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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 I Login
Step Z 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

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

A Log in using the credentials provided by OnCare.

A In the content area, you will have the option to view or edit content. Select Edit.

=@
The <CENTER NAME= difference is our commitment to your
child’s future. With our experienced staff and innovative
programs unlike any other, we provide your child with an
unsurpassed learning experience. Your child will discover that

i}
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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 i mage below is the “Edit Mode” of you
Dashboard
Center
Logo
Welcome
About Us
; Wiew Edit
Center Information Title: * This is your editing toolbar
Programs Programs & Services
Our Staff iz ————— —
B I UEE == @ A* ¢ — §) Heading2z  ~ Font size S T
Find Us
S
Calendar Program Features
What's New Building of self-esteem through nurturing personal care
(Eimemnremed e Interaction with groups to spark curiosity and socialization

HELPFUL HINT: When considering the content to include in your site, remember to incorporate
applicable Akeywordso that prospective families
early education, developmental, learning, child care, kindergarten, etc.

5
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EDIT PAGHITLE

HELPFUL HINT:Because fAPage Titled is indexed by search
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. Typeinthe TITLE field

Title: *
Ahout Us

2. click _=8ve

6
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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: I f you choose to cut & paste text, you shc
AfiPaste from Plain Textd tools to avoid formatting

1. Click on the PASTE tool

Body:
B I U

l
[l
Il
i
.

£l &' ¢ — &} Paragraph - | Fonk size

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

Thisis textl copied froma Word doc.

?) Paste from Word - Mozilla Firefox - 10| x|

g I |j |http:,l',l'u:lu:unel.u:unu:arewel:u.u:u:um,l'sites,l'all,l'mu:udules,l'l:-ase,l'w-;.-'siwyg,l'tin*;.-'mce,l'j ’f:f

ﬁ Paste from Word

dse CTRL+W on vour kevboard to paste the text into the window,

Thisis text | copied from a Word doc.

3. Click INSERT
4. Click SAVE

CHANGING FONT COLOR & SIZE
Font color and size can be changed on any text th

7
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NOTE on paragraphs: If text format setting is PARAGRAPH, then you can
change the font color and size.

@  — E]Fn:-nt 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.

k &6 — L} |Format ™| Fonih

Format
our commitm ...

Futur

& programs ur prov
experience. Y vert
ends and buil | Heading 2 inshi
ur child’s edu | Heading 3

Heading 4 ]

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.

Paragraph |~ Font siz= | NOTE on font color: Font color is pre-set by the

Format 21| SECONDARY font color during initial set-up and font size is
¥ Paragraph pre-set by Heading type.

eading 1
Heading 2

Heading 3
Heading 4

Rlacknnnk-
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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
“Bragraph?”.

Body:
B 7 O

I
R
Il

¥ A-«

Here vwou can add a paragraph to share some ofthe history ofthe schoolicen

To create a Ruler Line above a header
the space as “Paragraph” format.

, you must i

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.

9
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ADDINGHYPERLINKS
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

host of experiences are provided to stimulate socialization skills and promote self-estesm.

Support and thoughtful education are paramountto fostering a love of learning.  We weltome
a part of building this valuable learning foundation for the children.

‘ 1. Highlight the text
Contact Us /

Ifyou have any questions, please EgEllEE and we will respond promptiy.

2. Click on the LINK tool

Title: *
About s

Body:
B 7 U=

1]
i
i
L

2. Click on the link tool

Our Mission
Curmission is to create a secure, loving environment that encot
independence. Qurgoal isto help each individual child meet th
physical growth.

Our Philosophy

Ve helieve that each child develops at a different rate physically,
awide variety of experiences to accommodate the children's inte
host of experiences are pravided to stimulate socialization skills

Support and thoughtful education are paramount to fostering a
a part of building this valuahle learning foundation for the childre

Contact Us

Ifyou have any questions, please

EIREIIE, and we will respond

10
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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

This pop-up box will appear.
Insert email address then click JREIENFIIE - 10| x|

"Insert"

=1, oncareweh, com/sites)allrmod "'Lf'

u Far.
link

Hereyou c ool

Limk URL mailtc\:infn@childdeuelnpmentcd

Target | -- Mot set -- ;I
Qur N Title | |
Qur missin sCr
independe | ©1%%° [ Mot set -- [ bad:
physical gi

)

e helieve— e errre—rere e e e e TR e T ally
Awiide wariehe nf pvnerirnres tn arrnmmndate the children's intrrects an

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
1 Open link in the same window: recommended when you are directing viewers to a
page within your website
1 Open link in new window: recommended when you are directing viewers to a page
outside of your website.

11
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&l ) Insert /edit link - Mozilla Firefo: =10l x|
g I |:| |http:,l',l'n:ln:nnel.Dncareweh.n:n:-m,l'sites,l'all,l'mc'd ﬁ
1) Pa
Inze it lirk |
I oo
Link URL |htt|:u:.n".n"l.-.lww.nncareserl.lices.cnm |
Target fopen link in a new window Ll
w ) -- Mot zet --
] Title Cpen link in the same window I
=1 | 5C
ge | “la=s b
gl
G=3)
Done
e e e T e P T T e =T e P e T T e e T T T T Al
ariety of experiences to accommaodate the children's interests a

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.

Insert/edit link | N
Link URL | IEE]

Target | -- Mot set -- = [Browse l
Title | a ! o
Clazs | -- Mot set -- ~|

| javascriptopenBrowser hrefbrowser', 'hiref, ‘file', theme_a...

12
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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

Jpload Thurnbnails Delete Resize Send to Editor

File name

gﬂﬂg-lﬂ Farent Handboolk .pdf } -\

Back to Schoal_classroom.jpg
CP_timesheet.xls

Calendar_rerminder.jpg Select the file b}’
Chechklist, inder.j .
oist femneenlpd clicking on the file

Classroomn_L_Photod jpd .
Fall Scene.ipg name and then click on

Farnily_rnother_w_child, "SEND TO EDITOR"
Farily_parents_w_childd
Fotolia_10053845_Subscription_L.jpg
Fotolia_11385164_Subscription_L.jpg

Fotolia_4112325_Subscription_L.jpg
Eotnlia A80nss. Suhscrintinm. . inn

Target: Select option
1 Open link in the same window: not recommended for attachments because

this will send visitors away from your site.
1 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.

13
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NO, my PDHile 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.

_- T—T1 T T Fr v T
{ Upload :|. Thumbnails Delete Resize Send to Editor
File: I iBrowse..}
First select "Upload" then Create thumbnails: [ small (90
click "Browse" ™ Large (180%180)
Images must be less than OMB and smaller tha

File name

2009-10 Parent Handbook, pdf 220.3
Back to School_chalkboard.jpg 106.4
Back to School_classroorm.jpg 70,
CP timesheet,xls 1

2. After you find the PDF to upload, select OPEN.
[ 21X
h; I[ﬁ Diocumentation j QT R

OnCare Web User Guide w1.1

After you find the PDF, select the file and click OPEN.

File name: IDnEare “web Uszer Guide +1.1 j ( Open i)

Filez aof type: I,-'lxll Files Cancel |

Z

3. Then, click UPLOAD

14
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Upload Thurnbnails Delete Resize Send to Editor

File: |D:hUserSettings'\mverahMy Du:nc:uml iBrowse..}

Create thumbnails: [ small (9090} ™ madi
I Large (180x180)
Images must be less than OMB and smmaller than 1200x1200p%.

Cimn Widdh HAainks MNad

Eiln mamn

4. Now that your file is uploaded to the file browser you can proceed. Select
the file and click SEND TO EDITOR.

Upload Thurnbrails Delete Resize Send to Editar

File name

gDDQ-lﬂ Parent Handbool.pdf } .

Baclk to School_classroom.jpg
CP_timesheet.xls

Calendar_reminder.)pg Select the file b'j’
Checklist inder.j ..
e clicking on the file

Classroom_L_Photod jpg .
Fall Scene.jpg name and then click on

Farnily_rnother_w_child. "SEND TO EDITOR™
Farnily_parents_w_childi
Fotola_10053845_Subscription_L.apag
Fotolia_11385164_Subscription_L.jpag
Fotolia_4112325_Subscription_L.jpa
Entoliz. df0nss. . Suhsceinting.. Loina

5. Complete the following fields and click INSERT

Target: Select option
1 Open link in the same window: not recommended for attachments because

this will send visitors away from your site.
1 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.

15
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Body:
B I U

weu
I
.

Sl% A-« — 02
/
Here you can add a paradgraph to share somq Jnlink | history ofthe sck

Our Mission

Qwur mission is to create a secure, loving environment that encourage
independence. Qurgoal is to help each individual child meet their m
physical growth.

Our Philosophy

We helieve that each child develops
awide variety of experiences to acc
host of experiences are provided o

Highlight hyperlinked text ot
and click "Unlink"

Suppart and thoughtful education ar
a part of huilding this valuable learni

Contact Us \

[fyou have any questions, please

EENRNEY A nd e will respond pror

16
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EDIT IMAGES

HELPFUL HINT: Images can be an inviting visual attraction to your viewers. Becausev i ewer s 0
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

e T T PRI o7 TR

Create News Item

Title: *
Calendar ltem

Date

From date: *

April 28, 2010
Format: April 27, 2010
To date:

Format: April 27, 2010

Summary: '
BJIUS=iTi=9 v“—ﬂ
Paragraph + Fonk size A @ [}E ? - HTML

CD add an image to a calendar iter, selet the "InserEdit Image” ican )
ahove. |

This summany will be shown on the Calendar list page and at the top of thiz Calendar ltem's page.

2. Find“ | mage UR LBy seledingahe BROWSE icon 1 &

Insert/edit image |

—
Image URL | 1|
Image description | Browse

17
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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

OnCare Web User Guide

/= File Browser - Windows Internet Explorer
& | http:ficlonel . oncareweb, comyfimce? app=timymoe S FCurS40src

Upload Thumbnails Celete Resize

4]

I
- | File name Size Width Height
£ | z009-10 Parent Handboole. pdf 220.31 KB 0
C| | arrow_right_black_bg.swf 346 bytes 0
5| | Back to Scheol_chalkboard.ipg 106.46 KB 1200
_r Back to School_classroom.jpg 70.7 KB 1200
| CP_timeszhest.xls 16 KB 0
|| calendar_reminder.jpg 43.44 KB 1200
L | Checklist_reminder.jpa 5S4 KB 1200
Classroom_L_Fhotod.jpg 32 KB 343
child-care-pic_0.jpa 10.74 KB 300
Fall Scene.jpa 93.32 KB 1200
Family_mother_w_child.jpg 103.71 KB 800
Ribbon_reminder.jpa 49,25 KB 800
arrow2_blue_white.swf 1.51 KB 0

0
0
867
200

200
200
257
201
1200
1200
1200

Send to Editor

Date

2005-11-24
2010-04-23
2005-09-11
2005-09-11
2005-11-24
2009-09-11
2005-09-11
2005-09-11
2005-07-19
2005-09-11
2005-09-11
2005-09-11
2010-04-23

Directory sites/clonel.oncareweb.com/files iz loaded.

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

optional.

HELPFUL HINT: We recommend you include relevant Image Descriptions incorporating

Afkeywordso to enhance search

description for an image of preschool activities.

ranki

ngs.

For

18
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“) Insert/edit image - Mozilla Firefox

=10l x|

Q I |j |http:,l',l'clcunel.Dncareweb.ccnm,l'sites,l'all,l'madules,l'base ‘LT

Insertfedit image

Irmage URL

|.-‘sites.-’c|nnel. oncareweb, corn.-"FiH

Irmage description |Preschnn| Programs

alignrnent [Bottorn iRotbarn iz

Dirmensions e ;arsqeolti::t N

Border EI -hrﬂ?gdle

Vertical space Text tap

Harizontal space El —II_—:;::': bt
Right

| Dane

4. Select INSERT

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

If the image is not uploaded to your File Browser

UPLOAD FILE TO FILE BROWSER

1. Select the BROWSE icon

& Insert/edit image - Windows Internet E

htkps ) fclonel .-:unu:arewel:u.cu:um,l'sites,l'all,l'mu:udules,l'base,l'wysiwyg,l'tinj

=101 x|

Insert/edit image

Image URL |

\[E2]

Image description |

FOWSE i

2. Click UPLOAD in the File Browser Upload screen; this will open up a

“Br ows e ...

o fioel
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/2 File Browser - Windows Internet Explorer

£ | httpeffclonel, oncareweb, comyimce?app=timyrmoe®s FCurl3a4 Osr

Upload Thumbnailz Celete Resize Send to Editor

200%9-10 Parent Handbook, pdf
arrow_right_black_bg.swf

Back to School_chalkboard.jpa
Back to School_classroom.jpag

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

Browser.
f— FllE BrOoWser - ¥windoWws Incernec cXplorer

& | htkp:ficlonel, oncareweb, comyimee ?app=tinymoe s FCurl%4 05k

Upload Thumbnails Delete Fesize Send to Editor

File: |III:*.Uasrssﬁingaﬁ.mveraﬁ.r-hf Documed .~ Browse... | Upload I

Create thumbnails: [T Small (90 edium
(120x120) r Large (180x130)
Images must be less than OME and smaller than 1200x1200px.

File name Size Width Hei

4. After you select the file from your computer, click OPEN.
5. The file | ocation WBr lbws’agfpiealrd .UPLOBhiec k nt H
button to tIBe owisgédhutotfon.he -

/= File Browser - Windows Internet Explorer
& | httpeficlonel, oncareweb, comyimce?app=tinyrnce % ACurl %405

Upload Thumbnails Celete Fesize Send to Editor

File: [D:\UserSettings\mvera\lly Documen  Browss... | Upload

Create thumbnails: [T sSmall (90%90) ™ Medium
(120x120) r Large (180%x130)
Images must be less than OME and smaller than 1200x1200px.

File name Size Width Heighi

2009-10 Parent Handboolk. pdf 220.31 KB 1]

6. Click SEND TO EDITOR
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/= File Browser - Windows Internet Explorer
£ | httpejiclonel, oncareweb, comyimee?app=timymoess FCurl340src

Upload Thumbnails Delete Resize @End to Editor )

File: |EI:".UEErEEt'tings".m-.-sra".r-hfDnu:um&n' Browse | pload |

Create thumbnails: [~ Small (90x90) I Medium
(120x120) r Large (180x180)
Images must be less than OME and smaller than 1200x1200px.

File name Size Width Hei

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

HELPFUL HINT: We recommend you include relevant Image Descriptions incorporating
Akeywordso to enhance search rankings. For exampl
be a useful description for an image of preschool activities.

FIELD DESCRIPTIONS

) Insert/edit image - Mozilla Firefox -0l x|

Image URL is the location where the

Q I |j |http:,l',l'u:lu:unel.nncareweh.|:nm,l'sites,l'all,l'modules,l’hase Tj’ . .
image is stored.

Inser/edit image |

___ Image Description: This will create
Image URL |[fsites/clonel. oncareweb, carn/fild [EE] .
an alt attribute for your photo. Use
Image description |Presch00| Programs | approp”ate keyWOI’dS
Alignment | Bottorn Battarm il
-- Mot set -- .
Dimensions « Basaling Alignment: select where you would
T . .
Border Middle like to anchor the image.
Bottarmn
ical . . . . .
Vertical space Texttan Dimensions: image dimensions
Horizontal space Left
Right
e Border: creates black border around
the image. Recommended Range 1

(thin)- 5 (thick)

| Done

Vertical/Horizontal Space: creates
8. Select INSERT space between the image and the
text surrounding it.

MODIFY EXISTING IMAGE

A Highlight the image and click on the edit image icon in the toolbar
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TION

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
list neighboring towns or counties that you reach.

that prospective

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

Contact Info

Your Center Name

650 NE Holladay Suite 1400
Portland, OR, 97272
123-123-1234

Hoggital and @ m m
P2
k Health Center § ME Knott St & E
RES ! Eliot & z 2 rant

e .r'i1 anage Centers

Cipen Monday - Friday
B:30 AM - T:00 P
Closed on major holidays

infa@Ewourcenter.com

9 After you type and save your text,

it will appear like this:

Fage Contact fnfo has been update

d.

Contact Info

Your Center Name

550 NE Holladay Suite 1400
Portland, OR, 97272
123-123-1234

Open Monday - Friday
B30 A - T:00 P
Closed on major holidays

infoourcenter.com

Hospital and

&b Health Center

Y

Hiy @

ME Knott St

Uiz 3
PIEE 3

f ami
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ADD/EDIT MAP & ADDRESS INFORMAT

ION

1 Select MANAGE CENTERS

| Fage Contact Info has heen updated.

Contact Info

“ﬂl Ll ﬁﬂ“*ﬂ- I.Iﬂm.ﬂ

Here is my intro paragraph about our location.

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

1. Add a Center
2. Edit-Delete an existing cente

1 SAVE your changes

r

Manage Centers
( 4dd a Center ')
Title Author

Your Center Mame admin

Last Updated

20 weeks 18 hours ago

Edit - Delete

NOTES for adding a center:

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

1 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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DASHBOARIFFEATURES

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.

Dashboard Go to Client Site Log out

'/Dashboard
DnCare YWyeb Content Site Settings
Promotions Manage Your Account
OnCare Web Edit your account information
Centers and
. . Manage Users
Testimonials oncare_ Web Add, rermove, and manage site users
Premium

Rotator Photos

Site Reports
OnCare Yeb Premium Content Wiew site reports including Web Analytics
Calendar Irems Mast Popular Pages
Mews Items Top Referrers_ N

See where site visitars are coming from

Links

Broken Links Report
Farms Wiew 'page not found' errors (404s)
Staff Bios

licash " These features are only
Shdsshow Photos available for OnCare Web
Premium
Categories
Manage Form Categories
Manage and reorder Form categories

Manage Link Categories

k Manage and reorder Link categories

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.

24
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EDITING YOUR PHOTO ROTATOR BLOCK
Navigate to: Dashboard/OnCare Web Content/ Rotator Photos

Dashboard
OnCare YWeb Content

Promations
Centers

Testimaonials

Rotator Photos

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

1 Add a Photo
1 Reorder your saved photos
i Edit saved photos (change title, photo, or page assignment)
91 Delete saved photos
« Back to Dashboard
Manage Photo Rotatg
Add a new photo
— P Delete:
Filter by Site Page completely delete
I A= ;I Apply | image
}i,[&a Drag to reorder Pages where this photo is displayed ( Edit )
+ |group hug_3921308 Welcame Edit: Change Title, edit delete
Photo or Page
& |boy w, blocks_1490602 Contact Info edit delete
« |airl w. fingerpaints_9511863 Programs & Services edit delete
Welcome
+  |boy on slide_7345972 Programs & Services edit delete
Welcome
) VWelcome .
“ |airl w. flower_2692830 ) edit delete
Frograms & Services
“#  |boy painting_3136319 Programs & Services edit delete
Welcome
P &5 i
Q-j’girl caring for patient_A178612 m:ziia:: Ervises edit delete

25
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ADD APHOTO

From the “Manage Phdidk&DDRROPH@TOoOr " scr een, c

g3 LAY " e -_....'l' L o »f‘i..'.l. Y AT y v
N ST, = ol LR
Al et ¥\ "‘i AR 2 K I" i b 1, i f i

Create Photo

1 [Title:
nCare Photo of kids _)

Photo: 5
ID:\UserSettings‘-,mv |
Maximum Filesize: &8

Allmaed Extensions: jog off org

3 1ages must be betwean 200:250 pixels and G30:x530

elect the pages where you would like to publish this photo:

Avallale Opfions: Selected Options:

About Our Center ;l ;l

Ahout s

Calendar

Contact Info

Fanorite Links

Forms

Frograms & Services

otaff Bios

Wwelcome

“What's Mew at <Center Mame> =l =l

On the left, select the Page or Pages on which to show this Photo and clid '+ to select them.

E To remove a Fage that this Photoe is shown on, select the Fage on the right and click ',

[

1) InsertTitteNOTE: Keep in mind that this ti
2) Browse your computer for the image

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

4) Cl i€k to add page(s) to the “Selected
5) Click SAVE

Options

26
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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 wantto DELETEt he i mage or select “cancel” to

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

Dashboard

OnCare Web Content

Promotions

Centers
Testimonials

Rotator Photos

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 p
upper right hand corner of the promo block.
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Pay Tuition Online ]

Mark Your Calendars

on the 5thi

Tuition is due

Make Payiment Online

This will take you to MANAGE PROMOTIONS where you can:

91 Add a Promotion
1 Reorder your saved promos
1 Edit saved promos (change title, content, or page assignment)
91 Delete saved promos
% Back to Dashboard
Manage Promotions
promotion —n
Title Shown On Select "Edit” to
make changes to
#\ !  Click&Dragto Contact Info an existing
4| ; rearrange promotions promotion Edit - Delate
| Back to School Event Edit - Delete
# | Pay Tuition Cnline Favarits Links "Delete” will
Welcome permanently
remove a
Save |
ADD A PROMOTION
From the “Manage Pr oARDIAIPROMOTION creen, <cl i ck

28
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itle: *
@wtu add a Pramo ) 1. Insert Title

Promaotion:

B|7 U=

S -
= e3 B

U

< = i
4
e I
-,

Fart size ~ [ G 7 -

Insert your text here!\1 2. Create

NOTE: your
promotion

Red line indicates the
bottom of the content

field. Anything
/J beyond this line will

é———notappearin the

block.

Only content within the red lines will be shown in the promotion.

fo stad 3 new lime without waking 3 mew pargEoh, kald the 'Shif ey while pressing Enter or Febem,

1) Insert Title (This will appear in the header bar of the promo block)
2) Insert Content; this can include text, images, or hyperlinks.

1 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.

1 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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Available Options:
Ahbout Qur Center
Ahout Us
Calendar
Faworite Links
Forms
Staff Bios
Welcome

®

fﬂem the pages where you would Ii

3. Select the
page(s)

<l

o publish this promotion:
Selected Options:

ﬂ Contact Info
Frograms & Services

What's Mew at <Center Mameas»
>~ 4. Click "+" to add pages to

Selected Options

. Save

ol this Pramation and click '+ to select them.
PO O T age Wial bl E s iz sieen o un, Select the Page on the right and olick ™',

é;‘.;] Cancell
~— 5

[«

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

4) Cl i€k t“
5) Click SAVE

EDIT EXISTING PROMOTION

add tphaeg € (Sse)l etcat ed

Options”

ar ea

1) From the Manage Promotions screen, select the promo then click EDIT You can
change title, content, or page assignment(s).

1 Toremove a promotion from a page assignment, select the page on the

“‘Sel ected

2) Click SAVE

DELETE PROMOTIONS

Option%” col umn,

c |

ick *

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

permanently delete.

2) Confirm that you want to DELETEt h e

deletion.

REORDER PROMOTIONS

promoti on

or

sel ect

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 ACCESBASSWORDEITE ADMIN ONLY)

Crashbaard
1 Select 4| in the upper-left hand corner

T Under “ Site SMANAGEUSERS , sel ect

Site Settings

Manage Your Account
Edit vour account information

Manage Users
Add, remowve, and manage site users

ADD A USER

Users (add user )

91 Select ADD USER

1 Input the following information and click CREATE NEW ACCOUNT

|_ﬂsername: }

[—

Spaces are allowed; punctuation is not allowed except for periods, hyphens, and underscores.

(E-mail address: * )

password or wish to receive certain news or notifications by e-mail

(Easswurd: )
|

Q onfirm password: * )

Provide a password for the new account in both fields,

Status:
 Blocked

This web page allows administrators to register new users. Users' e-mail addresses and usernames must be unigue.

A valid e-mail addresz, All e-mails from the system will be sent ta this address. The e-rmail addrezz iz not made public and will anly £

G- Matify user of new account via email Optional

Create new account |

31
OnCare Web: Guide to Editing Website Content v.1.3



ol
C? oncare OnCare Web User Guide

| List

After you select “Create New Ac tbviewhe f or m

your user accounts.

EDIT USER

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

Operations

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

Update options

funblock the selected users Ll pdate
Unblock the selected users

Block the SE|EI2tSEI’S
Delete the selected users

Username Status

{ o trainingpurposes

NOTE: To prevent unintended deletions, you will be asked to confirm that you want to delete an
account . To del ete select “Delete All” to ignore

frainmngpurposes

This action cannot be undone,

iDelete alli | Cancel
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CHANGE PASSWORD(S)

Only the Site Admin has a cAnyusescan requestid aewpagsavordds er s 0
upon |l ogin by sel ect i napdfdlléwing thegptompgsour passwor d?”

To change the password of an existing user:

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

I Username Status Roles Operations

r trainingpurposes active site user

2. Input the password into 2 required fields and click SAVE

Account information

Username:
|trainingpurpc|595

Spaces are allowed; punctuation is not allowed except for periods, hyphens, and underscores,

E-mail address:

[test@ancareservices.com
A walid e-rmail address, All e-rnails frorm the systerm will be sent to thiz address, The e-mail addrezs i

/,,': -~ - —_— — “{5 ot notifications by e-rhail.
Password:

Confirm password:

To change the current uzer password, enter fhe new password in both fields,

Status:
' Blocked
& Active

Save Delete
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ONCARE WEB PREMIUM CONTENT

Note: The following features and instructions are only used for OnCare Web Premium clients.

Dashboard
onCare VWeb Content

Promotions
Centers
Testimanials

Rotator Photos

-

CnCare VWeb Premium Content

Calendar Items
Mew s Items
Links

Farms

Staff Bios
Slideshow Photos

Categories

Manage Form Categories
Manage and rearder Form categaries

Manage Link Categories
Manage and rearder Link categories

Site Settings

Marnage Your Account
Edit your account inforrmation

Manage Users
Add, remove, and manage site users

Site Reports
™~ o

View site reports including Web Analvtics

Most Popular Pages

Top Referrers
Zee where site visitors are coming from

Broken Links Report
View 'page not found' errors (4045

OnCare WEB PREMIUM
ONLY
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MANAGING CALENDAR ITEMS

Crashbaard
1 Select 4| in the upper-left hand corner

T Unde&rmCare Web Pr e mselectCACENDARITEMS

COnCare Wyebh Premium Content

Calendar Items

Mews Ttems

Links

Forms

Staff Bios
Slideshow Photos

ADD A CALENDAR ITEM

1 Select ADD A CALENDAR ITEM
I Thefollowingarefi Re qui r e d and mest cdngid 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 OdadeAafter the “From date” has passed,

archived.
3. Summary: include a brief description or event details (e.g.; date & time) To insert
i mages, you must select “ 1 tMABEStinstlaions) | mage”

1 The following is an optional field
4. Body: You can include a lengthier description or pertinent information to the
calendar item.
1 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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Create News ltem

!!! LIRED FIELD: Create name as wou want itto appear on Calendar Fage

Date

in Events will be listed chronologically based on the

;'mliii March 23,2010 | "From date”. (Past dates will be archived and can
o e be retrieved by viewers)

Format: March 25, 2010

' = = *) B A-w—Q
Paragraph =  Fonk size - i G -

[P

REQUIRED FIELD: Provide brief description ofthe calendar iterm. Foyr
Exaimple; Qpen Holses

This summany will be shown on the Calendar list page and at the top of this Calendar ftem's page.

Body:
B I U

*) ) ﬁ * &6 — 5} Paragraph * Font size < Lllﬁ B ? -

(e

CPTIOMAL FIELD: Here you can add further details abhoutthe calendar event. You may also, insertimages orfiles
(pdf format) to accompany the calendar listing. For exarmple, Vou could incinde a ragistration form for ahn upcorming

Cpen Howse.

@ Canc:ell

—
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Mewys ltem REQUIRED FIELD: Crogte name a5 you want it fo appear on Calendar Page has heen created.

Page

REQUIRED FIELD: Create name as | Atter you SAVE, preview
you want it to appear on Calendar | .qding calendar items,

will appear. To continue

select "Back to
Calendar"

March 25th, 2010 - Edit

Open Houae.

Backto Calendar

e edit

REGUIRED FIELD: Provide hrief description of the calendar item. For Example: Opeh House

OFTIOMAL FIELD: Here ywau can add further details about the calendar event. Yoo may also, insertimanges ar files
{pdf format) to accompany the calendar listing. For example, vou cowicd Inciude g registration form for an ypcoming

MANAGING NEWS ITEMS

[Crashboard
1 Select 4| in the upper-left hand corner

T Under “OnCar e Web

OnCare Web Premium Content

Calendar Items

: Mews Items J'
Links

Farms

Staff Bios
Slideshow Photos

Pr e nNEW&ITEMSNnt ent ”

ADD ANEWS ITEM

1 Select ADD A NEWS ITEM
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g_r_eme Newsletter Post

iﬂ‘:ﬂ?

Title: *

Iy Mewslatter

) 2 A-«w—Q

Paragraph - Fonk size 2 ..EI lf@i ? - HTmL

11
s
111

Hereyou can input a summary of what | am posting. You may also create
a bypetlink to a PDF (eg; newsletter ar URL {eq; web aricle)

Thizzummary mill be shown on the Hewsletter list page and at the top of this Newsletter.

Bodly:
B I U=

) k3 & * 46 — &% Paragraph - Fonk size ~ @ @ A.':f’ @

11
un
111

HTML

This field iz optional. Viewers will have the option to "expand” the posting to read more. If a viewer chooses to read
mare, this information will be visible.|

I OPTIONAL FIELD |

(Save[ pancel

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.

1 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 appeatr.

=) B

What's New at <Center Name>

Thiz page can be used to share aricles, news links, classroom updates, newsletters, ete... Wiew Edit

See news from  This Month j

Monthly Newsletter

k = Date Stamp is automatically assigned to the current date,
Fosted April 1=t 2010 - Edit

Here you can input a summary ofwhat | am posting. You may also create a hyperlink to a PDF {eg; newsletter) ar URL
(ed; weh article)

Maore =
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MANAGING LINKS and CATEGORIES
Navigate to Dashboard/OnCare Web Premium Content/ LINKS

OnCare Web Premium Content

Calendar Items

Mews Items

Forms Favorite Links

Staff Bios Az an added resource for infarmation and fun,  Wiew Edit (Manage Links )

) we would like to share these useful links with  — I
Slideshow Photos your family. If you have any comments or suggestions, please email us.
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 Mamgedinksbuwher & you can:
M Add a Link
1 Manage Categories (edit, add or delete)
9 Edit saved links (change Title, URL, or Category)
9 Delete saved links
Manage Links
| Add a new link | DELETE:
anage Categories ™y com pl_EteW
Title Add/Edit "category” Category La: M_dEIEte —
American Academy of Pediatrics: Parenting Corner For Parents 27 EDIT: Title, URL,
or Category
Mational Child Care Information For Parents 27 Edit - Delete
Healthy Child For Parents 28 weeks 2 days ado Edit - Delete
Fruit and Weggie Information For Parents <4 weeks I day ago Edit - Delete
Pay Tuition Onlineg Online Tuition 27 weeks 2 days ago Edit - Delete
Kids' Health, Behavior and Development For Parents 28 weeks 12 houwrs ago Edit - Delete
Education Issugs for Parents For Parents 28 wesks & days ago Edit - Delete
Resources for Parents of Young Children Faor Parents 28 weeks & days ado Edit - Delete
Mational Association for the Education of Young Children For Parents 28 weeks & days ago Edit - Delete
100 Sites for Preschool & Kindergarten For Children 2& weels & days ago Edit - Delete
PBRS Ready to Learn For Children 28 weels & days ago Edit - Delete
Official Kids portal for the U5, Government (K-3) For Children 27 weeks 15 howrs ago Edit - Delete
Ernail Login For Company 28 weeks & days ago Edit - Delete
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From the “Manage IADWAIINK scr een, click

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

9 Link URL: include http:// preceding the website address. For example:
http://www.oncareservices.com

9 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.

Create Link

Link Title: *

Link URL: *
Title as ywou want it to appear on the site hitp: v websiteaddress. com
Categorny: *
- Flease choose < = |

Fleasze

For Farents
Cnline Tuition Fay
Faor Children
For Company | se
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MANAGE CATEGORIES

From the Manage Links screen, select MANAGE CATEGORIES

« Back to Dashboard

Add a new

. - catego
Terms in Link Categories (ectd category gory

Link Categories is a single hierarchy vocabulary, You may organize the terms in the Link Categories vocabulary by usinc

table. To change the name or description of 3 term, cick the edi? link next to the term.

name | Arrange order of Categories Operations

+ JFo

+ | Online Tuition Pay
«+ | For Children
“+

For Company Use

~ Arrange Category ) —
save | ﬂeset to alphabetical | listings in Alpha order Edit: Category Name
. ~ and/or description

a. ADD A NEW CATEGORY: select “Add CateagnomMNymednd
for the Category Name. Note: Description field is an optional field.

b. EDIT CATEGORY:c | iedik “f or the category you want
After you make your desired change, <click

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

dragthe4-poi nt icon to the desired | ocation.
d. ARRANGE CATEGORIES IN ALPHABETICAL ORDER: If you want the
categories to be arranged in Alphabetical order, sel ect “ Reset to A

and click SAVE.

EDIT EXISTING LINK

From the Manage Leéditk sf csrcrteleen,| ichk cykod want t o make

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 t hatdelgte§u tvhentl ithdk “or sel ect “cancel’
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Center
Logo

Welcome
Ahout Us
Center Information This page alfows you to make forms avaliable to families. Categories already set up for you are:
Registration & Envoliment, Parent Resowrces, Monthly Menu, Miscellaneons, Camp, Additional
Programs Forms.
Our Staff
3 NOTE: Aif forms must be saved in a POF format.
Find Us
Calendar
What's New

Miscellaneous
Resource Links -
BH] Tips forifebsite Content

0
Forms Here iswhere the description of the form will appear.

CopyTig HE008 0ACare S2ukes
Ste ks kred and hos e by OMCare S2ukes
Loan

Forms Page

MANAGING FORMS and CATEGORIES

Navigate to Dashboard/OnCare Web Premium Content/ Forms

OnCare Yeb Fremium Content

Calendar tems
Mews Items

Links

Staff Bios
Slideshow Photos

NOTE on editing forms: If you already logged into edit mode, you can access the FORMS edit
function directly from the FORMS page by selectin
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Forms

This page allows vou to make forms available to families. Categories already Hew Edit\Manage Forma

set up far you are: Registration & Envaliment, Parent Resources, Manthly Menw, Miscellaneaus, Camp,

Additional Forms.,
This wil |l Mamgedorms’u wher“e you can:
1 AddaForm
1 Manage Categories (edit, add or delete)
1 Edit saved Forms (change Title, Description, Attachment (PDF) or Category)
9 Delete saved forms
Manage Forms
s RN TR I Add a new Form EDIT: Title. DELETE:
= PDF, Completely
@anage Categaories ) Description or Delete Form
I Add/Edit "Category” Category
Title Category
Tips for Website Content Miscellaneous Edit 4Delete
ADD A FORM

From the “ Mdnaga eADDAEIRMC k

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

9 Description (optional): you can provide a brief description of the form that will
appear below the attached form.

1 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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Create Forms

ame: "
egistration Form

1. Enter Form Name

Description:

B I UESE::i= £ A« —0

This registration form must be submitted to the office by hay 31st.

DESCRIPTION 15
OPTIONAL

Form File:*
DilserSettingsimverathdy  Browse.. | 2. Click Browse to
locate POF
haxirnum Filesize: & M5
Alloweed Extensions: pdf
Category:*
- Pleaze choose - 3. Select Category from

Zelect & category to group this form erinthe F drop-down menu

Save | ) Cancel 4. Save

j—
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MANAGE CATEGORIES
From the Manage Forms screen, select MANAGE CATEGORIES

Terms in Form Categories (#od category )| Addanew
Category

/mﬁne Operations
«+ | Registration & Enrollment
<+ | Parent Resources i
4. | Monthly Menu Arrange -::r-?!er of Ed'i; Category

Categories ame or

++ | Miscellaneous Description
| Camp edit

w Extra Forms cdit
Sawve | Reset to alphabetica@ Arrange Category

listings in Alpha order

e. ADD A NEW CATEGORY: select “Add Category” and
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 Al phabetical
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 theformor sel ec't cancel” to abo

MANAGING STAFF BIOS

Center
Logo

Welcome

Staff Bios Quotes Bt
Ahout Us
3 Our diverse teaching staff come with View Edit Manage Bios Woe find a delight in the
Center Information extensive backgrounds in Early Childhood ~ — T 7T beauty and happiness of
Development. They provide a wonderful blend of experience and children, that makes the
Programs knowledge which they bring into the classroom as they provide children feart too dig for the
with stimulating and developmentally appropriate experiences in 3 safe body.
Our Staff environment. " P REPRER ; dy- Ralph Waldo Emerson
Find Us We value ourteachers and know they are the foundation to a successful You must be the change
school. e welcome you to contact us for a tour of ourschool and meet you want to see in the
Calendar some of the wonderful, loving teachers of <CENTER NAME>. worid.
- Mahatma Gandhi
What's New
Resource Links Miss Carol
BTl ” 71‘. Center Director
" Carol has always had a strong interest and belief in the benefits of early
education. After graduating from Portland State University with a degree in
Environmental Education, Carol found herself involved in numerous education
roles with organizations ranging from the Oregon Zoo Consernvation to the
YMCA. As herinterest in childhood education evolved she eventually found an
opportunity to work at a charter school for 2'%4% graders. There she was given
an opportunity to learn how to build strong curriculum and see firsthand her
impact. Carol began taking courses to strengthen her skills as a teacher, and
since then has continued to realize her dream of helping children build a strong
CopyTig B0 0aCame Sevkes foundation for lifelong learning.

She deskned and ks Bd by OaCare Sevkes
Log Oat

Staff Bio Page

Navigate to Dashboard/OnCare Web Premium Content/ STAFF BIOS
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OnCare Web Premium Content

Calendar Items
Mews Items
Links

Forms

Staff Bios

Slideshow Photos

NOTE on Staff Bios: If you already logged into edit mode, you can access the STAFF BIOS
edit function directly from the STAFF BI OS page b
below.

Staff Bios

Cur diverse teaching staff come with extensive
backgrounds in Early Childhood Development. They

[ P - O [ R [ Y [ Y N (R ) MDY VU SOy P
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This wil!l

Add a Staff

= =4 =4 =4

OnCare Web User Guide

Mareaffedorms&’ u wthe r“e you ¢

Bio

an:

Edit saved Bios (change Name, Title, Description, or Photo)
Arrange order of Bios
Delete saved Bios

@d 2 Staff Bio )

Manage Staff Bia=

Add a Staff Bio

MName
| Staff Member Mame

4 | Miss Carol

Title
Staff Member Title

Center Director

Arrange order of Staff Bios

Save | (click & drag & save)

EDIT: Name,
Title, Photo or
Additional
Information

Edit

D)

Delete

DELETE:
permanently
delete Bio
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ADD A STAFF BIO
From the “Manage St ADODAITARF-8IO scr een, click

Create Staff 510

Name:*
KStaff hember Mame
Title:
Staff Member Title | OPTIONAL |
Photo:
Browse.. | Suggestion: If your staff member does not
Eﬁ"‘imu;"ges@: 8 M8 ) like displaying a photograph, you could use a
ovve ENEIONE Jjog o phg - - - f
Images must be hetween 250x320 pixels and B40:x450 earl-" education focused phCltCl "mek or

Additional Information:

B I U=

= & i' ¢ — §1 Paragraph = Font size - i G o ~

[

Brief description of staff member background which can include teaching philosophy, experience, education, specialty,
and any other information prospective families would be interssted to know|

Canoell

1 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.

1 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

1 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 wantto DELETEt he f orm or sel ect “cancel’”

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 SLIDESH@®MOTGS

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

onCare Weh Premium Content

Calendar Items
Mews Items
Links=

Farms

Staff Bios

Slideshow F‘hu:ut@
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This wil | MaemgedhePhoto Stideshéw” wher e you can:
1 Add a Photo

1 Reorder your saved photos

9 Edit saved photos (change title, caption, or photo)
9 Delete saved photos

Manage the Photo Slideshow

(Add aPhoto W pdd 2 New Photo EDIT: Change Title,
Caption or Photo

Title te

K-I?\ children_2009 delete
+  |kids painting_12866339 edit delete
* V\| Drag to Reorder et delete
e adit
+  |discovering nature_7a57390 edit te
& |fi I [ 4720217 dit DELETE: t

u ine motor play_ edi completely =}

delete image

Save ANY changes
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ADD APHOTO
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From t he tHeMbow Slgleshow” s cr e eADD A RHOTQ@ k

=

Create Photo
Title: ! i
OnCare Photo of Cente
Photo:
|‘.,".,C|:|rp'ﬁ,share‘-,lS‘-,GnCare"-,C
hd a=imum Filesize: 808 i
Allowed Extensions: jog oif omg
Images must be bebween 200250 pixels and GA0x320
Caption: 3
his caption will appear below photo]
Sawe Cancell
<]

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

Fromthe® Manage the PhetoeS&hediteshok”t he photo you wan
changes to.

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

DELETE PHOTOS

1) Fromthe® Manage t $lei dPd sdieenyclick DELETE for the photo you want to
permanently delete
2) Confirm that you wantto DELETEt he i mage or select “cancel” tc

REORDER PHOTOS

1) Fromthe® Manage t he P h scteen, ciEk dndldrag the4apbdint 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 "Lag Out " to protect your changes.
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