Editing instructions for Spine Alive website

From the main page, go down to the page footer and click “Login” or go directly to http://www.spinealive.ca/admin/login.php and log in with your assigned credentials

The system should open on “Pages”
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You will see the list of pages and by clicking the blue arrows on the left you can expand and collapse the sub-pages.

To open a page for editing, click on the page name or on the image of the paper and pencil on the right.

Using “Chiropractic Services” as example.

When you open a page you will see two boxes where you can enter and edit text.
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The first box is to edit the text on the left. Depending on the page this might be empty.

Note that the business name/address etc. do not appear, as they are part of the main template.

Editing Pages

For simple edits you can simply use the text editor provided. The editor behaves as any word processor such as Microsoft Word or Word Perfect.

IMPORTANT:

The following features have been disabled. It is important that you DO NOT COPY/PASTE text from Microsoft Word. Word adds additional junk code and could potentially damage the system and layout of the web page.

Underline button: It is not recommended that underlines be used on web pages as this might confuse users that the underlined texts represent links.

Custom Colours, fonts, highlights and font size: The styling options have been limited in order to keep the site design clean and consistent as well as to keep the site accessible to all viewers. Adding colour or specific style to your text can be done through several styling options available in the Styles drop down List.

Please contact the administrator (ron@firstgatedreamer.com) to request additional colours and styles.

IMPORTANT:

Pasting from Microsoft Word (or from any other program): If you do need to copy and paste from a formatted text source, such as from a word processor or from existing web pages, you will need to use the special buttons, “Paste as Plain Text” and “Paste From Word” as shown respectively.
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Formatting Pages

As with any document users should make proper use of the “Format” functions and structure their documents semantically. In other words, instead of just creating a header by giving a regular “paragraph” a larger font size, users should create their heading using the “Format” drop-down menu. 
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When creating headings and subheadings it is also important to follow the document hierarchy. In the example above the name of the website uses the “Heading 1”, the page title uses “Heading 2” thus “The Chiropractor's Role” uses a “Heading 3” because it is a subheading of the page. 

· SpineAlive

· Chiropractic Services

· The Chiropractor's Role

The reason why this is important is that this creates the structure of the document and these are the types of things that Google look for in a website to get them higher rankings, a key element in Search Engine Optimization. Google will recognize that the wording in those headings have been emphasised within the document structure.

Adding or Uploading files and linking

You can upload a file when creating the link that you will use for downloading. 

Using the ChiroBucks PDF file as an example. Highlight the word that will be used to click for download and click the Insert/Edit Link button.
[image: image1.png]Spine Alive by Gloucester Centre Cf

Ele Edt View Hstory Bookmarks Toos Help

6 P R A o Ty —————

|| ¥-webmail 1.6:4 | |blogs || acts-regs || work || News and Weather || resources | | musicéent | infoetc | natwe >

[ seomat O] vosmaiion

Home | Spine ve by

| spineaivebyclo.. @ | = [~

Pat
content

A DG G| === e |- rwsgeh |-

B 7= |9 v |8E% 22 SO

el | | |
Chiro Bucks

Gloucester Centre Chiropractic would like to give you a gift to show our appreciation of your
loyalty over the past year. Any patient who comes in for chiropractic services or orthotics will
recieve a one time gift for the months of December & January of a §5.00 ChiroBucks voucher,
One $5.00 ChiroBucks can be appled to the payment of chiropractic services, orthotics or
nutritional product as indicated on the ChiroBucks.

Download your ERTTRENER
Holiday Hours

Closed Dec 24 - 28
Wednesday Dec 29: 12-6

Path p

Submit ][ Cancel | [apply | .

Javascriot; [SEoEAAslwlal>0o]





The insert/edit link dialogue box will open up and from there choose the browse button on the right of the Link URL field.
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This should open the File Selection dialogue box.
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in the case of uploading a PDF, it is recommended to add the document in the “documents” folder. Click Documents folder…
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Now in the File Operations section, click the “Browse…” button and choose the file you want to upload from your computer. 
Once you pick the file you will see the path in the “New File” field. Now click the “Upload” button and the file should now appear in the list and the dialogue box will also indicate that the upload was successful.
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Now you can click on the file you just uploaded and it will bring you back to the Insert/Edit link dialogue box with the path to the new file in the Link URL field.
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Click the Insert button and save your changes. Your file should now be uploaded and the link created.

If you want to link to the same file from another page or location, you can now just browse to the file in the documents section as it is already uploaded.

Adding Images to Pages

Adding images is very much the same as described above for uploading files from creating a link. Instead of highlighting a word and choosing the “Insert/Edit Link” button you would chose the “Insert/Edit Image” button. Again follow the prompts and browse to upload your image. Remember to upload the image in the images folder for good housekeeping. Also be sure to add a description to the image.

Adding Images to Gallery

To add images into the gallery choose the “Gallery” from the “Content” dropdown menu.
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From there Click the “Gallery” link.

Scroll down near the bottom and click the “Add images” (or create/navigate a subgallery) and choose the file you want to upload. The system will automatically upload and resize the image and create a thumbnail. Be sure to add a title to the image. (I am currently working on figuring out why the text in Comment section doesn’t show up when viewing the gallery.)
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Take a moment to browse the Gloucester Centre Chirapractic Photo Gallery.
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Creating New Pages and Deleting Existing Pages
An administrator must create new pages. Please contact ron@firstgatedreamer.com.

