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Before you get started… 
This document includes step-by-step instructions for editing your website.  The three steps to 

remember when managing the information on your website are:   

Step 1: Login 

Step 2: Update Website & Save Changes 

Step 3: Logout 

The changes you make to your website will be visible immediately after you SAVE your work.   

 

STEP 1: LOGIN/ ENTER EDIT MODE 

Á Access your website and select  (Found in the lower left corner or lower mid-section 
of the page)  

Á Log in using the credentials provided by OnCare.   
Á In the content area, you will have the option to view or edit content.  Select Edit. 
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STEP 2:  EDIT CONTENT {Page Title, Text or Images} 
As a Site User or Site Admin, you will have the ability to update content on all of your website 

pages.  The image below is the “Edit Mode” of your standard website pages.  

 

 

HELPFUL HINT: When considering the content to include in your site, remember to incorporate 

applicable ñkeywordsò that prospective families may be searching on.  For example; preschool, 

early education, developmental, learning, child care, kindergarten, etc. 
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EDIT PAGE TITLE 

HELPFUL HINT: Because ñPage Titleò is indexed by search engines for search results, 

consider making your page titles pertinent to the services you offer.  In some cases, standard 

naming will be best but when possible, use specific naming. 

 

GOOD BETTER 

Program Information Infant Programs 

About Us About ABC School 

Find Us Find ABC School 

Contact Us Contact our Preschool 

 

1. Type in the TITLE field  

 

 

2. click  
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EDIT TEXT ON A PAGE  

HELPFUL HINT: Research shows that dark fonts on light, neutral page backgrounds are 

optimal for viewing.  We recommend you add color enhancements via headings, bullets, and 

titles rather than the primary text. 

 
Use the tool bar to perform updates to existing text or add new text.  

 

PASTING TEXT 

HELPFUL HINT: If you choose to cut & paste text, you should use the ñPaste from Wordò or 

ñPaste from Plain Textò tools to avoid formatting issues when it is converted to HTML.  

1. Click on the PASTE tool  

 

2. Paste (CTRL+V) your copied text into the Paste Tool   

 

3. Click INSERT 

4. Click SAVE 

CHANGING FONT COLOR & SIZE 

Font color and size can be changed on any text that is set as “Paragraph” format. 
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NOTE on paragraphs: If text format setting is PARAGRAPH, then you can 
change the font color and size. 

  

 

NOTE on headings: If text formatting is any of the HEADING settings, the 
font color is pre-set by the SECONDARY font color during initial set-up and 
font size is pre-set by Heading type. 

 

 

CREATE A HEADING 

Position your cursor on the line that you would like to format as a heading.  Then, select your 
heading style from the Format drop-down menu.   

 
NOTE on font color: Font color is pre-set by the 
SECONDARY font color during initial set-up and font size is 
pre-set by Heading type. 
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INSERTING HORIZONTAL RULER LINE 

 This will insert a horizontal line above the cursor position but only on a line with a text format of 

“Paragraph”. 

 

 To create a Ruler Line above a header, you must insert a space above the “Header” and set 

the space as “Paragraph” format. 

NOTE for deleting line: To delete a Ruler Line, position your cursor before the line and 

DELETE or position the cursor after the line and BACKSPACE. 

 

INSERTING SPACING LINES 

If you want to create space between paragraphs, hit ENTER.  

(The size of the space will vary depending on text formatting assignment.) 

If you want to start a new line immediately below (with no additional space), hit SHIFT + 

ENTER. 
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ADDING HYPERLINKS 

To create a link to an email address, website or PDF, use the hyperlink tool.   

HELPFUL HINT: Consider using standard wording for a hyperlink versus having a lengthy URL 

or email address.  For example; CONTACT US hyperlinked to an email address instead of 

directorname@childdevelopmentcenter.com hyperlinked. 

1. In Edit Mode, highlight the text you will be linking 

 

2. Click on the LINK  tool  

 

mailto:%20directorname@childdevelopmentcenter.com
mailto:directorname@childdevelopmentcenter.com
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3. Determine which of the three types of hyperlinks you will be pointing to; Email 

Address, URL (website address), or PDF document and follow the appropriate 

instructions. 

EMAIL ADDRESS HYPERLINK 

Complete the following field and click INSERT. 

 Link URL field: Type in email address  

 

URL HYPERLINK (website address) 

Complete the following fields and click INSERT. 

Link URL field:  input website address e.g.; www.oncareservices.com  

Target:  Select option 

¶ Open link in the same window: recommended when you are directing viewers to a 

page within your website 

¶ Open link in new window:  recommended when you are directing viewers to a page 

outside of your website.   

http://www.oncareservices.com/
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PDF HYPERLINK 

To upload a PDF to the file browser or to select a PDF that is already uploaded, click the 

BROWSE button. 

Link URL:  select BROWSE icon to locate your PDF.  
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Is the PDF file already uploaded to your File Browser? 

YES, my PDF file is already uploaded to the file browser:  

Select the file and click SEND TO EDITOR 

  
Target:  Select option 

¶ Open link in the same window: not recommended for attachments because 

this will send visitors away from your site. 

¶ Open link in new window:  RECOMMENDED.  This will allow a viewer to 

open the PDF while keeping the website open. 

Title:  Create Document Title (this will be seen by viewers when the mouse hovers over 

the hyperlink. 
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 NO, my PDF file is not uploaded to the file browser  

To upload your PDF to the file browser follows these steps. 

1. Select UPLOAD, and then BROWSE.  This will take you to your hard 

drive to find the PDF you would like to upload. 

 
 

 

2. After you find the PDF to upload, select OPEN.  

 
3. Then, click UPLOAD 
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4. Now that your file is uploaded to the file browser you can proceed.  Select 

the file and click SEND TO EDITOR. 

  
5. Complete the following fields and click INSERT 

Target:  Select option 

¶ Open link in the same window: not recommended for attachments because 

this will send visitors away from your site. 

¶ Open link in new window:  RECOMMENDED.  This will allow a viewer to 

open the PDF while keeping the website open. 

Title:  Create Document Title (this will be seen by viewers when the mouse hovers over 

the hyperlink. 

REMOVING A HYPERLINK TO TEXT 

To remove a hyperlink, highlight the hyperlink and select the UNLINK button. 
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EDIT IMAGES 

HELPFUL HINT: Images can be an inviting visual attraction to your viewers.  Because viewersô 

eyes are drawn to images, add text nearby to advertise any key information or promotions. 

 ADD AN IMAGE 

You can insert images into any content area toolbar that shows this Edit/Insert Image icon  
 

1. Select INSERT/EDIT IMAGE tool 

 

2. Find “Image URL” location by selecting the BROWSE icon  
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If the image is already uploaded to your File Browser 

1. Select the image FILE NAME to be inserted 
2. Click SEND TO EDITOR 

 
3. Complete desired fields on Insert/Edit Image pop-up. These fields are 

optional. 

HELPFUL HINT: We recommend you include relevant Image Descriptions incorporating 

ñkeywordsò to enhance search rankings. For example; ñPreschool educationò would be a useful 

description for an image of preschool activities. 
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4. Select INSERT     

 

If the image is not uploaded to your File Browser 

 

UPLOAD FILE TO FILE BROWSER 

1. Select the BROWSE icon  

 
 

2. Click UPLOAD in the File Browser Upload screen; this will open up a 
“Browse…” field 

FIELD DESCRIPTIONS 

Image URL is the location where 

the image is stored. 

Image Description: This will create 

an alt attribute for your photo.  Use 

appropriate keywords. 

Alignment: select where you would 

like to anchor the image. 

Dimensions: image dimensions 

Border: creates black border 

around the image.  Recommended 

Range 1 (thin)- 5 (thick) 

Vertical/Horizontal Space: creates 

space between the image and the 

text surrounding it.  
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3. Click BROWSE... to find the file you would like to upload and store in the File 

Browser. 

 
 
4. After you select the file from your computer, click OPEN. 
5. The file location will appear in the in the “Browseé” field.  Click the UPLOAD 
button to the right of the “Browseé” button. 

 
 
6. Click SEND TO EDITOR 
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7. Complete desired fields on Insert/Edit Image pop-up. These fields are 

optional. 

HELPFUL HINT: We recommend you include relevant Image Descriptions incorporating 

ñkeywordsò to enhance search rankings. For example; ñPreschool educational programsò would 

be a useful description for an image of preschool activities. 

 
8. Select INSERT 

 
 

MODIFY EXISTING IMAGE 

Á Highlight the image and click on the edit image icon   in the toolbar  
 

FIELD DESCRIPTIONS 

Image URL is the location where the 

image is stored. 

Image Description: This will create 

an alt attribute for your photo.  Use 

appropriate keywords. 

Alignment: select where you would 

like to anchor the image. 

Dimensions: image dimensions 

Border: creates black border around 

the image.  Recommended Range 1 

(thin)- 5 (thick) 

Vertical/Horizontal Space: creates 

space between the image and the 

text surrounding it.  
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ADDING OR MODIFYING MAP/LOCATION 

ADD/EDIT INTRODUCTORY PARAGRAPH AREA 

HELPFUL HINT: It is optional to include text in this area however, it can be useful to include 

geographic information that prospective familiesô may be searching on.  For example, you may 

list neighboring towns or counties that you reach. 

¶ Select EDIT.  (This image does not currently have an intro paragraph.)

 

¶ After you type and save your text, it will appear like this:

 



 
 
 

23  

OnCare Web: Guide to Editing Website Content  v.1.3 

 

OnCare Web User Guide 

 

ADD/EDIT MAP & ADDRESS INFORMATION 

¶ Select MANAGE CENTERS 

 

¶ You will be directed to the Dashboard where you can choose to  

1. Add a Center 

2. Edit-Delete an existing center 

¶ SAVE your changes 

 

NOTES for adding a center:   

¶ The required fields to add a center are indicated by a red asterisk (*).  

¶ If you have multiple center locations, they will be sorted by in order by “last updated” 

date; oldest on top, most recent on bottom. 
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DASHBOARD FEATURES 

The dashboard is a control panel for all editing functions.  Access to the Dashboard is through 

the DASHBOARD link that appears in the upper left corner of your website after you are logged 

in. 

 This page view indicates which features apply to OnCare Web and OnCare Web Premium. 

NOTE on site settings: Site Settings are only available to Site Admin roles. 

 

 

NOTE on accessing blocks: If a BLOCK is not yet in use, you must access it through 

the DASHBOARD.  After you have a Promo, Photo, or Testimonial block created, you 

can access editing features directly through the block. 
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EDITING YOUR PHOTO ROTATOR BLOCK 

Navigate to: Dashboard/OnCare Web Content/ Rotator Photos 

 

This will take you to MANAGE PHOTO ROTATORS where you can: 

¶ Add a Photo 

¶ Reorder your saved photos 

¶ Edit saved photos (change title, photo, or page assignment) 

¶ Delete saved photos 
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ADD A PHOTO 

From the “Manage Photo Rotator” screen, click ADD A PHOTO 

 

1) Insert Title NOTE: Keep in mind that this title will appear as “hover tag” to viewers 

2) Browse your computer for the image 

3) Select the page(s) where you would like to publish the image 

4) Click “+” to add page(s) to the “Selected Options” area 

5) Click SAVE 
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EDIT EXISTING PHOTO 

From the Manage Photo Rotator screen, click EDIT for the photo you want to make changes to. 

1) Make desired changes to title, photo selection, or page assignment(s). 

2) Click SAVE 

DELETE PHOTOS 

1) From the Manage Photo Rotator screen, click DELETE for the photo you want to 

permanently delete 

2) Confirm that you want to DELETE the image or select “cancel” to abort the deletion. 

REORDER PHOTOS 

1) From the Manage Photo Rotator screen, click and drag the 4-point icon of the image you 

would like to reorder.   

2) Click SAVE  

 

EDITING YOUR PROMO ROTATOR BLOCK 

Navigate to Dashboard/OnCare Web Content/ PROMOTIONS 

 

NOTE on editing promos: If you already have an existing promotion and you are logged in edit 

mode, you can make edits directly to particular promotion by clicking on the “edit” link in the 

upper right hand corner of the promo block. 
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This will take you to MANAGE PROMOTIONS where you can: 

¶ Add a Promotion 

¶ Reorder your saved promos 

¶ Edit saved promos (change title, content, or page assignment) 

¶ Delete saved promos 

 

ADD A PROMOTION 

From the “Manage Promotions” screen, click ADD A PROMOTION 
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1) Insert Title (This will appear in the header bar of the promo block) 

2) Insert Content; this can include text, images, or hyperlinks. 

¶ Text does not auto-wrap so start a new line if the text goes beyond the 

border.  You can edit font color, size and other formatting options via the 

toolbar. 

¶ Text or images beyond the red line (at the bottom of the promotion block 

field) or outside of the borders will not appear. 
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3) Select the page(s) where you would like to publish the promo 

4) Click “+” to add page(s) to the “Selected Options” area 

5) Click SAVE 

EDIT EXISTING PROMOTION 

1) From the Manage Promotions screen, select the promo then click EDIT You can 

change title, content, or page assignment(s). 

¶ To remove a promotion from a page assignment, select the page on the 

“Selected Options” column, click “-“  

2) Click SAVE 

DELETE PROMOTIONS 

1) From the Manage Promotions screen, click DELETE for the promo you want to 

permanently delete. 

2) Confirm that you want to DELETE the promotion or select “cancel” to abort the 

deletion. 

REORDER PROMOTIONS 

1) From the Manage Promotions screen, click and drag the 4-point icon of the image 

you would like to reorder.   

2) Click SAVE  
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MANAGING USER ACCESS & PASSWORDS (SITE ADMIN ONLY) 

¶ Select  in the upper-left hand corner 

¶ Under “Site Settings” , select MANAGE USERS  

 

ADD A USER 

¶ Select ADD USER    

¶ Input the following information and click CREATE NEW ACCOUNT 
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After you select “Create New Account” the form will clear out.  Select  to view 

your user accounts. 

EDIT USER 

Select EDIT USER to edit username, email address, password or blocked/unblocked status. 

 

BLOCK/DELETE/ UNBLOCK USER 

To change the status of existing users follow these steps: 

1. Check off the user account 

2. Select status from drop-down list 

3. Click UPDATE 

        

NOTE: To prevent unintended deletions, you will be asked to confirm that you want to delete an 

account.  To delete select “Delete All” to ignore your changes, select “Cancel”. 
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CHANGE PASSWORD(S) 

Only the Site Admin has access to ñManage Usersò.   Any user can request a new password 

upon login by selecting “Forgot your password?” and following the prompts. 

To change the password of an existing user: 

1. Select EDIT for the username you will be editing.

 
2. Input the password into 2 required fields and click SAVE 
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ONCARE WEB PREMIUM CONTENT 
Note: The following features and instructions are only used for OnCare Web Premium clients. 
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MANAGING CALENDAR ITEMS 

¶ Select  in the upper-left hand corner 

¶ Under “OnCare Web Premium Content”, select CALENDAR ITEMS   

 

ADD A CALENDAR ITEM 

¶ Select ADD A CALENDAR ITEM  

¶ The following are ñRequired Fieldsò  and must contain proper values: 

1. Title: Create title as you want the item or event to appear on the Calendar Page 

2. From date: The calendar page will sort items in chronological order based on the 

“From date”.  Note: After the “From date” has passed, the calendar item will be 

archived. 

3. Summary: include a brief description or event details (e.g.; date & time) To insert 

images, you must select “Insert/Edit Image” tool (see EDIT IMAGES instructions) 

¶ The following is an optional field  

4. Body:  You can include a lengthier description or pertinent information to the 

calendar item.   

¶ Click SAVE 

NOTE: For tips on editing and formatting within the SUMMARY and BODY fields, please view 

instructions for EDIT TEXT ON A PAGE and EDIT IMAGES. 
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MANAGING NEWS ITEMS  

¶ Select  in the upper-left hand corner 

¶ Under “OnCare Web Premium Content”  , select NEWS ITEMS  

 

ADD A NEWS ITEM 

¶ Select ADD A NEWS ITEM  
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Required Fields, indicated by a red asterisk (*), must contain values: 

1. Title: Create title as you want the item to appear on the News Items Page 

2. Summary: include a brief description.    

HELPFUL HINT: You can hyperlink text to a PDF (e.g.; Newsletter) or URL 

(e.g.; online article)   

Optional Field  

3. Body:  You can include a lengthier description or pertinent information to the 

News item.   

NOTE: For tips on editing and formatting within the SUMMARY and BODY 

fields, please view instructions for EDIT TEXT ON A PAGE and EDIT 

IMAGES. 

¶ Click SAVE 

After you save, a preview of your NEWS ITEM will appear.  Then, select BACK TO 

NEWSLETTERS for your News Items page view. 
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NOTE:  NEWS ITEMS are automatically date-stamped and posted to the month of the 

date-stamp.  You should post the items in the month that you want them to appear.  
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MANAGING LINKS and CATEGORIES  

Navigate to Dashboard/OnCare Web Premium Content/ LINKS 

          
NOTE on editing links: If you already logged into edit mode, you can access the LINKS 

edit function directly from the LINKS page by selecting MANAGE LINKS as pictured 

above right.  

This will take you to “Manage Links” where you can: 

¶ Add a Link 

¶ Manage Categories (edit, add or delete) 

¶ Edit saved links (change Title, URL, or Category) 

¶ Delete saved links 
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ADD A LINK 

From the “Manage Links” screen, click ADD A LINK 

¶ Link Title: The title is how the site will be publicly viewed on your LINKS page. 

¶ Link URL: include http:// preceding the website address.  For example: 

http://www.oncareservices.com  

¶ Category:  Choose the category you would like to assign the website to. 

Click SAVE 

NOTE on Categories: If you want to add a new category, you must do this first through the 

“Manage Categories” option. 

 

 

http://www.oncareservices.com/
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MANAGE CATEGORIES 

From the Manage Links screen, select MANAGE CATEGORIES 

 

a. ADD A NEW CATEGORY:  select “Add Category” and enter in “Term Name” 

for the Category Name. Note: Description field is an optional field. 

b. EDIT CATEGORY: click “edit” for the category you want to make changes to.  

After you make your desired change, click “Save”. 

c. ARRANGE ORDER OF CATEGORIES:  The order of the category names 

affects the order that they will appear on the website LINKS page.  Click and 

drag the 4-point icon to the desired location.  Click “Save”. 

d. ARRANGE CATEGORIES IN ALPHABETICAL ORDER:  If you want the 

categories to be arranged in Alphabetical order, select “Reset to Alphabetical” 

and click SAVE. 

EDIT EXISTING LINK 

From the Manage Links screen, click “edit” for the link you want to make changes to. 

1) Make desired changes to title, URL, or Category. 

2) Click SAVE 

DELETE LINK 

1) From the Manage Links screen, click DELETE for the link you want to 

permanently delete 

2) Confirm that you want to “delete” the link or select “cancel” to abort the deletion. 
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MANAGING FORMS and CATEGORIES  

Navigate to Dashboard/OnCare Web Premium Content/ Forms 

 

NOTE on editing forms: If you already logged into edit mode, you can access the FORMS edit 

function directly from the FORMS page by selecting “Manage Forms” as pictured below. 
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This will take you to “Manage Forms” where you can: 

¶ Add a Form 

¶ Manage Categories (edit, add or delete) 

¶ Edit saved Forms (change Title, Description, Attachment (PDF) or Category) 

¶ Delete saved forms  

 

 

ADD A FORM 

From the “Manage Forms” screen, click ADD A FORM 

¶ Name: This name will be assigned to the form and listed out on the FORMS page. 

¶ Description (optional):   you can provide a brief description of the form that will 

appear below the attached form. 

¶ Form File:  The maximum file size is 8 MB and must be in PDF format. 

Click SAVE 

NOTE on Categories: If you want to add a new category, you must do this first through the 

“Manage Categories” option. 
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MANAGE CATEGORIES 

From the Manage Forms screen, select MANAGE CATEGORIES 

 

e. ADD A NEW CATEGORY:  select “Add Category” and enter in “Term Name” 

for the Category Name. Note: Description field is an optional field. 

f. EDIT CATEGORY: click EDIT for the category you want to make changes to.  

After you make your desired change, click SAVE 

g. ARRANGE ORDER OF CATEGORIES:  The order of the category names 

affects the order that they will appear on the website FORMS page.  Click 

and drag the 4-point icon to the desired location.  Click SAVE 

h. ARRANGE CATEGORIES IN ALPHABETICAL ORDER:  If you want the 

categories to be arranged in Alphabetical order, select “Reset to Alphabetical” 

and SAVE 

EDIT EXISTING FORM 

From the Manage Forms screen, click EDIT for the Form you want to make changes to. 

1) Make desired changes to Name, Description, Form File, or  Category. 

2) Click SAVE 
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DELETE FORM 

1) From the Manage Forms screen, click DELETE for the form you want to permanently 

delete 

2) Confirm that you want to DELETE the form or select “cancel” to abort the deletion. 

 

MANAGING STAFF BIOS 

 

 

 

Navigate to Dashboard/OnCare Web Premium Content/ STAFF BIOS 
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NOTE on Staff Bios: If you already logged into edit mode, you can access the STAFF BIOS 

edit function directly from the STAFF BIOS page by selecting “Manage Staff Bios” as pictured 

below. 
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This will take you to “Manage Forms” where you can: 

¶ Add a Staff Bio 

¶ Edit saved Bios (change Name, Title, Description, or Photo) 

¶ Arrange order of Bios 

¶ Delete saved Bios 
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ADD A STAFF BIO 

From the “Manage Staff Bios” screen, click ADD A STAFF BIO 

 

¶ Name: Name of staff member as they want it to read on the website page. 

¶ Title (optional): The title would appear just below the staff name.  

¶ Photo (optional): Attach a photo to appear below the name and to the left of the 

title. (Maximum Filesize: 8 MB/ Format: jpg gif png/ Images must be between 

250x320 pixels   

¶ Additional Information (optional):  Provide a brief biography to include experience, 

education, philosophy, hobbies, or anything else that prospective families should 

know. 

Click SAVE 
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EDIT EXISTING STAFF BIO 

From the Manage Staff Bios screen, click EDIT for the Staff Bio you want to make changes to. 

1) Make desired changes to Name, Title, Photo, Additional Information 

Click SAVE 

DELETE STAFF BIO 

1) From the Manage Staff Bios screen, click DELETE for the Staff Bio you want to 

permanently delete 

2) Confirm that you want to DELETE the form or select “cancel” to abort the deletion. 

ARRANGE ORDER OF STAFF BIOS 

1) The order of the Staff Bios affects the order that they will appear on the website 

page.  Click and drag the 4-point icon to the desired location.   

 

Click SAVE 

MANAGING YOUR SLIDESHOW PHOTOS 

The Photo Slideshow is a thumbnail photo display located at the bottom of a single assigned 

page. 

Navigate to: Dashboard/OnCare Web Premium Content/ Slideshow Photos 
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This will take you to “Manage the Photo Slideshow” where you can: 

¶ Add a Photo 

¶ Reorder your saved photos 

¶ Edit saved photos (change title, caption, or photo) 

¶ Delete saved photos 
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ADD A PHOTO 

From the “Manage the Photo Slideshow” screen, click ADD A PHOTO 

 

1) Insert Title (this will not be visible to viewers) 

2) Browse your computer for the image 

3) Add a caption to appear below the photo 

4) Click SAVE 
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EDIT EXISTING PHOTO 

From the “Manage the Photo Slideshow” screen, click “edit” for the photo you want to make 

changes to. 

1) Make desired changes to title, photo selection, or caption. 

2) Click SAVE 

DELETE PHOTOS 

1) From the “Manage the Photo Slideshow” screen, click DELETE for the photo you want to 

permanently delete 

2) Confirm that you want to DELETE the image or select “cancel” to abort the deletion. 

REORDER PHOTOS 

1) From the “Manage the Photo Slideshow” screen, click and drag the 4-point icon of the 

image you would like to reorder.   

2) Click SAVE 

 

STEP 3: SAVE CHANGES & LOGOUT  

It is important to remember to save your changes as you go.  For lengthier updates to a single 

page, it is best to save periodically to ensure your changes are stored. 

Finally, when you are through editing your website, select  to protect your changes. 

 

 


