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THANK YOU

THANK YOU FOR ALLOWING US TO DEVELOP YOUR NEW WEBSITE.

YOU WILL FIND IT HAS THE LATEST TECHNOLOGIES IN DESIGN AND 

FUNCTION AND CAN EASILY BE UPDATED IN THE COMING YEARS.

IF YOU HAVE ANY QUESTIONS, OR EVER NEED MORE INFORMATION 

PLEASE CONTACT JAFFE COMMUNICATIONS AT 908-789-0700.
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GETTING STARTED

Step 1
OPEN YOUR BROWSER AND TYPE IN THE WEB ADDRESS FOR YOUR NEW 
SITE...

Step 2
SCROLL DOWN TO THE BOTTOM OF THE HOME PAGE AND CLICK ON THE 
"ADMIN" LINK...

yourwebsite.org/

Click here
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Step 3
AN EMAIL WAS SENT TO YOU WITH YOUR USERNAME AND PASSWORD 
THAT YOU WILL NEED TO ACCESS THE WEBSITE. TYPE IN YOUR 
USERNAME AND PASSWORD IN THE APPROPRIATE BOXES...

Type in your 
username 
and 
password 
here

Click here if you ever forget 
your username and/or 
password
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Step 4
ONCE	YOU	FINISH	THE	LOG	IN	PROCESS,	YOU	WILL	SEE	AN	“ADMIN	
MENU”	IN	THE	SIDEBAR	TO	THE	RIGHT.	FROM	HERE	YOU	CAN	CHOOSE	
YOUR NEXT STEP...

CREATE NEWS ARTICLE
CLICK ON THIS WHENEVER YOU WANT TO ADD A NEWS ARTICLE FOR 
THE WEBSITE.

CREATE CALENDAR EVENT
CLICK ON THIS TO ADD A NEW EVENT ON THE CALENDAR FOR THE 
WEBSITE.

LOG OUT
CLICK ON THIS WHEN YOU ARE FINISHED AND WISH TO LEAVE THE 
ADMIN SIDE OF THE WEBSITE.

This is your 
“Admin Menu”
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Step 1
CLICK	ON	THE	“CREATE	NEWS	ARTICLE”	LINK	TO	CREATE/ADD	A	NEW	
ARTICLE FOR THE WEBSITE...

AND YOU GET THIS...

Click here

CREATING A NEWS ARTICLE



8

Step 2
NOW YOU CAN START INPUTTING THE INFORMATION FOR YOUR NEWS 
ARTICLE...

THE ARTICLE INTERFACE IS SET UP THE SAME AS IN MICROSOFT WORD. 
FROM HERE YOU CAN ADD TEXT, IMAGES AND LINKS.

Enter the title of the 
article here

Use this panel to customize 
your text, images and links
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Step 3
IF YOU HAVE AN IMAGE TO UPLOAD FOR AN ARTICLE, YOU WILL HAVE 
TO UPLOAD IT TO THE WEBSITE. PLACE THE IMAGE BEFORE THE TEXT 
OF YOUR ARTICLE...

Click here to add or 
upload an image

AND YOU GET THIS...
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Step 4
SELECT THE NEWS FOLDER AND PUT IMAGES IN THE FOLDER. IN 
ORDER TO KEEP THE FILE ORGANIZED, KEEP ALL NEWS ARTICLES 
TOGETHER...

Click here
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Step 5
CHOOSE AN IMAGE FROM YOUR COMPUTER OR USE ONE THAT WAS 
PREVIOUSLY UPLOADED TO THE WEBSITE FOR YOUR ARTICLE...

Or scroll down & choose an 
image file to upload from 
your computer here

Select a previously uploaded 
image from here
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Step 6
ONCE	YOU	HAVE	SELECTED	THE	IMAGE,	CLICK	“INSERT”	TO	ADD	IT	TO	
YOUR ARTICLE...

The image you chose will 
show up here

After you select your 
image click here

PLEASE NOTE THAT THE IMAGE YOU UPLOAD MAY BE TOO LARGE OR 
TOO SMALL. YOU WILL BE ABLE TO MAKE ADJUSTMENTS IN THE NEXT 
STEP.
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Step 7
YOUR IMAGE CAN PLACED AND SIZED IN THE APPROPRIATE LOCATION 
YOU NEED...

Click on your image 
ONCE to select it.

YOU SHOULD HAVE ONE IMAGE AT THE BEGINNING OF YOUR ARTICLE. 
ADDITIONAL IMAGES CAN BE PLACED AFTER YOUR TEXT.
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Step 8
EDIT THE SIZE OF YOUR IMAGE...

Click here to edit 
your image

AND YOU GET THIS...
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Step 9
INPUT YOU DIMENSIONS IN PIXELS...

USE 550 AS THE WIDTH. LEAVE THE SECOND BOX BLANK. WHEN YOU 
ARE	DONE	CLICK	“OK”.

Input your 
dimensions here
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ADDING	A	“READ	MORE”	BREAK	ALLOWS	ARTICLES	TO	BE	SHORTENED	
ON THE FEED PAGE FOR EASIER VIEWING AND SEARCHING.

Step 10
MAKE	YOUR	ARTICLE	EASY	TO	READ	BY	ADDING	A	“READ	MORE”	
BREAK AT THE END OF YOUR FIRST PARAGRAPH...

Place your cursor here

I
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Step 11
“READ	MORE”	BREAK...

Click here

AND YOU GET THIS...

THE	VISUAL	RED	DOTTED	LINE	IS	A	REPRESENTATION	OF	A	“READ	
MORE”	BREAK.
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YOUR NEW ARTICLE IS NOW LIVE ON THE SITE.

Step 12
WHEN YOU ARE DONE ADDING ANY/ALL INFORMATION AND IMAGES FOR 
THE	ARTICLE,	SCROLL	DOWN	AND	CLICK	“SAVE”...

Click here
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WHEN	YOU	ARE	DONE,	CLICK	“SAVE”...

Note
IF YOU NEED TO GO BACK TO AN ARTICLE THAT IS LIVE ON THE SITE 
TO MAKE EDITS, JUST SCROLL TO THE END OF THE ARTICLE AND CLICK 
“EDIT”...

Click here

Click here
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Step 1
OPEN THE ARTICLE YOU WISH TO ADD YOUR PDF OR OTHER 
DOWNLOADABLE DOCUMENT TO...

ADDING A FILE TO AN ARTICLE

YOUR EDITOR MAY HAVE SOME MINOR DIFFERENCES. IF YOU HAVE ANY 
QUESTIONS CONCERNING THESE SPECIFIC OPTIONS PLEASE CONTACT 
LISA AT LSTRUG@THINKOESP.ORG
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1) ADD THE TEXT THAT WILL MAKE THE LINK TO THE DOCUMENT – 
HIGHLIGHT THIS TEXT 

2) CLICK ON THE ADD LINK BUTTON – A NEW DIALOGUE WINDOW WILL 
OPEN

Step 2
HIGHLIGHT THE TEXT YOU WANT TO ASSOCIATE WITH THE 
ATTACHMENT...

1

2
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Step 3
THE LINK DIALOGUE BOX WILL OPEN – CLICK ON THE BROWSE 
BUTTON...

Click here
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Step 4
THE MEDIA MANAGER WILL OPEN...

1)	SELECT	THE	“DOCS”	FOLDER

2) CLICK ON THE FILE UPLOAD – THE UPLOAD DIALOGUE BOX WILL 
OPEN

1 2



24

Step 5
UPLOAD YOUR FILE...

1) CLICK THE BROWSE BUTTON – YOU WILL NOW BE ABLE TO SELECT 
THE FILE FROM YOUR OWN COMPUTER 

2) YOU WILL SEE THE FILE APPEAR IN THE QUEUE WINDOW – REPEAT 
STEP 1 FOR ADDING MORE DOCUMENTS 

3) CLICK THE UPLOAD BUTTON – THIS WILL LOAD THE DOCUMENTS 
FROM YOUR COMPUTER TO THE WEBSITE FILE MANAGER. 

4) CLOSE THIS WINDOW

1

2 3 4
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Step 6
NEW FILES IN THE MEDIA MANAGER...

1) YOU WILL NOW SEE THE NEW FILES IN THE MEDIA MANAGER – CLICK 
ON THE FILE YOU WISH TO LINK TO 

2) DETAILS OF THE SELECT FILE WILL APPEAR HERE 

3) CLICK THE INSERT BUTTON – THIS DIALOGUE BOX WILL CLOSE

2

3

1
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Step 7
CONFIRMATION OF THE LINKED DOCUMENT...

1) THE LINK DIALOGUE BOX WILL SHOW CONFIRMATION OF THE LINKED 
DOCUMENT LOCATION 

2) CLICK THE INSERT BUTTON TO CREATE THE LINK

2
1
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Step 8
FINISHING THE LINK...

YOU WILL SEE THE TEXT HAS NOW BECOME A LINK.

You have now linked your 
file to the article
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YOUR NEW ARTICLE IS NOW LIVE ON THE SITE.

SAVE THE CHANGES TO YOUR ARTICLE.

VISIT THE WEBSITE AND CHECK YOUR PDF OR FILE IS DOWNLOADING / 
OPENING CORRECTLY

Step 9
WHEN YOU ARE DONE ADDING ANY/ALL INFORMATION AND IMAGES FOR 
THE	ARTICLE,	SCROLL	DOWN	AND	CLICK	“SAVE”...

Click here
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WHEN	YOU	ARE	DONE,	CLICK	“SAVE”...

Note
IF YOU NEED TO GO BACK TO AN ARTICLE THAT IS LIVE ON THE SITE 
TO MAKE EDITS, JUST SCROLL TO THE END OF THE ARTICLE AND CLICK 
“EDIT”...

Click here

Click here
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Step 1
CLICK	ON	THE	“CREATE	CALENDAR	EVENT”	LINK	TO	CREATE/ADD	A	
NEW EVENT FOR THE WEBSITE...

Click here

CREATING A NEW EVENT
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AND YOU GET THIS...
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Step 2
YOU WILL BE PROMPTED TO ENTER THE INFORMATION ABOUT THE 
EVENT...

Give the event a 
custom color for 
the calendar
(optional)

Enter the title of the 
event here

HAVING AN INDIVIDUAL COLOR HELPS DISTINGUISH AND SEPARATE 
YOUR EVENT.
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Step 3
ADD A CUSTOM START AND END DATE FOR YOUR EVENT...

LEAVE ALL OTHER BOX SELECTIONS AS IS. SCROLL DOWN TO THE 
“DESCRIPTION”	SECTION	AND	ADD	THE	INFORMATION	FOR	THE	EVENT.

Enter the start and end 
date of the event here
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USE THE INFORMATION PANEL TO ADD YOUR IMAGES, TOPIC, SPEAKER, 
LOCATION, COST, CONTACT FOR RSVP AND ANY OTHER IMPORTANT 
INFORMATION CONCERNING THE EVENT.

Step 4
ADD ALL OTHER NECESSARY INFORMATION FOR YOUR EVENT...

Format all your text for the event here

Use this panel to enter all 
information for the event
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Note
ALL OTHER TABS ARE NOT IN USE FOR EASE OF USE...

IF YOU HAVE ANY QUESTIONS CONCERNING THESE SPECIFIC OPTIONS 
PLEASE CONTACT LISA AT LSTRUG@THINKOESP.ORG

Not in use
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Step 5
SCROLL BACK UP TO THE TOP OF THE PAGE AND SAVE YOUR EVENT...

ONCE YOU HAVE FINISHED ENTERING ALL THE INFORMATION CLICK 
“SAVE	&	CLOSE”.

YOUR NEW EVENT IS NOW LIVE ON THE WEBSITE.

Click “Save”
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WHEN	YOU	ARE	DONE,	CLICK	“SAVE”...

Note
IF YOU NEED TO GO BACK TO A CALENDAR DATE THAT IS LIVE ON THE 
SITE TO MAKE EDITS, JUST HOVER YOUR MOUSE OVER THE EVENT AND 
CLICK	“EDIT”...

Click here

Click “Save”


