J Administrators

[] Bring Everyone Together in A Virtual Office
[ Build Your Brand with A Virtual Office

o
&
]
&

=]
&
m |
@

(=]
(T
T o
i@

[ Doing Business Online Just Got Better!
[] Double your Sales & Market Opportunity
[ GetFull Web Integration At Half The Cost
[ Get Our SAAS & Save up to $500.00

o O
EES :
EEE @
[T
m

=

=]
(T
m
i@

o
o
m
]

[] GetReady to Grow Virtual!

=]
&
m
&

[[] How do you close Sales in the Virtual World

=]
&
im
@

[ Is Your Virtual Office Open for Business?

=]
(7
m
(m}

View Page: 123

| _Kew [l ReEMOVE 3ELECTED |

When you enter the Newsletter area you will see a list of existing Publications. If you have numerous
Publications you can use the Search by Title or Search by First Letter tools to find a specific Publication.

Creating a Publication

1. Click on the NEW button at the bottom of
the Newsletter screen

2. Enter the Title for your new Publication
(Newsletter).

3. Enter a Description for the Publication.

4. Subscription Information: Select which
fields you would like displayed in the sign-
up area that you will add to a Web page.
Note: by default the email address field is
displayed.

5. You can also enter an email address in the
Subscribe Notification and Unsubscribe
notification to receive an email when some

*Title: | |

Description:

Select any additional subscription information to collect:

[Last Name
[Jorganization

[IFirst Name
[Iprhone

Complete the fields below to receive notifications when users subscribe or unsubscribe

Subscribe Notification: | ‘

Unsubscribe Notification: | ‘

subscribes or unsubscribes from the Publication.

6. Click SAVE to save the Publication.

Delete a Publication

To delete a Publication, click on checkbox to the left of the Publication that you would like to delete. Then
click on the REMOVE SELECTED button. A prompt will appear confirming the publication removal. If
you wish to delete this publication and any associated data, click ‘OK’ to delete. NOTE: If you delete a
Publication will delete the Publication’s Subscriber list and all Editions associate with that publication.

Details

To edit the information you included when you created a Publication click on the Details link to the right

of that Publication.
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Editions

To create a new Edition for a Publication or to edit and

There are currently 17 Editions

[ 211 Eublications | [ Publication | [ Edicicns | [ Subscribers |

existing Edition click on the Editions link to the right of | swawn. —— -«
a Publication title. This will take you to the Editions | s« rscoereniicimnorarsruovwayz ool

area for the chosen Publication. rage sze: 10 8
. . .. . [] Holiday Notice 1;;3512:;“[ Edit

You can search for existing Editions by using the | owecoumreso ean

Search by Title or Search by First Letter tools. S - o

Create New Editions

[] Nortia - Server Maintenance 07/04/2006
[] Nortia - Server Maintenance 0115/2008
[] Nortia Admin Area Update 03/06/2008
[ Nortia News - November 2007 1110972007
[ Mortia Support During Holidays 1212312006

Fisssssss ¢
EEEE

m
<

View Page: 12 |1 ¥

| _New | reniovE SELECTED |

1.

2.
3.

Click on the ‘NEW’ button to create a new “Title:

Edition. a

The page will refresh (see right illustration). waeTosend:[ ] sttus: [ ]

Enter the Title — this will help you identify the Tip=: To personlize your edition use the folloving
Edition through the Administration console and - Displays subscrbars first name.
will be used in the subject line of the Newsletter - Displajs Subserber’s phone number.
email that gets sent to the Subscribers. SIS, - Displays subscriber's email.
Enter the Date to Send (by clicking on the

calendar icon beside the date field) — this

Edition will be automatically sent to all

Subscribers for this Publication at 1:00 am PST *Text Content:

on the date indicated.

The Status field is for administrative purposes

only. For Newsletters that have not been sent it

will say “Waiting” and once an Edition has been | *vmwL content:| | [ Edic |

completely sent to all Subscribers it will say

“Sent”. Please note: if you have more than 50 [ Back | [ Wew || | |

subscribers the Newsletter will get sent in
batches of 50 — so the more subscribers you have the longer it may take to send — not a big
issue, but just don’t expect the Status message to change immediately.

Editions have to be written in both HTML and Text formats to accommodate the email
preferences of the subscribers. The difference between the two formats is the ability of HTML
newsletters to include formatting and pictures while Text newsletters will not. The easiest way to
create your newsletter in both HTML and Text formats without having to re-type the content is to
enter the Text content first. Next, copy the text edition by selecting (highlighting) the content and
pressing ‘Ctrl’ and ‘C’ at the same time. Click on the ‘Edit’ button beside ‘HTML Content’ to open
up the Content Editor window. For more information on using the Content Editor please refer to
Appendix A. Paste the text into the content window by pressing the ‘Ctrl’ and vV’ button at the
same time. Now, you can start formatting the text by adding pictures or tables, increasing text
size, add bulleted text etc. Once you are satisfied with your content, click on ‘Submit Data’ to
accept all the formatting changes. The Content Editor window will close. You can preview the
HTML version by clicking on ‘Preview’ beside ‘HTML content’. A sample of your newsletter will
open.

Be sure to click the ‘SAVE button at the bottom of the screen. If the Edition is successfully saved
you will see a message (“The new edition was successfully created”) in the green status bar
(directly below the Editions: Edit text).
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Send Immediately To

Once the new edition is successfully saved, the

‘Send immediately to:” option will become

available. This allows you to send a test Newsletter | ‘PateTosend:[ 7 | & status: [ ]
to an Individual Email address; or send the Tips: To personalize your adition use the folloving

special codes. Show Example.

Newsletter immediately to All Current Subscribers. - Displays subscriber's first name.

- Displays subscriber's last name.
- Displays subscriber's phone number.
- Displays subscriber's

To send the Newsletter to All Current IRt Displays subscribar's email.
Subscribers click on the Send Now button. The

Newsletter will be sent. Please note: because you

*Title: |’Iest Newsletter

Dear %$ifirstname%t,

Here is the text content of the Test

have already sent the message to all Subscribers it Wewsletter. If you have any questions...
will not be sent again on the date indicated in the *Text Content: | 1MSTE LY
Date to Send field. If, for some reason, you would The Team at Hortia

like to send the same Edition again you can do so
by using the same Send Now functionality

¥HTML Content: [ Preview || Edit |

You can send a test Newsletter to an Individual | .. = . = o Corentsubscribers ¥
Email by changing the drop-down list beside Send
Immediately To. Once you select Individual Email
you will see a new field appear (Enter Email [ Back | [ Wew | [ save | [ Delete |
Address) where you can enter the email address
you would like to send the Newsletter to. You can also select the format to send the message in —
either HTML or Text. Click on Send Now to send the test Newsletter. Please note: sending the
Newsletter to an Individual Email will not override the Date to Send function — the Edition will still be
sent to All Subscribers on the date indicated.

Edit an existing Edition

Once you are in the Editions area for a selected Publication you will see a list of all existing Editions.
Click on the Edit link to make changes to that specific Edition. Refer to Create New Editions section
above for more information.

Delete an Edition

In the Editions area, click on the checkbox to the left of the Edition you would like to delete. Then click
on the REMOVE SELECTED button at the bottom of the screen. The Edition will be permanently
deleted.
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Subscribers

In the main Newsletter area click on the Subscribers
link to the right of the Publication you would like to
manage. This will take you to the Subscribers area for
that publication where you will be able you add,
change and delete newsletter subscribers. You will
also be able to import and export Subscriber lists.

When you use the Add Components function to add a Subscribed:| ]

Newsletter to a Web Page, Web visitors will be ableto | _ .

sign-up for that Publication. When a Web Vvisitor

signs-up they will automatically be added to the | Swsiber “Wpe Subseribed A&

Subscribers list.

In the Subscribers area you can Search for current
Subscribers by their email address using the
alphabetic search tool or entering all or part of their
email address in the Email search field.

You can also filter the list of Subscribers by their
subscription status.

Add a Subscriber

1. Once in the Subscribers area you can add a A hitp://cms.nortia.org/admin,/Newsletter | =101 x|
new Subscriber by clicking on the NEW button =
near the bottom of the screen. *Ernail: [pBhotuail. con |

2. A pop-up window will appear prompting for the First Nomes [FiEz |
subscribers email address, other subscriber '
information and the desired Newsletter format Last Hame: [Tzatnan |
(HTML or text). Phone: | |

3. Enter in the appropriate information and click
on ‘Submit’. You will be returned to the Organization: | |
‘Subscribers’ page and the new subscriber will Content Type: @ wrmL € Text
be added to the ‘Subscriber list’.

Subscribed: [
View Subscriber Details [Submit | [ Cancel |
To view the details of a Subscriber’s information, I
click on the appropriate ‘Subscriber’ email address. g, T [ e P

A new window will open listing the Subscriber’s
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NEWSLETTER == EDIT == ADMINISTRATORS >> SUBSCRIBERS

There are 276 subscribers in this publication

| R11 Publications | | Publication | | Editions | | Subscribers

ABCDEFGHIJKLMNOPQRSTUVWXYZ [ALL]

Email:|

H Search |

D aaron.|@attglobal.net

[] abhi@eme.ubc.ca

[] acameron@athletics.ca

|:| acastellan@z010legaciesnow.com
D acooper@2010legaciesnow.com
[] activekids@silkenlaumann.com

[] admin@justinstitches.com

View Page: 12345678910

HTML
HTML
HTML
HTML
HTML
HTML
HTML

[Deete AL ] peizr= | New ] wPorT | ExporT)

Yes
Yes
Yes
Yes
Yes
Yes

Yes

profile. You can edit the Subscriber information in this window. We do not recommend changing a
Subscribers status from Not Subscribed to Subscribed. Make any necessary changes and click
‘Submit’ to store the changes.

Delete a Subscriber

To delete a subscriber, click on the box next to the subscriber name. You will know the user has
been successfully selected because a check mark will appear in the box next to the user's name.
Once the appropriate subscriber has been selected, the ‘Delete’ button will become enabled. Click on
the ‘Delete’ button to remove the selected subscriber from the system. A prompt will appear
confirming the removal process. If you wish to delete the selected subscriber from this publication
click ‘OK’ to continue or click ‘Cancel’ to keep the subscriber active within the system.
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Importing and Exporting Subscriber Lists

You are able to Import lists of Subscribers from a CSV file, as well
as you can export a list of subscribers to a CSV file. You will see
the Import and Export buttons at the bottom of your Subscribers
list.

Importing Subscribers

When you click on the Import subscribers button a new window will
appear (as seen to the right). You can then browse your computer
for the file you would like to import from. The Column Orders in the
CSV file drop-downs allow you to ‘map’ the fields from your file into
the correct fields in the database. Your CSV file should contain a
column indicating the format the subscriber wishes to receive their
newsletter in — enter a ‘1’ for HTML and a ‘0’ for text only. Please
note: your CSV should not contain column headings or any blank
rows.

WARNING: When importing a list of Subscribers the system will
ignore all subscribers who are currently subscribed to that
publication — this is based on email address. If you delete the
subscriber list, and import a new list you will lose the
subscribed/unsubscribed status for all people in the list. Thus
people who have previously unsubscribed will receive future
Editions. This would be considered spamming, as you are
continuing to send newsletters to people who have previously
indicated that they do not wish to receive future communications.

Exporting Subscribers

When you click on the Export subscribers button a new window will
appear (as seen to the right). This allows you to select which fields
you wish to export. Once you have selected the fields you wish to
Export click on the Export button. A File Download button will
appear asking you if you would like to Open or Save the file. Note:
You must Save the file before you can view it.

Add to Page

Nortia Technologies Inc.

I Import Subscribers - Windows |... E“§|E|

& | http:jjems nortia,orgfadmin/Mewsletter_ML/conMLMe v

NOTE:
(1) Email must be specified
(2) Content Type: 1 =HTML ; 0 = Text

Column Orders in CSV file:

Column 1: w
Column 2: v
Column 3: v
Column 4: v
Column 5: v
Column &: w
CsV file:
"| || Browse...
€ mternet H 0w -

o~ Export Subscribers - Windows |... EI|§|E|

& | http:ffcms.nortia,orgfadminfNewsletber ML conMLNe

Eed
Column Orders in CSV file:

Column 1: “
Column 2: v
Column 3: -
Column 4: -
Column 5: “
Column &: “
Column 7: v
w
€ Internet Ho100% v

Once you have created a Newsletter you can add it to a page by clicking on the Add to Page link to the
right of the Publication title. This will take you to the Manage Pages area where you can use the Add

Components function to add the Newsletter sign-up to a Web page.
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Form Builder

Web Manager allows you to build custom data
collection Forms that can be completed by your
Web site visitors. There is no limit to the amount
of information you collect, however we
recommend making the forms as easy to fill out
as possible.

When you enter the Forms area you will see a list
of all the forms that you have already created.
You can search for existing Forms by Title or by
First Letter.

Deleting Forms
You can delete an existing Form by clicking on
the checkbox to the left of the Form name.

Nortia Technologies Inc.

FORM

There are currently 20 Forms

Search by Title:

Search First Letter:

| | ==Go

ABCDEFGHIJKLMNOPQRSTUVWXYZ

[Display All]

[ Existing Forms

[] 01 User Types and Management
[[] 02 User Profile and Member List

[] 03 Online Meetings

[[] 04 Discussion Topics

[] Dema Follow Up

[[] Follow Up Call Form
[] John Email Test

[] Live! Demo

[] Product Request

[[] Product Request Update

m

m

m

m

m

Im

m

Im

m

m

View Page: 12

Page Size:

| new W remove ssiect=n | supPORT TABLES  COPY FORMS

Then click on the REMOVE SELECTED button to permanently delete that Form and all data associated

with the Form.

Support Tables

When you create forms you are able to include drop-down option
lists. There are some option lists that you may want to use on
several forms. The Support Tables tool allows you to build lists that
can be reused on any Form. To create a new Support Table click
on the button at the bottom of the Forms: Manage area. This will
open the Support Table Manager (as seen to the right). You can
edit an existing table by clicking on its name, or create a new table

by clicking on the New Table button.

The first thing you should do is enter the table name. Click on
tbINewTable, this area will become editable so you can enter the
Support Table name. You can now enter the Key and Value for
each option in the drop-down list. The Key and the Value can be
the same (as they would in the Year table, Key = 2004 and Value
= 2004) or the Key can be a short version of the Value (as in the
Month table, Key = Feb and value = February). Once you have
completed your table click on the Ok button to save the Support

Table. We will talk more about using Support Table later.

/3 Support Table Manager - Micro iy [m] |
Support Tables
Date ==
Daysofyesek |
Month x|
Year |
Jid |
Mew Table |
1=k
thiNewTable
Key \alue |
Feb February =
Jan January
Mar Ilarch
Apr April
Ml ay Ivlay
Jun June
July JLly |
Alg Algust
Sen Sentembear d
Sort Value field: |Nnne vi
’TI Apply | Cancel |
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Creating Forms
To create a new Form click on the 'NEW' button at the bottom of the
Forms page. This will open the create Form Wizard.

Form Wizard

Step 1- Basic

The first step is to assign a name to the form. Type in a name for
the form in the Name field. You also have the option of including
a description for the Form and keywords that could help identify
the Form.

Step 2 - Form Type
Select a form type by clicking in the option circle next to the
desired type.

e Email - This type of form will email the data to a specified
address when a user has filled out the form.

e Database - This type of form will create a database based
on the structure of the Form you create. When users fill
out the form, the data will be placed into this form's
database. You also have the option of having the data
Emailed to one or more people.

Step 3 — Email or Database Properties
If you selected Email in step 2 you will see the Email Properties
fields in Step 3.

e To: The email address for the recipient of the form data.

e From: The email address that will appear in the 'From'
field of the email. All emails require that a sender appear
in the 'From' field, therefore a valid email address must be
entered.

e Bcc (optional): If you wish to send the Form data to
additional Email address, but you do not wish their email
address to be visible to other recipients, enter their
address into this field.

e Subject: Subject of the email

e Body (optional): Text that will appear above the Form
data in the email.

If you selected Database in step 2 you will see the Database
Properties fields in Step 3.

e Assign a name for your database. When assigning a
Database Name, a space in the name will be
automatically replaced with an underscore. We
recommend keeping the name for your database the
same as the name of the form for organizational
purposes.

¢ Email: each time a Web visitor submits a Form you can
have the data sent to one or more Email address

Nortia Technologies Inc.

/3 Form Wizard -- Web Page Dialog
Step1 StepZ 5Step3 Stepd

Basic

Name: |

Description:

|

Keywords: |

Back | IMext I CanceII

4} Form Wizard -- Web Page Dialog

Step 1 Step 2 Step3 Stepd

Form Type

-~ iEmail

""""" “This type of farm will email the datato a
specified address when a user has filled out
the farm.

¢ Database
This type of form will create a datahase
based on the structure of the form you
create. When users fill out the form, the data
will be placed into this form's datahase.

Back Mext Cancel

; Form Wizard -- Web Page Dialog
Step 1 Step? Stepd Stepd

Email Properties
To: |

From: I

Bce: I

Subject: |

Body: |

Back I Mext Cancel

& Form Wizard -- Webpage Dialog
Step1 Step2 Step 3 Step 4

Database Properties

Database |

Name:

Email:
This address will be nofied when a new
eniry has been made from this form.
Separate muliple addresses with a =;™.
Leave blank for no nodiicaon.

[ Back ][ Mext ] [Cancel]
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Step 4 — Select Pages

Assign Success and Failed pages for the form. Depending on
the status of the Form submission, Web users will be directed
to the corresponding page assigned. Use the Select Pages
icon (the box with the ...) to search for pages you have

created.

Click on the 'Finished' button to start building your Form.

Building a Form

Once you have finished the Form Wizard
you will be able to start building your Form.
The Form Builder window looks like the
screen shot to the right. The Form Builder
window is divided into 5 major areas:

1. Some of the standard Windows Menu
items appear in the top menu area
(File, Edit, etc.)

2. Near the top left corner are the Form
Builder Tools.

3. Below the Form Builder Tools is the

for the Form Builder
item that is currently selected.

4. To the right of the Form Builder Tools
are the Tool Bar buttons.

5. The large area is referred to as the
Form Template.

Nortia Technologies Inc.

/) Form Wizard -- Web Page Dialog x|
Step 1 Step? Step 3 Step 4
Select Pages
Success: || _l
Failed: | _l
Back | Finished| Cancel |
=10l x|
File Edit ‘ew Favorites Tools Help
ma e r | |[ERER ] ]
Ao Bl === = e el <Al

Type Eody
I ot ody
LB Table [workout

Grid Snap |10

i dth B00px
Height E0Dpx
B Colar Jwhite

Cirl+[Arrow] = 2 pixel nudge
Ctrl+C = Copy Selection

Cirl+V = Paste Clipboard

4

o

|Ej Syskem ready

[T wtenee
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Form Template

To change the basic look of your Form you can click anywhere in the Form Template and then
adjust the values in the Properties Table.

e Grid Snap — when you are dragging items around the Form Template they will snap to the
nearest X and Y coordinates that is a multiple of the value you use for the Grip Shap — we
would recommend using the default value of 10

e Width — this is the width of the entire form. Because your form will be displayed on a Web
page that is likely smaller than the 800 px used as the default we would recommend
changing this value to between 500 and 600 px.

e Height — the height of the Form will vary from Form to Form depending on how much data is
to be collected. You can start building your Form and if you run out of room at the bottom
increase the Height value.

e BC Color - click on the colour name (to the right of BG Color), this will open the colour palette
so you can choose a new colour for the Background Colour of the entire Form

Form Builder Tools and related Property Tables

To add an item to your Form Template drag a Form Builder Tool onto the Form Template. Once an
Item has been dragged into the Form area you can customize its properties by changing the values in
the Properties Table. You will notice the table of properties will change each time you select a
different item. To incorporate one of the following tools into your form, simply drag and drop the tool
icon onto your form template — items cannot be customized until they are added to the form. Here is a
brief description of each of the Form Builder Tools and their related properties:

Text Box

Text boxes are large blank fields where users (Athletes or Coaches) can input data. If you select a
Text Field the next step would be to customize your item, by editing its Properties Table. You are able
to customize a Text Box’s:

[abl

¢ Name — This is the name for this item as it will appear in the database.

e Numeric — will the user be entering text information or a number? By selecting the default
‘False’ option, the user will not be able to add in Numeric information, only text info can be
added. In order to change this to allow the user to add in either text or numeric information,
click in the box and change the entry to ‘True’.

e Required — will the user be able to leave the Text Box blank or will they have to input some
data before submitting the form? The default option is ‘False’ therefore the user must enter
in data before this form can be successfully submitted.

e Maximum Length - the maximum number of characters that can be entered into this Text
Box.

e Value — the default text that will appear in the text box prior to the user’s entry

Tab Index — The Tab Index is the order in which the user will progress through the items in a

form when using the Tab button. We will look at setting Tab Order shortly.

Location — The X and Y coordinates establish the location of the Text Box on the page.

Width — The width of the Text Box.

Height — The height of the Text Box.

Z index — This is the stacking order of an item in relation to other form items. For example if

you have an item with a Z index of 1 and another item with a Z index of 2, the item with a Z

index of 2 will appear ‘on top’ of the other item. Z index numbers begin at 0.
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Drop-down Box

A Drop-down Box provides a list of options that the user can choose from. Once you have dragged a
new Drop-down Box onto the Form Template you can customize its properties by editing the Properties

Table. As with Text Boxes you can customize the Name, Tab Order, its Location, and the Width of
the box. Other properties that can be customized are:

Data Source - this is the list of options that will appear in the Drop-down Box. You can use
the Date Source drop-down list to select a previsouly created Support Table, or if you would
like to create a new list of options for this Drop-down Box right click on the item and select
‘Manage Items’ from the drop-down menu that appears. This will open the Manage Items
where you can enter a Value and Text for each option. The Text will appear in the Drop-
down Box option list, but the Value is what will be stored in the Form database. Click on
‘Add’ to add extra options to your item. (Please Note: In order to view the last option
entered in the Manage Items window, click ‘Add’ so that there is an extra option field
available before you close the window.) When finished click on the ‘X’ in the top right corner
to clse the Manage Items window.

o Display Mode — please keep this at the default setting - All

Radio Button

Radio buttons are used as a select option feature. By grouping radio buttons (assigning them the same
Name in their Properties Table) users will only be able to select one option from the group. The
“Value" of the radio button chosen (by the User) from a group of radio buttons will be placed in the

database. For clarity, we recommend using the same text for the Value as used to label the radio
button.

Check Box

Check boxes have similar properties to Radio Buttons. However, users have the ability to select

multiple Check Boxes that have been grouped. Check Boxes are grouped together by giving them the
same Name in the Properties Table.

Label

You can add a word, phrase, or sentence to your Form by dragging a Label onto the Form template
and then editing the text. To edit the text that appears double-click on the Label item (that has been

dragged into the template), you will then be able to edit the text. You can further customize a Label by
changing the values in its Properties Table:

e Location, Height, Width, and Z Order
e BG Colour —click on the colour name, this will open the colour palette so you can choose a
new colour for the Background Colour of the Label
e Border width — type in the desired thickness of the border (0 = no border)
Border colour — click on the colour name, this will open the colour palette so you can
choose a new colour
e Border style — use the drop-down menu to pick one of the available styles
You can change additional Label properties by using the Tool Bar Buttons. Many of these
buttons correspond to similar buttons you might use in MS word. For example — bold, italics,
underline, etc. You can also use the text size drop-down box to customize the font size. In addition,
you can change the text colour by using the Text Colour button (the A with the red line underneath

it).
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Select Box
Select boxes are very similar to drop-down menus, however multiple options are visible at the same

time and the user can select one or more of the options. Please refer to the Drop Box description for
additional information on customizing a Select box.

Frame
Frames can be used to help format your Form. Because you can customize the border and/or
background colour of a Frame you can make groupings of items in your Form stand out from the rest
of the Form. Create a Form by dragging it onto the Form Template. You can the position and resize
the frame by selecting it with your mouse and dragging it to the desired location, or hold down the left-
mouse button on a corner or side of the item and use your mouse to increase or decrease its length or
width. You can also use the Properties Table to change the following:
e Location — by changing the X and Y values
e Width and Height
e BG Colour - click on the colour name, this will open the colour palette so you can choose a
new colour for the Background Colour of the Label
e Border width — type in the desired thickness of the border (0 = no border)
e Border colour — click on the colour name, this will open the colour palette so you can
choose a new colour
e Border style — use the drop-down menu to pick one of the available styles

Image

You can insert images into the Form by dragging and dropping the image icon onto the Form
Template. Select the image. Right click on the image and scroll down to select ‘Properties’. In the
Image window, select ‘Choose Image’ to select or upload an image. Once you have selected the
image, click ‘Submit’. The image will appear in the image window, customize the size and layout of

the image and select ‘OK’ to add your image to your form. To add a new image refer to the section on
uploading files.

Text Area

Text Areas are very similar to Text Boxes, however a Text Area provides a larger field in which a user
can input information.

Submit Query

The Submit Query button is required at the bottom of every Form. The button is used by Athlete and
Coaches to submit the information they inputted into the Form. By clicking on the button the
information will be transferred to, and stored in the Form database. Although you have the ability to
change the text that appears on the button, the function of this button will always remain as a submit
tool. To change the button label edit the Text field in the Properties Table for this Iltem.
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Additional Features

Form Formatting
You can format one item by selecting that item or you can select several items by holding down your
Shift key and left clicking on each of the items you would like to format. Next right click to reveal the
Options list for formatting the selected items. Note: the options list will change depending on which
items you select. These are the formatting options that may be available:
e Copy —to copy the item(s) you have selected
e Paste — to paste the item(s) you have copied
e Send to Back — will send selected item(s) to the back of the template so other items will
appear in front of them
e Bring to Front — will reorder the items, so the selected item(s) will appear in front of all other
items in the template
e Align Left — will move all of the selected item(s) so they are in line with the selected item that
is furthest left
e Align Top — will move all of the selected item(s) so they are in line with the selected item that
is furthest to the top
e Space Vertically — this option will only work for items that have already be organized in a
vertical format, by selecting Space Vertically the spaces between the items will all become
consistent
e Same Height — all items will be increased to the same height of the largest item that has
been selected
e Same Width - all items will be increased to the same width of the widest item that has been
selected
e Delete

Main Tool Bar Options

¥ [ |6

The ‘Save’ button will save the form in its ‘raw’ format. Clicking on ‘Save’ will store the form within
the Form Builder.

Once you have finished the layout of your form, you may wish to preview the form by clicking on the
‘Preview’ option. By previewing the form, you will see the form as it will appear to your users.

If you are satisfied with the layout of your form the next step is to make the form available to your
users. By clicking on the ‘Set Form Live’ button, the form will be added to the Sport Trainer and will
become available for use. This will also generate an accompanying database for the Form.

The ‘Edit Form Properties’ option allows the administrator to edit the name, description, keywords
and the database name for the selected form. Be sure to click ‘Finished’ once you have made the
necessary modifications.

Tab Index Wizard ﬂﬂﬂj

The Tab Index Wizard allows the administrator to assign the Tab Order to form items with ease.
Clicking on the ‘Play’ button starts the wizard. Click on items one at a time in the order you wish them
to be numbered. Once you are finished, click ‘Stop’ to stop the wizard. Once the Tab Index Wizard
has been initiated, clicking on the ‘Pause’ and then the ‘Play’ button again will allow you to stop the
Wizard and resume with the last item selected. By clicking on the ‘Rewind’ button, the administrator
has the ability to re-order the item selected to its last tab selection number.
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Edit

Clicking on the Edit link to the right of the Form you wish to edit will open the Form Builder window
where you can make any necessary edits. The Form Wizard will open first, if you would like to make any
changes you may, otherwise click on the Cancel button. Once in the Form Builder, make desired
adjustments and click ‘Save’. Be sure to click on the ‘Set Form Live’ option to update the Form on your
Web page.

Data
If a Form is a database form, there will be a Data link to the right of the Form name. You can click on this
link to view the data from all of the submissions of this Form. To filter the data or create reports we
recommend copying the entire Data table into MS Excel and manipulating the Data as desired. To copy
the entire data table:

1. place your mouse in the table and press your CTRL + A keys to select all

2. pressthe CTRL + C keys to copy all

3. open up a new Excel worksheet

4. place your mouse in the first cell and press your CTRL + V keys to paste the copied data

Struct
Clicking on the Struct link will display the database structure for that Form. This option is really only
useful for System Administrators.

Copy Form
At times organizations may wish to create multiple forms that contain the same or similar content. As

opposed to re-building the form, Web Manager has the ability to copy forms. This is particularly useful if
you are building a form in multiple languages.

To copy a form, click on the Copy link next to the form you wish to duplicate. An Explorer User Prompt
window will appear. In the text field enter a new name for the copied Form and click 'OK'.

Once the form is copied, the Manage Forms window will refresh and the new form will be added to your
list of Forms. If this is a Database Form, be sure to enter a new (unique) database name, in Step 3 of the
wizard, when you first edit the Form.

Add to Page
Once you have created a Form you can add it to a page by clicking on the Add to Page link to the right of

the Form title. This will take you to the Manage Pages area where you can use the Add Components
function to add the Form to a Web page.
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Reports
Search and create reports containing data collected by your organization’s Forms. Please note: most
organizations find it easier to copy and paste all of the Form data into MS Excel and manipulate the data

using the tools available in Excel. Form information on how to do this please refer to the Data section
above.

New Reports New Report
1. To create a new report click on the NEW button in _
the Reports area. ':’t'e’ =
‘ y . - . *Form: v
2. Inne\tArI]?ech;—:-r\;v Report’ window, fill in the Title for the sLayout{Pomar
3. Use the drop-down list to select one of the
available Forms. Once you have selected a form, |New Report
the screen will refresh and a listing of all the e
. . . . *Title;|Fitness Test
available corresponding form fields will appear. Y e e
4. Select the fields you wish to search by selecting a *Layout[Porrat 5]

field name from the ‘Available Fields’ box and
then use the >>’ button to add it to the ‘Added

Available Fields

Added Fields

. , . . ! FTPPagsword A] Pull-U;
Fields’ box. Continue adding as many form fields Firsthame Conder
. LastName

as you WISh' Date0fBirth —J =

5. Select the layout for your report: Landscape i A
(horizontal) or Portrait (vertical). Addressl

6. Click ‘Save’ to add your report to the Reports o
|istings_ Province |

Get Report

Once you have successfully created your new Report,
click on the ‘Get Report’ link to generate that Report.

REPORT FILTERS

Use the Field, Filter and Value drop-down menus to | Field Filter Value
Customize yOUf report filters. |Repor‘LDiscussion Useage V||NotEquaI To V||{]I V|
e Field — Which area of the form you wish to
search
e Filter — The specifications of your search. * Display order:
e Value — The value of the information you wish | v
to find. ® Ascending O Descending

Use the ‘Add New’ option if you wish to add additional
report filters. Continue adding as many search filters
as you wish.

| BACK | GENERATE REPORT

The next step is to set the display order of your data. Use the drop-down menu to select which field will
be displayed first. You can also use the option circle to select whether you wish the data to appear in an
ascending or descending order. Once you have set your Report settings, click GENERATE REPORT to
view the data collected.

Once the report has been generated, if you wish to print the data collected, click on the ‘Print Report’
option.
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Manage Reports

Click on the Manage link to the right of an existing Report name to go to the Edit Report area. You will be
able to edit a variety of features including the report form fields and the layout of the report. You also
have the ability to edit the Report name. Be sure to click ‘Save’ once you have made the necessary
edits.

Deleting Reports
To delete a report(s) click on the checkbox to the left x|
of the report name(s) and then click on the ‘Delete
Selected’” button. When the Microsoft Internet
Explorer window appears, click ‘OK’ to delete the
report or click ‘Cancel’ to end the process.

@ This will delete the report(s) and any associated data ! Are you sure ?

Cancel |
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Discussions

Create a New Discussion

1.

7.

To create a new Discussion, click on the ‘NEW’
button at the bottom of the Discussion area.

The screen will refresh to display the ‘New
Discussion’ options.

Enter a Title.

Enter a description of the Discussion.

Click on the ‘Save’ button to store the new
Discussion. The Discussions window will be
updated.

The next step is to add participants and
moderators to the discussion. As a participant, a
user can add a new thread, or post a message to
an existing thread. A moderator has the same
functionality as a participant, however in addition
he or she can also remove any threads and
messages from the Discussion.

e The ‘Users’ section is managed in two
modes: Participant and Moderator. By
default the ‘Participant’ option is selected.
The ‘Participant’ screen lists all users of
the system in the left select box. Search
and then select the user(s) you wish to add
as a discussion participant. Once selected
(highlighted in blue), click on the ‘Add’
button to add the user to the right select
box (participants of the discussion).

e To add a moderator(s) to the discussion.
Click in the button next to the ‘Moderator
heading to display a list of potential
moderators. The screen will automatically
refresh to display a list of prospective
moderators in the left select box (current
moderators will appear in the right select
box).

e Add a moderator(s) to the discussion by
selecting a participant(s) from the left select
box and then click on the ‘Add’ arrow to
add the participant as a discussion
moderator.

e To remove a participant or moderator from
a discussion, select either the Participant or
Moderator button and select the user from
the right select box and click the ‘Remove’
button to remove the user from the list of
current participants/moderators.

Click ‘SAVE’ to update your changes.

DISCUSSION

Nortia Technologies Inc.
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[] ALACD Youth Exchange Discussio Detal
[] Alberta Discussion Board
[] BC Discussion Board

D Manitoba Discussion Board

D
D
D
[J National Discussion Board D
D
D
D
D

[] New Brunswick Discussion Board
[] Newfoundland Discussion Board

[] Northwest Territory Discussion.

[] Nova Scotia Discussion Board

[J Nunavut Discussion Board Details

View Page: 12
[ nEw |

DISCUSSION == EDIT == TEST

The Discussion was successfully saved.

Title: |Caner:ence |

Description: |Ihis iz & discussion for our upcoming conference 01

Users:

Note: A user must be assigned as a Participant before they can be
assigned as the moderator.

@ participant O Moderator
ABCDEFGHIJKLMNOPQRSTUVWXYZ [ALL]

Last Name: | || Search |

bbbb aaaa »
Shelly Adams =
Cameron Adamson

Val Addison

Carole Adlington

Jacline Allard

Marc Allard

Phil Allen

Victoria Allen

Archie Allison st

Note: The list of potential moderators
(left select box) is generated based on
the list of assigned discussion
participants. Therefore, in order for a
user to be listed as a potential
moderator they must first be added to
the discussion as a participant.

i NOTE
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Permissions
Allows you to assign viewing, posting and deleting
permissions for the discussion selected.

Click on ‘Permission’ to the right of the Discussion you
would like to manage. Customize your Viewing,
Posting and Deleting Permissions and click ‘Save’. In
the screen shot above, the Classical Music Discussion
Forum has the following permissions: only moderators
can view, post and delete messages.

Delete a Discussion

In the main Discussion screen click on the checkbox to
the left of the Discussion you would like to delete.
Then click on the REMOVE SELECTED button. A
window will appear, prompting if you would like to
remove the Discussion and any associated data, click
‘OK’ to delete the discussion or click ‘Cancel’ to end
the process.

Nortia Technologies Inc.

Discussion Configuration

Current Discussion: |Classical Music

Permissions

Yiewing Permissions:

O Anyone can wiew messages in this discussion.
O Users must login to wiew messages in this discussion.

@ Only Moderators can wiew messages in this discussion.

Posting Permissions:

O TUsers must login to post messsages to this discussion.
O Users must be approved to post messages to this discussion.

@ Only Moderators can posSt nessages to this discussion.

Deleting Permissions:

O Anyone can delete messages in this discussion.

O Users can only delete their owm messages in this discussion.

@ Only Moderators can delete messages in this discussion.

Save
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Accessibility

Hot Keys 3} HotKeys - Microsoft Internet Explorer
Hot Keys facilitate easy page navigation via a single keystroke. Accessibility

Close this window

Adding Hot Keys Activities
Select the Accessibility category from the main menu and then Events
select the Hot Keys Sub-Menu option. Add a Hot Key into the About Us

Key field, a title in the Title field and then use the link ‘Click here
to chose a page’ to select the desired Web page. Click ‘New’
each time you wish to add an additional Hot Key or click ‘Save’
to store the addition. Volunteers
Contact Us
Customize the Hot Keys order by selecting the option box next Home
to the desired Hot Key and clicking on the ‘Up’ and ‘Down’ arrow :
to move the Hot Key entry accordingly.

Learning & Resources

Resource Library

entries a corresponding list of Hot Keys will be generated for all applicable languages.
However, this will only occur the first time that you save your Hot Keys list. In addition, page
titles will be transferred as the title entered in the English Hot Key Page, therefore you may
wish to edit the title to correspond with the language the user selects.

Note: If your organization has a multi-lingual site, the first time you save your Hot Key
ED‘I‘E

Removing Hot Keys

To remove a Hot Key entry, select the option box next to the desired Hot Key. When selected, the ‘Clear
Selected’ option will become enabled. Select ‘Clear Selected’. When the prompt appears, click ‘OK’ to
continue with the removal or click ‘Cancel’ to end the process.
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VIRTUAL OFFICE

The Virtual Office is a powerful online collaboration tool that allows distributed groups of people who share a
common concern, set of problems, mandate or sense of purpose to communicate and share information
over the Internet.

Note: Not all Web sites have the Virtual Office application enabled. If you would like to add the
norel Virtual Office to your Web presence please contact your Nortia Representative.

Topics

The Virtual Office manager allows you to create an unlimited number of Topics (Offices) and an unlimited
number of users. A user can be assigned to more than one Topic; and can have different Access privileges
within each Topic.

Add a Topic

To create a new Topic, click on ‘Topics’ below the |Topic: New

Virtual Office category in the Menu. In the ‘Topics:
Search’ window, click on the New button near the
bottom of the screen. In the ‘Topic: New’ window
(see to the right), type in the name of the topic in the
Title field.

|<<Back||New||Save|| || |

Title: | |

Configuration:
Set the Topic Configuration: _

. L2, . .. [ Active
Choose if the Topic is Active or not. If a Topic iS NOt | ] members can't upload files
Active ALL members will not be able to see/access | [J members can't post messages
the Topic through the user area Show Participant List
Choose if Members will be able to upload files or | topicType:
not. If you choose that Members can’t upload files | 1- ©2=7e Bv =he public and pazticipated by ali login
that means ALL members will not be able to upload | 2. ©viewed and participated by 211 login users
files. Only Administrators will be able to share files | 3- O e By 2 o ore touin moecs oo apogay©
in the TOpiC_ 4, (@ Viewed and participated by topic group members only
If you choose Members can’t post messages than | pescription:
only the Topic Leader will be able to post messages
in the Discussion area. All other Topic Members will
only be able to read posted messages.
If you decide that you do not what Topic Members to
be able to see other Members profiles be sure to

uncheck the Show Participant List option. [<Back | [ New | [ Save | | | |

Adding a Description to a Topic is optional.
Click on the Save button to create the new Topic (Office).

Once you have created your new Topic (Office), the next step is to add members to the topic. Once your
new topic is successfully saved, the screen will refresh to display the ‘“Topic: Edit’ window for the newly
created topic. The Access button will become enabled, click on this to add users to the topic. Or, use
the Access sub-option in the Virtual Office category from the Menu.
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In the ‘Virtual Office: Access’ window (seen to the
right), the drop-down menu next to the ‘Pick a Topic’
title will display the currently selected topic. If you
wish to select another topic, use the drop-down menu
to select the desired Topic.

From the ‘Available Users’ box, select the user you
wish to add and click on the right arrow to add them to
the ‘Participants’ box. To add multiple users at once,
hold down the ‘CTRL’ key and select the users you
wish to add, and then click on the right arrow. Use the
alphabetized list or the ‘Al button to search for
specific Users.

Once users have been added to your ‘Participants’
box, click on the Save button or to setup Participant
access privileges click on the Assign Privileges
button.

Each Topic Participant can have one of four Access
Levels, and each Topic can have only one Leader.
Participant (P)- Can post messages and delete their
own messages. Can add links and files.

Leaders (L) — Leaders have full control to a Topic.
They can post messages, delete any message, and
add and remove links and files. Leaders can also
approve users who have applied to a topic.
Observers (O) — Observers can post messages and
delete their own messages. Can add links and files.
Observers do not appear in the participant lists.

Nortia Technologies Inc.

Access:

Pick a Topic: MNew Office v

Available Users Participants

Sylla Abdoualaye S Abcfp Admin
Howard Adam Angus Heaps
Tim Adams Rob Snowden
Laurien Alexandre Tacl Tacl
Debbie Allen

Scott Allen

Todd Allison

Dawr;jAnde(rjson

Heather Anderson

Leanne Anderson

Mike Anderson

Dan Aptus

Susan Archibald

Nick Archibald v

| Save | | Assign Privileges

Web Connect: Access Privileges

Centennial Group 'I

ABCDEFGHIJKLMNOPQRSTUWWXYZ [ALL]

Pick a Topic:

Name P|L[O]|A

Kelly Sawatski |l |C|C

Back I | Save

Topic Authors (A) — Topic Authors are Participants who can also edit the Topic Overview Areas.

Once finished, click on the Save button to save the Access Privileges settings; or click on the Back
button to return to the ‘Virtual Office: Access’ page without saving.

52




Web Manager Administrator Guide Nortia Technologies Inc.

Users

Adding a User

In order for a user to have access to a Topic (Office), [yser: Profile
they must first have a User Profile entered into the
system. To enter a user into the system, click on the [<<Back | [Wew | [ Save | [Femove |
Users sub-option located with the Virtual Office Menu
area. All of the systems current users will be listed. |* Reauired Fields

Click on the New button located at the bottom of the Photo Upload:| |[ Browse... |
window. Fill in the required fields with the appropriate *First Newe:| |
information and click ‘Save’. Be sure to note the user Middle Initial:| |
name and password to forward onto the new User. *Last Name:

*E-mail:

Click on the New button to create another New User
or to return to the ‘User: Search’ screen, click on the Back button.

Editing a User

Click on the Users sub-option located with the Virtual Office Menu area. To find a specific User select a
letter from the Alphabetical Index to display a list of all users whose last name starts with that letter; or
enter all or just the first few letters of the User’s Last Name into the Last Name search field. Once you
have found the desired User click on their name and the User’s profile will open. Make any necessary
changes and click ‘Save’ to store the additions.

Note: Be cautious of editing a user’s login name and password without the user’s approval
norel bDecause once you have made the change, the user will no longer have access to the system.

Removing a User

There are two methods utilized to remove a user from the system. Option 1 - while within the ‘Users:
Search’ page (click on the ‘Users’ option from the main tool bar), select the option box next to the desired
user and click on the ‘Remove Selected’ button. Option 2 - click on the user's name to display the user
profile. In the ‘User: Profile’ page, click on ‘Remove’ to delete this user from the system. Click on ‘OK’
to continue with the removal or click ‘Cancel’ to end the procedure.

Note: Removing a user using either of the methods noted above will delete the user from the
system. If you wish to remove a user from a select Topic without removing their account from

novel the system, you must edit the Topic Access level by selecting ‘Access’ and removing the
User from the specific Topic.
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Access

At any time, as an Administrator you can customize the Access level of all Topic Participants. To edit Topic
Participants or to reassign Access levels, select the Access sub-option from the Virtual Office Menu option.
Use the drop-down menu to find the desired Topic. The screen will automatically refresh to display a list of
Topic Participants. Make any necessary changes (add and remove participants, edit privileges etc.) and
click ‘Save’. For more information about Access and Privileges please refer to the Topic section above.

Approval

Restricted users may wish to apply for access to Type 3 Topics. Type 3 topics appear in the list of available
Topics, but a user cannot participate in these topics unless they are granted permission. If a user requests
access to a certain topic, you can grant them access to the Topic here.

Approving Users

Enter the Approval page, by clicking on the Approval sub-option in the Virtual Office Menu area. A
listing of all users who wish to access a specific topic will appear. Click on the specific topic name to
view a complete list of all users who have requested access. Select users by checking the box to the left
of the user name. The ‘Approve Selected’ and ‘Reject Selected’ options will become enabled. Click on
the appropriate option to approve or reject a user’s request.
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Meetings
Although Topic Leaders are able to schedule Online Meetings within their Topic(s), Administrators can
schedule meetings within any Topic through the Meetings sub-option listed within the Virtual Office Menu
item. Setting up meetings involves a three-step process. Step 1 sets up the meeting time, date and gives
the meeting an identity. Step 2 involves setting up meeting options such as the bandwidth and privacy
settings. Step 3 involves selecting members to participate and moderate the meeting.

Nortia Technologies Inc.

Select the Meeting sub-option from below the Virtual Office Category in the Main Menu. A list of
existing meetings will appear.

To create a new meeting, click on the New button. The
screen will refresh and Step 1 will appear (as seen to the

right).

e Step 1 - enter the Meeting Title, the Topic that
this meeting will be scheduled for, select the
service you would like to use (please note some
organizations will only have one option for
Service), enter a Description, time information,
and date of the meeting.

e Step 2, you will be asked to enter options of the
meeting. There are four settings on this page.

@)

Bandwidth Limit - A drop-down menu
with various bandwidth is provided to help
control the connection speed of the
meeting. By default, the bandwidth is set
to Client Bandwidth.

Starting Permission — Select this item if
you would like the meeting to start without
the moderator’s presence. If the
moderator’s presence is required to start
the meeting, leave this box unchecked.
Recorder — Check this box if you would
like the capability to record meeting.

Meeting: New

‘ Meetings ‘ ‘ New | |

‘ | Remove

Step 1 of 3: Meeting Details

Meeting Title: [online Meeting]

Topic: - Select-

Service: —Select—

Description:

Time Start: 16 [+|;[00 » Time End: 17 v/:[ 00 v
Time Zone: Pacific Standard Time (PST) v
Date: 2007 |v| [May v|[3 v

Meeting: New

| Meetings | | New | ‘

| | Remove |

Step 2 of 3: Meeting Options
(Seats available for selected date

Bandwidth Limit: | Client Bandwidth ¥ | bps
Starting Permissions
[] Recorder

[“]: private

and time) = 20

Private — Check this box if the meeting is Private and Confidential. If checked,
access to this meeting is limited to individuals selected in step 3. If unchecked, the
meeting is available to the public (i.e. all users of your organization’s Virtual Office

area) and only the moderator is chosen.

e Step 3, you will be required to choose the moderator, or the moderator and participants
depending on your Private settings in Step 2.
If ‘Private’ was checked — you will be required to select the Meeting participants and
the moderators from the list of Topic Participants. Under the Participants heading,
there are two lists available. The list to the left is the list of all available participants in
your Virtual Office Area. The list on the right (which starts out empty) is the list of all
participants in this private meeting. Use the “Add >>" arrow to move available
participants to the meeting list on the right. Use the “<< Remove” button to remove

O
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participants from the meeting. Now, select the
moderator of the meeting by selecting the name
of the individual in the drop-down menu under
the Moderator heading located below the
Participant area. Please note that the moderator
is selected from the list of participants of the
meeting. This means that to be a moderator, the
individual has to be a participant whose name
appears on the meeting list (on the right) of the
participant area. Now click on ‘Finish’ to save the
meeting settings.

If ‘Private’ is unchecked — If the privacy setting
is unselected, then this step chooses only the
moderator since the meeting is public and is
available to all user in your Virtual Office area.

Nortia Technologies Inc.

Meeting: New

|Heet1ngs ‘ ‘ Hew | | Save | | Remove

Step 3 of 3: Meeting Users

Participants

ABCDEFGHIJKLMNOPQRSTUVWXYZ [ALL]

Last Name: ‘

| Search

Admin ABCFP
Heaps.Angus

Snowden.Rob
tacltacl

Add >>

Moderators

-

ABCDEFGHIIJKLMNOPQRSTUVWXYZ [ALL]

Last Name:

H Search |

v

First, enter the maximum meeting capacity in the ‘Enter Public Seats Needed:’ field.
Next, select a moderator from the drop-down menu. The list in the drop-down menu
is made up of all users in your Virtual Office area. Now click on ‘Finish’ to save the

meeting settings.
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Appendix A

The Content Editor has been designed to resemble the look and feel of common word processing
applications, so that you can edit the content by using familiar WYSIWYG tools.

Note: for those users with HTML experience, you can build your content in HTML by clicking on the Source
check box in the top left corner.

To accept the changes in HTML or Word editor, click on ‘Submit Data’. If you click ‘Cancel’ or you exit this
window without clicking ‘Submit Data’ all you changes you have made in this window will not be saved.

Content Editor Tips

Lets take a look at some of the functionality of the Content Editor. We will take a look at each of the
tools in the menu bar, starting in the top left and working our way across each row.

¥ Cut (Ctrl + X)

If you would like to remove a piece of text or a graphic — select that piece of content and then click on
the Cut icon.

Copy (Ctrl + C)

If you would like to copy text or graphic select that piece of content click on the Copy icon — move the
cursor to where you would like to Copy the Content and then click the paste icon:

= Paste (Ctrl + V)

Once you have copied a piece of text (from within the Content Editor or from another document or
email) move your cursor to where you would like to insert the text you have copied and click on the
Paste icon.

BB paste as Plain Text

If you have copied the text that has a different format (colour, font, size) than you would like to use, click
on the Paste as Plain Text to only copy the text without any formatting. This function can also be used
to copy content from existing Web pages.

Ew Paste from Word

When copying and pasting content from MS Word please be

sure to use the Paste from Word function. MS Word | Paste from Word
attaches a large amount of code to it's content which often
does not display properly and/or will not allow you to edit the
content effectively. If you are copying and pasting from a Word

Word document, copy the desired text from Word and then When copying and pasting content from MS Word
click on the Paste From Word icon. This will open the Paste ﬂz%‘;:;;ﬁ:;;g;ﬁﬁmﬂmd“;ﬁffﬂm
from Word window as seen to the right. Paste the content o

into the large box. Be sure that both of the check boxes near will not allow you to edit the content effectively. If you

Please paste inside the following box using the keyboard {(Cird+V) and hit OK.

-~

H ; are copying and pasting from a Word document; copy
the bottom right corner are checl_<ed. Click on the OK buttor_1. fhe dekect text fom Word and then cick on the Pcte
The Paste from Word window will close and the content will ~ —
be ‘cleaned’ and pasted into the Content Editor. o et ([ Comn o x|

oK | [ Cancel |
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d4 Find (Ctrl + F)

If you would like to find a specific word or phrase, click on the Find icon. A small pop-up window will
open in which you can enter the word or phrase to search for in the current document.

2 Undo

If you have made a change that you to not want to keep click on the undo button to revert back to the
way the content was before performing your last function.

™ Redo
Works in the opposite manner as the Undo button.

Select All (Ctrl + A)

To select all of the content in the entire document including graphics, tables, etc click on the Select All
button.

¢# Remove Format

To remove the colour, font type, size, etc from a piece of text, select the desired text and then click on
the Remove Format button.

% Add Hyperlink

If you would like to link a section of text or a graphic to a [E SIS GRS
Web page, file, or email address: Link
1. Select the text or graphic you would like and then Link Info RIS
click on the Add Hyperlink button. The Link Web

Link Type

Page Dialog box will open. URL v
2. Select the Link Type from the drop-down list. The | ;.. s
option available are: hitp:/s v

i. URL - used when linking to Web pages or Hrowse S|
files (PDFs, images, etc.) When linking to a e

page or file you can enter the URL in the URL

field. If you are linking to a page or file on

your Web site you can find the URL by

CIICkIng on the Browse Server bUtton' Th|S H_'fhnp:ﬂcms.nortia.orgi—InsertLink—WinduwsInternet[xplorer E]E|E|

will open the Insert Link window. When this {

window first opens you will see a list of all of Cortent Poe= (B

the pages on your site — a very similar view to | [& TopLewl -
. . 23 about

the Manage Pages section in the | |i 2 cues

Administration Console. Find and select the | |= 3 cuens

page you would like to link to and click on the | [1 5 &=

Submit button. The Insert Link window will | |20 tmpstica

disappear and you will be returned to the Link ﬁgjﬂf

window. You may also link to a file you have | == -

already uploaded to your organization’s
folder. To link to a file, click on Files tab at
the top of the Insert Link window — the window
will  refresh and show you the File
Management area were you can located and select the file you would like to link to. Click on
the file and then click on the ‘Submit’ button. Note: if you are linking to an external Web site

Current URL: i
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or file be sure to link on the Target tab in the Link Webpage Dialog box. Select New Window
(_blank) from the drop-down list. This means that the link will open in a new window while
your site will remain open in the background. Click OK.

ii. Anchor on this page (note you will have to create the anchors first for options to appear)

iii. Email — used when linking an email address. When you select this option you can enter the

E-mail Address (or Addresses — separated by °

;') that you would like the email to be sent to.

You can also enter the Message Subject and Message Body which will automatically be
enter into the user Email when their email client (Outlook, Outlook Express, etc.) opens.

% Remove Hyperlink

If you would like to remove a Hyperlink from text or a graphic, select the content you wish to remove the
hyperlink from and then click on the Remove Hyperlink button.

Insert Picture

Click on the Insert picture button to add a photo or other
graphic to your content. Clicking on the Insert Picture
button will open the Image Properties window as seen to
the right.

Tip: All pictures you use on your Web site

Q should be “optimized for the Web”. This option

@ is available in most photo-editing applications.
You should make all pictures as small as
possible (dimension and file size) to minimize
the time it will take for the Webpaae to load.

To select an image that has already been uploaded to
the Web site server, or to upload a new image click on
Browse Server. This will open the Select a File window.

To use an existing photo click on its name, or open the
Folder in which it is stored and then click on the desired
file. Then click on the ‘Submit’ button. You will be
returned to the previous window.

To upload a new image, click on the Upload button in
the Select a File window. This will open another window.
You can choose an existing folder to upload your image
into or you can create a ‘New Folder’.

To upload a picture click on the ‘Browse’ button, you will
be able to browse your computer or network computers
to find the file (image) you would like to use. Select the
file you would like to upload and then click on the ‘Open’
button. You can upload up to 10 files at a time. By
default only three file fields are displayed to add more
click on the Add a file link. Once all the files have been
uploaded, click on the ‘Submit’ button. You will be
returned to the Select a File window. Select the desired

and click on ‘Submit’. Now adjust the size, padding, border, and alignment of the picture

‘OK..

K ancel
(j http:{fcms. nortia.org/Common/ContentManagement/FCKEditor2... EJ@JE‘

e | Image Properties -- Webpage Dialog
Image Properties
Image Info = Link

URL

Altemative Text
Preview
(U ao Lorem ipsum dolor sit amet, consectetuer adipiscing
Height elt. Maecenas feugiat consequat diam. Maecenas
metus. Vivamus diam purus, cursus a, commodo non,
facilisis vitae, nulla. Aenean dictum lacinia tortor.
Border Munc iaculis, nibh non iaculis aliquam, orci felis
HSpace euismod neque, sed omare massa maurs sed velit.
Mulla pretium mi et risus. Fusce mi pede, tempor id,
VSpace cursus ac, ullamcorper nec, enim. Sed tortor. Curabitur
Blign - molestie. Duis velit augue, condimentum at, ultrices a,
luctus ut, orci. Donec pellentesque egestas eros.
Integer cursus, augue in cursus faucibus, eros pede
bibendum sem, in tempus tellus justo quis ligula. Btiam

Select a File: [ Upload | [ NewFolder | [ Delete |
[l Up One Level

-0 About
&1 Antioch
w3 Arrows
(2] Christmas2003
-] Chient Logos
-0 Client Support
-7 Clients
&0 eMPT
#-] Community
h o

2 Upload Files - Microsoft Internet Explorer

Browse...
Browse...
Browse...

File 1:
File 2:
File 3: |

Add afile

and click on
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.
g

window that appears.

Tip: Once you have added an image to a page you can modify its properties by right
clicking on the image in the Content Editor and selecting Image Properties from the option

1 Insert Table

You can insert a table by clicking on the Insert Table
button. Using a table will often help with formatting
difficulties when using pictures or other images. You
can see in the example to the right that a table was
created with four columns. Pictures were then
inserted into the first and third columns; and then text
was typed into the second and fourth columns.

When creating a Table you can set the following
properties:

e Number of Rows and Columns

e Border Size (‘0’ = no border)

¢ Alignment on the page

e Width (If you would like the table to span the
entire width of the content area set the width to
100 percent)

e Height (The table height will grow with the
content it contains, so it is recommended that
this field be left blank)

e Cell Spacing (This is the distance between
cells)

e Cell Padding (This is the distance between the
edge of the cell and content it contains)

e Class Name (use a preset a table style)

e Caption (you can enter text that will appear
when the user moves there mouse over top of
the picture)

!

A Insert Table -- Web Page Dialog

Rows: B Width: i‘IUU } percent v‘

Columns: 2 Height: \ !pixels

Border size: 1 | Cell spacing: 1 \

Alignment: ;<N0t set> v Cell padding;ﬁf}

Class Name: 11‘

Caption: )
( 0K | [ Cancel |

73 Content Editor - Microsoft Intemnet Explorer

Source [
B 7 U s = X

=10l

Syle |

To open an interactive, multimedia lesson about one of the Paralympic Summer Sports please
select one of the images below. For printable transcripts of sach of these online lessons please use
the links at the bottorn of this page.

b

Archery has been a Paralympic
sport since the first Games in
Rome, Italy in 1960

Athletics is the largest Paralympic
sport in both number of events and
number of participants.

&

Boccia was first introduced to the Cycling becarne an official

‘ﬂ Paralympic program at the 1992 &' Paralympic event at the 1992
Y || Barcelona Games Barcelona Games in Spain
Equestrian was first included in 3 In 1960, Wheelchair Fencing was
the 1976 Paralympic Games as a ﬁ introduced as an event at the
demonstration sport L || Paralympic Games:
¥-aside Football, for athletes with
o L SO R P S R |

| Goalball was created in 1946 as ';I
4 *

Submit Data Cancel

Once you have Inserted a Table onto a content page you can modify it's properties by moving your
mouse to one side of the table, your cursor will change to a four-way arrow, right click and select Table

Properties from the option list that appears.

To change the size and formatting for individual cells,
move the cursor into that cell and then right click and
choose Cell Properties from the option list. You can
then change a number of properties as seen in the
Cell Properties window to the right.

Once option that is frequently used, is the background
colour.

A Cell Properties -- Web Page Dialog @

Width: [ pivels Rows Span: 11
Height: pixels Columns Span: 1
Word Wrap: jV;Yes 7‘: | Background Color: i |

) Border Color: ‘
Horizontal Alignment: | v | =
Vertical Alignment: v| Class Name: v

( 0K ] ( Cancel ]
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= Insert Horizontal Line

A=

To break up you content move your mouse to the start/end of a paragraph and click on the Insert
Horizontal Line button. A dark grey line will be inserted that spans the width of the content area.

& Insert Special Character

To insert a character that is not found on the typical English keyboard click on this icon to select from a
list of Special Characters.

B Bold

If you would like to make a word or phrase Bold, select the desired text and click on the Bold button.

I ltalics
If you would like to make a word or phrase Italics, select the desired text and click on the Italics button.

U underline
If you would like to underline a word or phrase, select the desired text and click on the Underline button.

4  Strike Through

You can add the strike through line to text by selecting the desired text and clicking on the Strike
Through button.

=

: Subscript

If you would like to change the format of a character to Subscript select that character and then click on
the Subscript button. (For example, the ‘2’ in H,0)

x* Superscript

If you would like to change the format of a character to Superscript select that character and then click
on the Superscript button. (For example, the ‘2 in m?)

Alignment Buttons

You can change the alignment of a section of text by selecting that text and then clicking on one of the
four alignment buttons: align left, centre align, align right, and justify left and right.

14—
T —

i= Numbered List

You can place items in a numbered list by clicking on this button. To end a list click on the Enter button
twice.

Bulleted Points

You can make a bulleted points list by clicking on this button. To end a list click on the Enter button
twice.

£ Tab Left

To move a section of text one tab space to the left, highlight the desired text and click on the Tab Left
button.
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i Tab Right
To move a section of text one tab space to the right, highlight the desired text and click on the Tab Right
button.

=4

=% Show Borders

If you have added a table with no borders to your content error you can display the borders, to help you
with your editing, by clicking on the Show Borders button.

o Show Details
To show the Details (paragraph start points, etc) click on this button.

Style

Similar to MS Word there are a number of Styles that can be applied to any of the text on your site.
However, unlike MS Word the styles have all be custom created for your site and should be used for all
text on your site. The help to keep your site looking consistent and professional no matter whom is
administering it. If you would like a Style changed please let your Customer Support Representation
know. Also, by using styles it is very easy to quickly update the ‘look’ of your site. For example: if you
would like to change all of the links from a red underlined font to a blue bold font it can be done quickly
by your Customer Support Representative and will instantly be applied to all text using that Style; a lot
more efficient than you having to go through your entire site to change a font Style.

The Format, Font, and Size drop-down lists all refer to text properties. Select the section of text you
would like to change and then select the desired property from the appropriate drop-down list.

5 Text Colour

If you would like to change the colour of your text, select the desired text and click on the Text Colour
button. You will then be able to select a colour from the colour palette.

% Background Colour
This button can be used to change the Background colour of a section of text or for the cell in a table.
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