The Etomite Manual for website editors.

(Version: .0614)
Etomite is the web tool that allows your website to be user-editable. This means that you can add, edit,
and delete pages and whole website sections without the help of a programmer.

This manual has been prepared and brought to you by N-vent Design Services in Indianapolis.
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The Site Tree Pane

The tree pane shows all the pages of your site. Folders represent groups of pages; clicking the folder icon
shows you the pages in that group. In the example to the right, the “About Us” section is expanded to
show the sub-pages for “The Project,” “The Guild,” and others.

Items in red are not actually published, either because they are special (such as the repository, covered in
more detail later) or have been “unpublished.” By unpublishing pages, you can add pages and edit the
text and images on them before you want them to become public. (More on this in “The Publishing Tab”
section.)

A document gets a folder icon when it has sub pages. Folders are still documents in and of themselves,
and can be edited like any other page.
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Editing Basics

To add a new page:

1. Click “New Document” in the command pane.

2. To Choose a parent document (optional), click the name of the parent page in the Tree Pane. For
example, if you were creating a new page for the About Us section, click the “About us page. To
create a new page in the “root” or top level of the website, click “New Document” in the command
pane but do not choose a parent document.

3. Click OK to the following dialog box:

X]

Are you sure you want to move this document?
k‘/ Press Ok to move or Cancel to abort,

[ oK ” Cancel ]

4. Alternatively, you can right-click on an existing document in the Site Tree and select “Create
Document Here” to make a new page. This newly-created page will be a child of the document
you chose.

5. When in editing mode, you see four buttons across the top — Save, Delete, Preview (or No
Preview if there is no content) and Cancel. They are all pretty self-explanatory. If you click Save,
your changes are saved and you exit the editing window. If you click Cancel, your changes are
discarded and you exit the editing window.

6. There are three tabs in the editing window.

Content, where you add text and format text and images.

Identification, where you name the page and control the text that appears when you hover
over an image or icon.

Publishing, where you control where in the navigation the page appears, whether it is public
or not, and which template the page uses.
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The Identification Tab

It's best to configure the identification information first so you can save the page in the right place as you
work on it. There are four fields on this tab:
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Title is what usually shows in the navigation menu.

Long title is what usually shows in the page header and title bar

Description is what usually shows underneath the page header.

Document’s alias is the actual filename for the page. This should be all lower case, no spaces
(use hyphens instead), and no special characters (such as !@#%$%%*/<>). Examples of normal
aliases are “about-us” or “contact-us”

Document parent: This obviously displays the document's parent. To choose a new parent,
simply click on another document (or your site name) within the Site Tree. A document parent

of “0” indicated that the document is a top-level document which will appear in the main
menu.

Note: When creating a weblink, do not put in an alias.



The Publishing Tab

In most cases you will not need to change anything on this tab.
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Menu index controls where in the hierarchy of the navigation the page appears. The number can
be anything between zero and 99 and the lowest number appears first. (This functionality has the
same effect of dragging the documents up and down in the site tree.)

Uses template controls the image that appears on the left side of the page. There are various
templates for different parts of the site. In most cases, your website will be set up so that the
default template is the only one you'll use.

Un-check the “Published?” Box if you want to hide the page from the public. Alternatively, you
can right-click on the document's name in the Site Tree and select “Un-publish document.”

Set the Publish or Un-publish date if there are specific dates to make a page automatically
visible or hidden.

The Keywords box on the right is what controls the meta tag keywords that are hidden on the
page. In the past these could affect your search engine ranking quite a bit, but does not really
help too much anymore. Since a commonly-held opinion is that they certainly don't harm your
search engine ranking, you may wish to use keywords. Hold down the CTRL key to select
multiple keywords that apply to the page you are currently editing, or click “Manage Keywords” to
add more to your master keyword list. Opening the Keyword Manager will cause you to leave edit
mode.

Show in menu : Un-checking this hides the document from your menus. This is similar to moving
the document into the Repository. With this option un-checked, the document is still published,
and still accessible online if the visitor knows what to type in. It's title will be colored gray in the
site tree.



Keywords Manager

Read the instructions below... they are self-explanatory.
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The Content Tab

To add text from a word processing document

There are three basic ways of getting test from word or other documents into your website. The problem
is that when you select text in Word, copy it, then paste it into your website, you bring along unwanted
formatting from the Word document. Your website is set up to automatically and consistently format all of

it's text, so you do not want to paste in unneeded formatting. To paste in text from a word processor,
follow the following directions:

Pasting text in to remove all formatting:

=5 This button on your website editor is called "Paste as plain text." Click the button. A window
l—l_li'lwill pop up. Paste your text from Word into that window. Before pressing OK, you must
remove the double line breaks to allow the natural paragraph formatting to take over. To do this,
place the cursor at the beginning of paragraphs, backspace to the previous paragraph, then hit
the [enter] key one time. When you have removed all extra carriage returns, press the OK button.

The text will be pasted into your editor. Now you can format as needed by first selecting the text
and using the “Style Selector” dropdown box.

Use the formatting toolbar to apply styles to the t ext.

For text formatting, you can use the pre-defined styles by selecting from the options in the

drop down menu. This will keep the site looking neat, logically organized and easy to read.
Use all upper case very sparingly — it looks like you are YELLING AT PEOPLE.

Use bold, italics, underline and strike through sparingly — too much will make the page look
confusing. Underline does not need to be applied to links, this is done automatically.

Style Selector ‘

i i Toggle Borders
Brint } Text Formatting ‘ ‘Add Downloadable File ‘
| Bullets and Lists Add Link
Heading 1 » B I 5 EEE=EE=E EE Decimal nurmbers iZ EE -E:E — @
He ke Paragraph
View Key formatting
Commands Horizontal Insert Table Reset
Select All : Rese!
Switch to raw Rule Insert Image Dl
HTML edit mode

% _@ @ [i:-; When you can't get the formatting to do what you want, or if there is odd spacing,
there are styles left over from a word processing document. (This will not happen if

you paste in plain text as described above.) To attempt to fix it, try selecting all the text and then click
these icons on the Etomite tool bar. These commands attempt to wipe out any formatting that got copied
over. Be sure that the text is highlighted before you click one of these icons.

To create a hyperlink or e-mail link

1. Select the text that should be the hyperlink (for example, “Click to learn more.” The word
“here” will be the hyperlink). Do not select the space after.

2. Click the “Insert Web Link” button — it looks like a globe with three chain links.
3. Inthe URL field, enter the path to the page to visit.
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8.

9.

If you are going to link to a page on your site, you do not need to use the “Insert Web Link”
button, you can simply select a word in your document, then click on a page in the Site Tree pane
that you wish to link to.

If you are going to link to a page on another remote website, you have to include the full path to
the site. For example, http://www.google.com. This is exactly what you would find in the address
bar in your browser.

If you are going to set up a link to send an e-mail, use mailto: and the e-mail address. For
example, mailto:;joe @yourdomain.com.

Optional: Enter a title, sometimes called a “tooltip”. This is what shows up when the viewer hovers
over the link but does not click. It is good practice to do this, and it helps the search engines find
out information about your website.

In the Target field, select either None or New Window. If you want the link to open in a new
window (so the viewer doesn't really “leave” your website), choose New Window.

Click OK.

To edit or delete an exiting hyperlink:

1.
2.
3.
4,

Select the text with the hyperlink

Click the “Insert Web Link” button.

Change the settings as desired. To delete a hyperlink, delete the URL.
Click OK.

4 To add an image

1.

P w

No o

Be sure the image is sized correctly (see next section for details). An image that is too large will
break the appearance of your web page.
Place the cursor where you want the image to appear.

Click the “Insert Image” button — it looks like mountains with the sun. Ll

In the Insert Image dialog box, click the Browse button and navigate to find the file on your local
system (hard drive or network). Click Open on the Browse dialog box and then click Upload on
the Insert File dialog box.

When file is uploaded, select it and click OK.

The thumbnails help identify the image.

In the Align drop-down selector, choose whether you want the image to align to the right or to the
left. You can experiment to see which way you prefer. “Right” and “Left” are usually the only
applicable choices; using these will put your image on the right or left and will cause your text to
flow around it nicely.

You do not usually need to use any of the other controls, your website's stylesheet automatically
takes care of these.

Click OK when finished.



& o Es

Upload new
images for use Insert Ima\ﬁe\
Irn=ge [Fansqe-
Dlireslor ! 'V T-' &4
. s ]
image Thumbnai g oo |

Click Trashcan
icon to delete

image from
Server oo 112 E
Do not change Drmaripalions, |
the Height or Weh Wron -
Width. . E
Hesicghat Pawdd img: pr Cobor: |:|
£ lige, [\.]I 51. [#a] Beries \ P Tk l:
Set Alignment to ;
. frzsh 2 vanzzl
Left or Right \ (ST | | I
Cons @!
== Ignore these

settings

Sizing images
It's very important that images are exactly the right size when you upload them to the Web site. Do not

use the settings in the Insert Image dialog box to change the size of the image — you'll create a really poor
quality image and cause slow loading time for site visitors.

Normal image sizing for images that exist within your content will be fairly small, anywhere from 300 to
150 pixels wide. Please talk to your website's designer for more the exact recommended measurement.
Anything larger can be obtrusive to the content, disrupting the readability of the page.

You can edit your images online for free at this web site: http://www.cellsea.com/java-cellsea/media

Alternatively, you can use Picasa to resize your images, It's a free image editing program provided by
Google.

1) Download and install Picasa

2) Open the program and allow it to scan your computer for images

3) Select your image

4) Click the “Export” button

5) Select the “Resize to” option

6) Type in the desired image width

7) Click the OK button




==Adding Files

You can also add files to your document. Normally these are PDF and Word documents, but many
additional file types are supported.

1) Click the “Insert File” button, it's the one with a document and link icon. ‘==z

2) The File manager window will open.

3) To upload a new file, click on the folder you want to upload into

4) Browse for your file

5) Click “Upload” and wait for the file to upload, when it's done, it will appear in the window.
6) Select the new file within the window

7) Click OK

The file will appear in your document as an icon and a link: ®directions.doc 1.46 MB
It automatically displays an icon and the file size, which is helpful for web users — they can estimate their

download time at a glance. You can change the file link by placing your cursor just after the icon, typing in
some new text, then deleting the old text.

» Rename Move ———
& Insert File - Mozilla Firefox File/Folder |\ [ =<
Insert File / .
i Open file in —
= File manager - Use Chl and/or Shik to selact multiple fberis. ] new window —
Director \&!'Iﬂ [ #
FLL Go Up one x -
© | Name el | Date Maded
) cache 06.10.2006 11:03
=) documents New Folder Folder 06.10,2006 12:02
) export Existing Delet Folder 05.10.2006 12:43
elete
=) images Folders (click file/Folder Folder 05.10,2006 12:43
) ske to select) Folder 05.10.2006 12:54
Upload [ Browse... ][ Lpload ]
Browse for new files on | Refresh | [ Cancel || ok |
your computer
S,
Diane =il ]

Deleting file from your web page

You can delete a file link from your page by selecting it and hitting backspace or delete. This does not
delete the file from the server, however.

Deleting a file from the server

You can use the insert file dialog (as seen above) to delete a file permanently. This saves server space.
1. Browse to the file
2. Select the file
3. Click the Delete button. x
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4. Alternatively, you can use the File Manager to delete files. You can read more about the File
Manager later in this document under the heading “Deleting images and pages.”

Unique “Repository” pages

The repository contains pages that do not appear directly in your website's main navigation menu. The
repository is simply an unpublished folder. All pages within the Repository that are published are still
viewable, active pages.

Depending on your website setup, you'll find in the repository folder similar to these:

Sitemaps

Error pages
Test pages

Pages “in

progress”

The Repository is a normal Etomite document. You can:
Open/Expand the repository like any other parent page — click the folder icon (even though
there’s ared X on it.)

Select any page and edit it just as you would others.
You can put any document into the Repository.

If you wish to make a new document that you would like to keep out of the main or sub-menu, just
create it within the repository by right-clicking on the Repository and selecting “Create Document

1.

Here.”

Normally, it is best not to edit the system documents in the Repository — like Sitemaps, error
pages, and other non-content pages. These are vital to the operation of your website and are set
up correctly when you receive your site.

X

4| view document

Repository (2)

[ Homg [ Edit document

—] News

"I" Move document
| Create document here

[ Titld & Create weblink here
[} Durl & Publish document

0 old

L] Eve

[ Repo

|Ed Un-publish document
'ﬁ_ﬂ Delete document
ol Undelete document

3

There can be more than one repository. They can have names like “News Repository” or “Footer
Repository.”
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Deleting images, files, and pages

To remove an image from a page, just edit the page, click on the image and press delete. You may want
to keep images on the Web server if you think you will need them again, but you need to be careful to
remove any images that you no longer need. This will minimize the server space required for the site and
keep you from going over your web host's storage quota.

Alternatively, you can use the File Manager to delete images (as well as other files). Be sure not to delete
any image that is in use.
1. Inthe command pane, select Manage Files.
2. Double-click the images folder. In most cases this is where all site images are stored.
3. Click the red icon to the right of the file you wish to delete. Confirm that you want to delete that
image and click OK.

To delete an entire page , unpublish it first to make sure that it won’t cause any other problems. Once
you've determined that it's okay to delete, right-click on it and select “delete page” from the popup menu.
Alternatively, you can edit the page and click the orange delete button. The document will still be listed in
the tree pane, but with a line through it. As long as it is listed there, you can right-click the document and
undelete it. When you are sure you do not need the deleted pages, you can click the recycle icon at the
top of the tree pane to remove any deleted pages permanently.

File Manager

i Files

Directory listing for: fimages

] To top level
1 Up one level

Filename Modified Filesize Options
] .thumbs 03-10-06, 13:33:16 4 KB

[ index.htrml 12-04-06, 11:45:42 40.8 Y ->10]
[ celeross.gif 02-09-06, 00:26:25 7.58 KB ey EJJ
Directories: 1

Files: 2

Data: 11.61 KB

Directory writable?  Yes.

Upload file

Select a file to upload: Browse.. | | Upload file |
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Time-saving shortcuts

Using the Site Tree popup menu

You can right-click any page in the tree pane and select from the context-sensitive
menu for quick access to things like editing and publishing/unpublishing.

Arranging the documents by dragging

You can also drag pages in the tree listing to move them around — just click and drag the double arrow
icon to the right of the document name in the Site Tree. This will automatically adjust the menu index,
which controls the order the pages will appear in the menu. If you change the menu order and so not see
the results on your website, click the “Clear site cache” link in the Etomite manager menu.

Drag folders and [ hems (1) Click here and drag up
. ] About Us (59)
document icons to and down to change

- ) =5 Mews & Events (B) 2R
move an item in or out 0] Title [10) ﬁ page order within it's

of folders in different [1 bummy news article (9] current folder or “level”
Older news (12}

[1 Ewen Older Mews (11)
[ Repository (2)

“levels”

Adding Images in bulk

If you need to add a bunch of images to your images folder, you can use the file manager to do this
instead of the image tool within the page editor. Alternatively, you can use FTP if you know how. The
location of your images folder may vary, but is almost always found here: public_html/assets/images/.
Speak to your web designer for more info.

Getting More Help

Your web designer can help you with any other questions you may have. Alternatively, you can read more
Etomite Documentation here: http://docs.etomite.org/ Be aware that Etomite is an open-source application
developed by a community of users and enthusiasts, so documentation may be incomplete.

Credits:

This document was originally written by Beth Millett. of 2Fold, August 2006
Re-written and expanded by lan Smith of www.n-vent.com, October 2006
Expanded and edited by lan Smith, March 2007

Revised and expanded by lan Smith, May 2007
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