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1. Before you begin

To edit the Emergency PreparednessWeb site (http://www.indianauniversity.info/ ), you must
first establish a connection to it. A connection to this Web site has been set up for y ou by the
sitebds adamdinisiosedimafite @alled a Contribute key. The Contribute key is stored on
the VPURshared drive (V:\) at the following location:

/bl -vpur -server/vpur/Webs/iuinfo/connect -live/Publisher.stc

Double-click on the key to open Contribute and connect to the Web site. You will only need to
use the key once unless instructed to do so by the site administrator . After initially
connecting to the site, you will be able to access the site anytime you open Co ntribute.

Contribute will prompt you to enter your name, e -mail address, and the key password. Please
enter your full name in the name field and complete e -mail address in the e-mail field. The
Contribute key password is crisisteam . This password is also saved on the VPUR shared drive at
the following location:

/bl -vpur -server/vpur/Webs/iuinfo/connect -live/

Contribute Publisher Password.txt

2. Navigating to Web pages

The easiest way to find a Web page you want to edit is to browse to the page in Contri bute, just
as you would browse to a page in a Web browser. You can use the address bar in Contribute just
as you would in a Web browser.

Viewing drafts and new pages

When you create anew page, i t  wi | | a Pagesapaneliumil it ts publishied.

B
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| wPages |

9 Browser: Emergency Preparedness:

] Test: Emergency Preparedness: Ind

Likewise, if you save a new or edited page for later, the unpublished draft will appear in the
Pages panel. When you are ready to continue editing, you can access your unpublished draft by:

e Clicking the title of the unpublished draft in the Pages panel, or
e Selecing File > Drafts from the file menu and then selecting the title of the
unpublished draft from the popup menu.
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 Edit View Bookmarks

Insert Format Table Help

(New) Test: Emergency Preparedness: Indiana University

MNew... Chrl+N
Open... Ctrl+0O
Browse... Ctrl+alt+0
Close Draft Chrl+W
Actions

Save Chrl+S
Save for Later Chrl+Shift+L
Publish File from My Computer...

Send File from My Computer...

Preview in Browser F12
Export...

Page Setup...

Print. .. Chrl+P
Print Preview...

Work Offline

Recent Pages and Blog Entries

Exit Chrl+Q

3. Creating a new page

3a. Based on a template

To create a new page based on a template:

1. FirstchooseFile > New from the file

address bar. T h e

ifnNew Web

menu
Page

or
or




New Web Page or Blog Entry

Create new web page or blog entry for: Preview:

= )‘ Emergency Preparedness: Indiana University
[E Copy of Current Page
-y Templates
! base

Create a new web page based on this template.

Page title: | <Enter Title>

[ Help l [C'v Refresh Templates J [ oK ] [ Cancel

Al l of the Web sites that you have connections t
Bl og Entryod pan &mergeroyPrepaoamess \feb site willhegpand
automatically.

2. Click on the name of a template in the fAiTempl at es
based on a template for this Web site.
3. Enter a title for the new page in the @dPage titl e

titles is Page Name: Emergency Preparedness : Indiana University
4, Click the AOKO button to complete.

There are two templates that can be used to create pages for the Emergency Preparedness Web

site. The template named fA mainoy®Premfedness mdpageand ed f or t
any other pages that need the same template properties as the homepage. The template named

ibaseo htamsplatt praperties and therefore should be used for simpler secondary level

pages.

3b. Based on a copy of the current page

To create a new page based on a copy of a page that you have browsed to in your Web site:

1. FirstchooseFile > New f r om t he fil e menu onabovkthe k t he ANew
addressbhar The fANew Web Page or Blog Entryod dial og box



.
New Web Page or Blog Entry
Create new web page or blog entry for: Preview:
= ) Emergency Preparedness: Indiana University
5] Copy of Current Page
= o Templates Emergency Preparedness
~f4 base o
: > } EXPLesIoN
= men S
BE RHDY BE READY BE READY BE R[AbY At Status by Campos
1O AITHIG  ERANTSE FORAMIMSE RORAMTHBG |
FFO‘AAZAVB"D.L‘ e :
Inhana Usirersdy et s e 1 50 Sy e gyt e et of 5 o o
Horwiard Secartty Threat
Achisary Level
Create a new web page based on the page you're currently
browsing.
Page title:  <Enter Title>
[ Help ] [ (. Refresh Templates ] [ 0K ] [ Cancel ]

All of the Web sites that you have connections to will appearinthe A New Web Page
Bl og Entryd panel. Options for the Emergency
automatically.

or

Pr er

2. Click on ACopy of Current Pageodo in the expanded

3. Enter a title for the new page in the APage
titles is Page Name: Emergency Preparedness : Indiana University
4, Click the AOKO button to complete.

Creating a page based on a copy of another page is a good idea when you need a new page that
has many of the same features as the copied page. The editable regions of the new page will
open with the content from the copied page and it will use the same template properties by
default.

4. Discarding a draft or new page

When you are editing an existing Web page, you can decide to discard all changes and retain the
currently published version. Similarly, when you are editing a new Web page that you created,
you can choose to discard it.

To discard changes to a published Web page:

e Inyour draft, click the fDiscard Drafto button in the toolbar.

[ﬂ Publish | 7= Send for Review | 5| Save for Later | € Discard Draft | | =] _Link . Image
Heading lv| B 7
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The published version of the Web page will appear in the Contribute browser, without any edits.
To cancel anew Web page:

¢ Inthe new page draft, click the fDiscard Drafto button in the toolbar.

[ﬂ Publish | 7= Send for Review | | Save for Later | $€ Discard Draft | | <] _Link 2] Image
Heading lv| B 7

Contribute will discard the new Web page.
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5. Editing a page

5a. Regions

i. Editable regions

Editable regions are content areas of a page in which you can add, remove, and edit content. In

Contribute, editabler egi ons are identified with a blue/green ou
is shown in a blue/green box directly abovethe r e gi on . I n the ePagemigdoe bel ow, t
AfHeadl ine, 0 AiDat e, 0 i Careasaeetitable regiond fiBox Content o

Emergency Preparedness

Page Title

OPTIONAL PAGE TITLE

Repeat: Atticle  +|~=| ||

|P

Headline

Headline

Date

'comemCl NTH DATE, YEAR HH:hihi AP M

e S——
EXPLOSION

B ¥l
= 1

Box Content
Alert Status by Campus

&

BE READY BE READY BE READY BE READY - weconwoer

FOR ANYTHING ~ FOR ANYTHING  FOR ANYTHING  FOR ANYTHING iy

= IPFWY
TERRORISYT ATTACH * lUPUC
BYOHAZARD fiky
* U Kokomo
' * IU Northwest
Indiana University wants you to be ready for anything. In the event of a disaster * I South Bend
or emergency, this YWeb site will contain regularly updated news, instructions, =dsontheast
and information.
You will need to know what to do and what actions the university is taking in the Homeland Security Threat
Advisory Level

following types of situations:



ii. Optional regions

Optional regions are content areas that can be turned on or off on any given Web page. Optional
regionsc an be turned on or temglate ploperties.dSeetthetferoplaie page 0 s
properties section for a complete list of optional regions and their function s.

iii. Repeating regions
Repeating regions are content areas that can have more then one item.

Box Content

Repeat: Box  +|=|¥ ||

Insert Library ltem Here.

The repeatingre gi on és n a me lightsblusgreenvbno xi npraeceded by the word @
I n this exampl e, the r epeatBoxnC@ontendmggdion. A cootmlrboxdasi ns one e
shown immediately to the rightof t he r epeat i nTde corgrg bow alldws yomta me .

add, remove, or reorder editable regions.

There are two repeatingregionsav ai | abl e for pages wusing the fAmaino t
regions available for pagE€elsheusfiiArgt itchl ee ofi braespeeoa tti enngp Iraetg
to add more than one section of content to a paged each with a unique headline and dated much

Il i ke a series of blog entr i esutoaldmorefth8hsecionafepeati ng r
content to the right sidebar. For the right sidebar, sections of content are organized in boxes. See

the library items section for more information about adding boxes to the sidebar.

5b. Template properties

You can edit the template properties of a Web page by clicking the template properties  link in
the yellow alert bar (directly below the style toolbar) or by choosing Format > Template
Properties from t he fil e menuer tTihees &A Tdeinepll cag eb oPxr owi | | open.



'Template Properties

MName [value I
Archives true
Date true
Header Location ssif_header.shtml
Headline true
Page Title true

Show Archives

Lo Lo ) o )

The two main functions of editing template properties are to:
1. Modify the location of server-side includes (SSI), and
2. Turn optional regions on (true) or off (false).

Below is a brief description of each template property.

Archives
Thi s pr oper Arghivesdwptional regidm en ofioff. This property is only available in the
Aimai ndo templ at e.

When this optional region is turned on, a link to the Archives page
(http://www.indianauniversity.info/archives.shtml ) will appear at the bottom of the page .

Date

Thi s pr oper Dayeoedaditablerregiontoh @ offfi This property is only available in the
i ma i mplatet e

When this editable region is turned on, a region for entering the last modified date for a section
ofcontentwillappeari n t he AArti cl efthepaggpeat i ng regi on

Header Location
This property modifies the location of the header SSi file. This property is available in both the
Amaind and fibaseodo templ ates.

By default, the value for this template property should end with ssi/_header.shtml . For the
homepage, the value has been changed to ssi/_header -home.shtml . This has been done so
that all pages except for the homepage include the version of the header that links back to the
homepage. The homepage uses a version of the header that does not have a link.


http://www.indianauniversity.info/archives.shtml

Headline
Thi s pr oper Headlinededitabte regidnen ofioff. This property is only available in the
Amaindo templ ate.

When this editable region is turned on, a region for entering a headline for a section of content
willappeari n t he AArticl edhepaggppeati ng region of

Home
Thi s pr oper Homedoplional eegian bneor ofif. This property is only available in the
Afbased templ ate.

When this optional region is turned on, a link to the Emergency Preparedness homepage
(http://www.indianauniversity.info/ ) will ap pear at the bottom of the page.

Page Title
Thi s pr oper Page Titled editable regioe on Br off. This property is available in both
the fimaind and fibased templ ates.

When this editable region is turned on, a region for entering a page title will appear on the page.

5c¢. Turning off/ on optional regions

If an optional reg ion is not needed for a Web page, it should be turned off . Turning an optional
region off will remove it from the page and allow other content to flow into its place. To turn off
an optional region:

1. Edit a page that has an optional region you would like to turn off or create a new page .
2. Click the template properties  link in the yellow alert bar (directly below the style

toolbar) or choose Format > Template Properties fromthefle menu. The ATempl at
Propertiesd dialog box will open.
3. Select the optional region that you would like to turn off from the template properties
list.
4, Uncheck the AShow XXX0 checkbox. The templ ate proc
5, Click fnOKuwe to cont

Likewise, an optional region may be turned off by default or was manually turned off. To turn on
an optional region:

1. Edit a page that has an optional region you would like to turn on or create a new page.
2. Click the template properties  link in the y ellow alert bar (directly below the style
toolbar) or choose Format > Template Properties from the file menu. The 0
Propertiesodo dialog box will open.
3. Select the optional region that you would like to turn on from the template properties list.
4, Clik the fiShow XXX0 checkbox. The templ ate propert
5, Click AOKO to continue.

5d. Library items

Sections of content that appear as boxes in the right sidebar are saved as library items.


http://www.indianauniversity.info/archives.shtml

i. Adding library items

=

Edit a page to which you would like to add a library item or create a new page.
Click the fi+ 0 button atthe topofthe A Bo x 0 r eegienat i ng

Box Content

Repeat: Box  +|=| ||
Insert Library ltem Here.
Click insidethen e w fi Bo x editabletregionand remove the pre-filled content

(Al nsert Li br.8efoye ybutcantmueHmeakeesuredthe cursor is still in the
i Bo x C oeditabterregion.

Chooselnsert > Shared Asset. The Al nsert Shared Asset 0

-

Insert Shared Asset

Show: | All shared assets e | Preview:

Type Shared Asset

b campus
iy onestart
iy photo

- resources

resources_spil
resources_weather

-

Select the library item you would like to add from the list.
Click AOKO to continue.

The library item will now appear inside the editable region. The library item will be filled

with content. This content can be removed or edited.

Cick inside the i B o x  C oeditabdenegion of any blank or unnecessary regions and

c | i c kobtttbreon the topofthe A Bo x 0 r eegiendotrémoveg them.

Below is a brief description of each library item.

campus
This |ibrary item will add the white AAl ert
to each campusd alert status Web sites.

10

di alog

St atus

b

I



onesta rt

This |ibrary item wild!l add the red AKnow What to Dobo

for updating your contact information on Onestart.

photo
This library item will add a box in which you can add a photo and a caption. It contains an
example photo and caption.

resources
This library item wil/l add the gray fiResourceso box
campusd6 Emergency Preparedness Web sites.

resources_spill

This library item is a variation of the resources library item above. It ¢ ontains resource links for
a hazardous material spill emergency situation. It is used on the biohazard example page
(http://www.indianauniversity.info/biohazard.shtml ).

resources_weather

This library item is a variation of the resources library item above. It contains resource links for
a weather emergency situation. It is used on the weather example page
(http://www.indianau_niversity.info/tornado.shtml ).

5e. Server -side includes

Some content areas that are not editable regions can still be edited inside Contribute. These
areas are called serverside includes (SSI). SSl files are content areas that are common to
multiple pages of a Web site. Examples of SSlI files include the branding bar, header, and footer.

i. Editing a server -side include
1. ChooseView > Choose File or Blog Entry from the file menu or clickthe A Choos e 0
button in the browser toolbar. The fAChooBko§i Eert oyd dial og box wi

2. Click the ALook ino drop down box and click the
working on.

11

!


http://www.indianauniversity.info/biohazard.shtml
http://www.indianauniversity.info/tornado.shtml

Choose File or Blog Entry

Lookin: |51 http: {fwww.indiana. eduj~iuinfof ;Vi‘ :ﬁ = %) Preview:
. (7] website

s | http:ffwww.indiana. eduj~iuinfo/
[ doc
= img
=
7 Library »
£ ssi :
;j Templates %mﬂv BE READY BE READY BE READY

WG FCENNTNING FORASTIMSG FORATHIG
ZRBEIRT ATTACK

TERNAD D F | R

archives.shtml
biohazard.shtml
[=] index.shtml

=] resources.shtml
[=] robots.txt

[=] tornado.shtml

Web address: http:/fwww.indiana.edu/~iuinfofindex.shtml

——
3. Doublec!| i ck ot Heolfidsesri i n the folder | ist.

4. Select the SSl file that you would like to edit.
5, Click nOKue to contin

Below is a brief description of each server-side include.

_branding.shtml
This server-side include contains the branding bar. It is included at the top of each page.

_footer.shtml
This server-side include contains the footer. It is included at the b ottom of each page.

__header -home.shtml
This server-side include contains the site title. It is a variation of _header.shtml below (i.e.: the
site title does not link to the homepage) and is included only on the homepage.

_header.shtml

This server-side include contains the site title. It is included after the branding bar on each page
except the homepage.

_homeland.shtml

Thisserverrsi de i nclude contains the AHomel and Security Th
included at the bottom of the right sideb ar of each page.

5f. Adding special characters to a page

Certain charactersd such as em and en dashes, quotation marks, and apostrophesd should be
encoded to ensure that they are interpretedcorrect 'y by a us eAdmplewédsbof br owser .

12



specialchar acters is available in the filnsert Other Char a
below.

Please note: Be sure to encode any special characters included in text that has been pasted into
a Contribute draft from Word or the Web.

To add a special chara cterto adraft Web page :

1. Place the cursorin your draft where you want the character to appear.
2. Do one of the following:

a. SelectInsert > Special Characters  , and then select a character from the pop -
up menu.
b. Selectinsert > Special Characters , and then select Other . In the Insert

Other Character dialog box (shown below), click the character you want to
insert, and then click fOKo.

Insert Other Character

Inzet:

ok J [coen

The character will appear in your draft.

5g. Creating lists

Certain types of content should be organized in lists. There are three types of lists: numbered
(ordered), bulleted (unordered), and definition . Select a topic below to learn more about that
type of list and how to format it in Contribute.

Creating numbered (ordered) lists
Creating bulleted (unordered) lists
Creating definition lists

Creating sublists

13



i. Creating numbered  (ordered) lists

Numbered, or ordered, lists should be used for content that is organized in a sequence or
progression.

Please note: Numbered lists should always be formatted in Contribute, even if they have been
pasted into a Contribute draft from Word or the Web. See ficreating a numbered
texto bel ow.

Example:

CIRECTICMNS
Preheat oven to 375 degrees F. Mix all ingredients until well blended,
Spoon into 13x9-inch baking dish.

Balke 25 minutes or until heated through.

In Contribute y ou can apply numbering as you create the list, or you can add it to an existing list.
To create a numbered list:
1. Place the cursor in your draft where you want to add the list.

2. Do one of the following:
a. Click the iNumbered List button in the text formatting toolbar.

lg;“., Publish | 212 Send for Review

5] save For Laker | ¢ Discard DraFt] 5] _Link 2] Image [EH] Table 21 Page Properties ‘%‘2/’ [

Illllll

box v B 7

%
Il

1
z

b. Seled Format > List > Numbered List
3. Type the first list item.
4. Press Enter (Windows) or Return (Macintosh) to type another item, and repeat for each
item.
5. When you finish typing the list, do one of the following to turn off numbering:
a. Press Enter or Returntwice.
b. Press Enter or Return, and then click the iNumbered Listo button in the text
formatting toolbar.

To create a numbered list from existing text:
1. Inyour draft, select multiple lines of existing text.
2. Do one of the following:
a. Click the ANumbered Listo button in the text formatting toolbar.
b. Select Format > List > Numbered List

Contribute will add numbers to your list.

ii. Creating bulleted (unordered) lists

Bulleted, or unordered, lists should be used to organize information that is related but in no
particular sequence.

14



Please note: Bulleted lists should always be formatted in Contribute, even if they have been
pasted into a Contribute draft from Word or
texto bel ow.

Example:

READ REVIEWS (2,223)

Review/Rate This Recipe
Sawve To Recipe Box
Add to Shopping List
Add a Personal Note
Post a Recipe Photo
Post a Favorite Food List

Create a Menu

You can apply bullets as you create the list, or you can add bullets to an existing list.
To create a bulleted list:
1. Place the insertion point in your draft where you want to add the list.

2. Do one of the following:
a. Click the fBulleted Listo button in the te xt formatting toolbar.

lg;“., Publish | 212 Send for Review | 5] save For Laker | $€ Discard DraFt] 5] _Link [#]_ Image [FH] Table L Page Properties 55 [igh

box V B 7

%
Il

1.
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b. SelectFormat > List > Bulleted List
3. Type the first list item.
4. Press Enter (Windows) or Return (Macintosh) to type another item, and then repeat for
each item.
5. When you finish typing the list, do one of the following to turn off the bullets:
a. Press Enter or Return twice.
b. Press Enter or Return, and then click the fBulleted Listo button in the text
formatting toolbar.

To create a bulleted list from existing text:
1. Inyour draft, select multiple lines of existing text.
2. Do one of the following:
a. Click the fBulleted Listd button in the text formatting toolbar.
b. Select Format > List > Bulleted List

Contribute will add bullets to your list.

15



iii. Creating definition lists

A definition list, much like an unordered list, shoul d be used to organize information that is
related. However, unlike an unordered list, the information should consist of two parts: a term
and a description.

The term can include any amount of text, an image, and can include hyperlinks. A term cannot
include any content other than text , images, and links (i.e.: no other types of lists, headings,

etc.). The description can include any amount or type of content as long as it relates to the term.

Unless the Web site has a style in place to force the definition list to display differently, the
description will appear indented beneath the term.

Example:

Resources

Academic CGalendar
Official calendar from the Registrar

Academic Schools, Departments, and Divisions
Degree-granting departments and academic programs

Advising
Academic offices, assistance, counseling, career planning

Bulletins
Program & dedree requirements, academic policies, major infarmatian

Centers and Institutes
Academic and research centers, committees, warkshops, research labs

To create a definition list:

1. Place the insertion point in your draft where you want to create the list.

2. SelectFormat > List > Definition List

3. Type the first definition term, and then press Enter (Windows) or Return (Macintosh).

4. Type the definition for the term, and then press Enter or Return, and then repeat steps 3
and 4, as necessary.

5. When you finish typing the list, do one of the following to turn off the indenting:

a. Press Enter or Return twice.
b. Press Enter or Return, and then select Format > List > Definition List

To create a definition list from existing text:
1. Inyour draft, select multiple lines of existing text.

2. SelectFormat > List > Def inition List

iv. Creating sublists

You can change the level of a numbered or bulleted list item to create a nested list. For example,

you might have a bulleted list where one of the bullets has a sublist of bullets.

16



The nested list does not have to be of the same type as the parent list. For instance, you can
nest a bulleted list in a numbered list. You can have multiple nested lists in your list.

Example:

To create a sublist:

1. Inyour draft, place the insertion point at the end of the line in an existing list where you
want to create the sublist.
2. Press Enter (Windows) or Return (Macintosh).
3. Do one of the following:
a. Click the Aindent o button in the text formatting toolbar.

b. Press Tab.
c. SelectFormat > Indent

Contribute will indent the number or bullet of the line you selected.
4. To have the sublist and parent list be different types , click the fiNumbered Listo or

fBulleted Listd button in the text formatting toolbar, as appropriate.
5. Type the listitem, and then press Enter or Return to add more items to the sublist.
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