New Adobe Contribute Training

Establishing a connection

The new Icon looks like this:

Begin by creating a Connection to your page

Create New

Website Connection

Type in the URL of your index page

Create Connection i W
Connection Wizard
Choosing a Connection

To find your web pages, Contribute needs to know the address of your website (usually
your home page).

o

What do you want to connect to?
| website v

What is the web address (URL) of your website?

http: /jwww.saddleback.edu Browse... l

The first page of your web page should be

www.saddleback.edu/mypagename/index.html
Check with ITC if you are unsure about the connection

[ < Back ][ MNexst > ][ Cancel
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Continue to fill out the FTP information

Connection Wizard

Website Connection Information

To edit pages on your website, Contribute needs to connect to your web server.

How do you connect to your web server?
[FI'P .'] [ Advanced... ]

What is the name of your FTP server?
www.saddleback.edu (Example: ftp.mysite.com)

What is the FTP username?
saddleback\jmastrangelo

What is the FTP password?

[ < Back ][ Next > ][ LCancel ]

Unblock if a window populates—Fill in User information

e

Create Connection

Connection Wizard
User Information

Contribute uses this information to identify you to-any
pages on your website.

What is your full name?

an Mastrangelo

What is your e-mail address?
jmastrangelo @saddleback.edu
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Assign your role as a Content Editor. Make sure you select Content Editor and not Administrator. The
only Administrator at the College is the Web Master. If you make yourself the Administrator, you could
wipe out your site unintentionally and you will have taken the Administrator rights away from the Web
Master. The Webmaster needs this authorization to fix problems with the site. So please do not do this.

reate. (Sbnneéﬁbn

Connection Wizard
Role Information

To determine which pages you're allowed to edit, Contribute needs t
are assigned to. For assistance, contact the administrator: rhartman

What role are you assigned to? Role description:
Administrator Users in this role can edit pages and
Content Editor publish them to the website.

[ < Back ][ Next > ][ Cancel ]

Click on Finish When complete.
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Edit the Connections/Rename the Site

If you have more than one website that you are the Content Editor of, then you may want to rename
your connections so that you can differentiate between them.

To do this, go to Edit My Connections

I Edit ] View Bookmarks Insert Format Tak
Undo Ctrl+Z
Redo Ctrl+Y
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
Paste Text Only Ctrl+Shift+V
Clear
Select All Ctrl+ A
Find... Ctrl+F
Preferences...

My Connections...

Select Rename and not that the Role of the connection creator is listed as a Content Editor and the
Administrator is the Webmaster, Rob Hartman. This is how it should be.

rM’ ‘Connections

| i e i i |

Connection Name Address Role Administrator
=", JanWebsite http: /fwww,saddleback. edu/faculty fimastranaelo/ Content Editor rhartman@sadd...

Once you select the Rename button, you can retype what you would like the site to be named
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My Connetions gy

Now when you open Contribute, the Startup page will appear and you just click on it to launch the
application.

Ct

ADOBE" CONTRIBUTE" CS3

Begin Editing

* JanWebsite

When you double click on it, you may have to click on the connect button to begin. This will depend on
how you set up your connections.

| 2@ connect| M 5ck
Address: | Connt&ctiksar‘?ﬁ:";EE

@ Cclick Connect to begin edit

Once connected, while in the same area of the Window, click on Edit to begin modifications to your
page.

|{[B5'Editpage 13 New ... H
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Three components of the Template

The new template is divided into 3 areas that require you to navigate to 3 separate sections in order to
edit the main Page. The 3 Sections can be described as:

Links and Profiles Area
Main Body Area

Slide show Area

1

.

User Servces sorves 3 & techrcsl assatance ares for Facuty sod
S0 Beow are 4 rumber of doucments
Location: Bubdng (map] T wlu Cn Ube 10 JIMNE yOu 1 1N MIOBoft OMce sate. Adobe

The Lot o 0 arw TNAE W08 SCoV ATA000OM, 14 Computen for lraney
PasunostAuddeiack eay 1 4 place wharw you Can Copy deos te & UVO,

B Manmangele § O I yow would Ne 0ne On ee MSTUCEGn I arry of the follewing aress. you
ton Specuste! § Can reach ma at w495 For emepency sematance you can coll the ITC

(9%9) Sa3-e90% Genarsl rumber ot 4456

Offco Mowrs There e many self help Socuments on the ke Delow (o Seip you

Monday - Frdday periorm & vty of Anctom iviated te the OMCe nate, Web Dage

Saen 09 5100pw Wrdaten, Ewad ol ASOTe MO ature

Links and Profiles is on the left identified by the blue arrow
Main Body area is identified by the green arrow
Slide show is identified by the red arrow
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Creating a User Profile for the Red Man Icon

The left side of the pages has Links and Profiles that identify the employees of the department or
division. This must be edited in a specific way, which we will discuss later. However if you wish to
launch your picture and a text profile from the little red man icon about yourself, you must first go to:

Jan Mastrangelo §
ication Speciali [
(949) 582-4995 ‘P

www.saddleback.edu/profiles

Enter your userid and password

Faculty / Staff Profiles

Login

MySite Staff User ID: jmastrangelo
¥ | g ; Loain

Password: sessss

Select each tab and fill out the information. You may also upload your picture. Please note that pictures
tend to come out blurry when uploaded unless the size is 3:2 when created. Please select that frame size
when you take the picture.

1: Contact Info ‘Sec:tion 1: Contact Information
2: Photo ‘_I Name: * Jan Mastrangelo
3: Profile Text Job Title: * Applications Specialist |
’ E-mail: * jmastrangelo@saddleback edu
Phane : (949) 582-4995



http://www.saddleback.edu/profiles
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The link connection on the little red manicon is

http://www1.socccd.cc.ca.us/eservices/Profile.asp?siteid=A&id=jmastrangelo

A&id=userlogon

Editing the Links on the Left Side of the Page

Class Schedule
) Victims of Sexual As

<;\=' Catalog

—tink Area

Location: SSC 107A [map]
Phone: (949) 582-4566

/@s?n.@@

Q Vice President for Student SeryiCes
82-4566

Profile area

To Edit the Links or profile area, go to the upper right hand corner of the page and select Choose/note
that you must have a connection in order to Choose.

.

v @ Go ‘achoose...

J Choose File or Bleg Entry

-

From The drop down box, select menu.html


http://www1.socccd.cc.ca.us/eservices/Profile.asp?siteid=A&id=jmastrangelo
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Look in: [Ej http:/fwww.saddleback.edu/vpss/ v] e 5 B Preview:
grads2.jpg = cas
[ HousingInformation.html b
[ index.bak Pl IO RY-166
@ index.html .‘-::::s;:“.‘.a;:‘aj. Sada Swwrcnt
(5] index.html.bak AR
B indexnew.html o
5 instrucgriev.html =
masthead.qif
masthead.jpg L
=] masthead.psd 7
B menu.html
5 meta.txt
=] minjuly1403.doc
& minutes_nov_18_2003.html
B minutes_nov_3_2003.html
=1 _minutes oct 14 2003.html X
< | m ] »

Click on OK. It will then bring you to a display of the Editable Links and Automated Employee Contact.
Select Edit Page.

K[E’ Edit Page a Mew ... l | @ Back = Forwz

Address: http:/fwww . saddleback. edufvpss/menu. himl

(@@ welcome to Adobe Contribute! Browse to the page you

Catalog
(Class Schedule

Victims of Sexunal Assanlt

Location: SSC 107A [map]
Phone: (949) 581-4566

Lise Telson & &
Vice President for Student Services
(949) 582-4566

Barbara Sendaba & @
Executive Assistant
(949) 582-4567
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Adding Additional Links

If you need to add additional links select the radio button right click and select copy.

- ITCHomepage
5, Saddleback Home page

il
Select the radio button
right click and select copy

Position the cursor after the last link. Hold down the Shift key and hit enter.

This step is very important. Do Not just hit enter. Hit Shift Enter. Once on the next line hit CTLV or
select paste.

I[TCHomepage
Saddleback Home page

Techpazd

Be sure to add an image Description to the radio button and all image descriptions when prompted.
This is to comply with the Americans with Disabilities Act.

Image Description (Alt Text)

Image Path:
fimages ficonsftarget. gif

Image description (ALT text):
Radio button4

This description is used by tools that read web pages to people with visual disabilities.

Co ] (o

10
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The radio button will appear on the next line. Now type in My new Link and it will align appropriately.

ITCHomepage
Saddleback Home page

Te e

ITCHomepage
Saddleback Home page

Te e
My new Liulcl

Highlight the new link and then go to the top of the page and select, Link Browse to Web Page

H @T Link TIITIEQE
| é ﬂ Inzert Link h

- Link ,. Image Table = Tab

Drafts and Recent Pages...

Create Mew Page...
Browse to Web Page...

11
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Browse to a web page where you would like the Link to go to, or type in the URL. Example below:

Wwieb addreszs [URL):
hittp: A fvvan. zaddlieback. edudzs/shedStudentG uidetaCollegeb ent alH ealthProgran

Ilze a web browszer to find the page you want to link to.

Select OK

Click on Publish to Complete. After the page has been updated, click on the Back Button to go back to
the main page. Click on F5 to refresh your page and the Link will appear.

[Bf’Ed'ltPage 13 New ... l {@Back =)

Address:  http:/fwww . saddleback. edufvpss menu. himl

12
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Updating the Slide Show

To update(Add Pictures) to the slide show, go to the top right hand corner of the page and select File in
the upper left hand corner and Publish File from my computer

Select a picture from your computer and hit select.

File ] Edit View Bookmarks Inset Format Table H
Mew... Ctrl+M
Open... Ctrl+ O
Browse... Ctrl+Alt+ 0
Close Draft Ctrl+W
Actions 3
Save Ctrl+5
Save As..,

Save for Later Ctrl+5Shift+L
Publish File from M];r Computer...
Send File from My Computer...

Select Choose Folder. The name of your picture will appear in the Filename. Note the picture is
identified as a page on your website. Do not get confused by this. The picture must be placed in the
appropriate directory.

Publish New Page

s

e Please enter a filename for this new page. The filename will become part of
the page's web address on your website.,

Page title: Staffdev2(New).jpg

Filename: [ 9 Choose Folder.. ]

Web address: http://www.saddleback.edu/vpss/IMAGES/Staffdev2.jpg

[_Pudish ][ concel |

13
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Click on the Green arrow to find the Slide Show folder

Choose Folder

Look in: [fjlmages v] = B B P

When you select choose the images folder will come up
first. Select the folder with the green arrow button to
continue searching for the Slide show folder.

Click on the Slide show folder.

Choose Folder

Lookin: () http: fwww.saddieback.edu/facityfr ~| £ T 5|

3] Content
8 oss

[ documents
[ images
=

pdfs
E pictures ‘

Select Open

Click on Select Slide Show at the bottom

| [ Select "SlideShow” |

14
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Be sure to think about naming the picture here something that you can remember.

Publish New Page

( "+ Please enter a filename for this new page. The filename will become part of
1 the page's web address on your website,

Page title: alaxaxy(New).jpa

Filename: glaxaxy.jpg B Choose Folder...i

Web address: http://www.saddleback.edu/faculty fimastrangelo/SlideShow/
alaxaxy.ipg

Help | pubish || cancel

(™

Select Publish. Note the Web address for the picture. Contribute looks at it like a page.

Click on the Back Button to go back to your Page and hit F5 to refresh the screen. The new picture
should be second in the slide show. You can continue to add pictures to the slide show in this manner.

Please Note that the most optimum size for pictures in the slide show is a width of 290 x (190-220). The
pictures should be jpg files. If you have a group of pictures that you would like to resize in a batch, there
is a freeware program called Irfanview or you can use photoshop.

15
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Deleting a Picture from the Slide Show

In order to delete an image from the slide show, you must do the following. Go to Choose and select
Slide show.

A—C
v @Go iachoose... |

J Choose File or Bleg Entry

beminutes ~
ccminutes
DOC

docs
documents
IMAGES
PDF

Doooooom

=1 sseminites

Double click on slide show.

Then double click on the picture you would like eliminated.
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Look in: [fj SlideShow v] = B2 Preview:

% 1-ise6_000.jpg

line-up2.jpg
& staffdevi.jpg

Staffdev2.jpg
Students 4.jpa
students3.jpg

X y
l -
pe—

Student Financlal Assistance Office
———

1
SADDLEBACK COLLEGE

The picture will be brought up like an entire Page.
Once you see the picture as an entire page, go to File Actions Delete Page.

Make sure you are on the correct page before you delete it.

|File Edit View Bookmarks Insert Format Table H

Mew... Ctrl+M
Open... Ctrl+0
Browse... Ctrl+Alt+0
Close Draft Ctri+W
Actions 2 Edit Page
Save Chrl+S Send for Review...
, Publish
Save As...
Save far Later Chrl+ Shifts L Publish as New Page...

Discard Draft

Publish File from My Computer... Undo Send

SeLElLT e Edit Page Source in External Application

ENE e F12 Roll Back to Previous YVersion...
SR Delete Page
Page Setup... Delete Draft

The box below will populate and select yes

17
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Are you sure you want to permanently delete this web page? Doing so
& might cause broken links on other pages on your website.

Create a New Page

To Add a New Page without the Slide show, that is a copy of your Template, you would just do
the following:

Select Choose

| C
|©c [Drose...

Select Template.html

=
documents
images

pdfs

pictures
SlideShow

index. hitml
IM_link_page2.html
masthead.jpg
MEMULHTML
meta. txt
MysecondPage. himil
robots, et

=] TechPage.html
B template.html

[ o o ) g 00 ) (T (T (3

it

18
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Open the page by selecting ok

Select New

[D’" Edit Page

[ New ... l |

Address:  http:/fwww.saddlebad:. edi

New Web Page or Blog Entry .
r i

eate new web page or blog entry for:
' = S JanWebsite
= Copy of Current Page
L) Templates ‘
E] My Computer ' | 4
ITC Jan Mastrangelo App_lication Spsciall:t o ~
:L'cum.r St Page Tithe Goes Here
ii:;in Fagn bodytopy atwt b
ey iy L
JOAL MR A eIRt4h S8y
- araexn L ¥
. ek aa
Select Copy of Current Page =
1 .
Give the Page a Name
Create a new web page based on the page you're currently
browsing.
|l Page title: <MythirdPage>

The page will open. When you publish it, you can then go to it through Choose. This page will
not have the slide show.

19
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Selecting Fonts with the Templates

Fonts are limited with the templates for the college site. To select an option, under the publish area you
can click on the drop down after you have highlighted the text. Select from the options and it will
change your text to the selected coloring.

Z¥) Publish ] 1% Send for Review J <] save for Later l $¢ Discard Draftl ‘ =) Link [%]_ Image Table =) Table Row [|[]

headir[z)]B 7 | sE==8|i=i=s =
Normal - S
alert
banner_red
bodycopy
bodycopy_highlighted ‘%EBACK [>ACADEMICS > ADMINISTRATION [™AF
bodycopy_red e

age H
col-h-bg k Home page : /
footnote H -

HUser Services

e :
footnote_red H
heading filding [map] ;
heading red I J Se2=A558 ! Highlight the text and then select the drop down
= — under publish. It will display the options you have to
join saddleback.edu i select fonts and their color
maindropmenu ¢
elo & G ;
standard_field_input pecialist 1
standsrd_field_input_shadow Q5 :
standard_field_input_white §
standard_pulldown_header :

_lday

m 4
Ry Style... ¥
Coreg - ends s
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