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Disclaimer: This Guide is only an introduction and is not intended to be a
full User Manual. Descriptions of many functions are omitted.

It is to help users of Methodist.org.nz get started in creating their own
Web pages. The On-line help should be used for a fuller description of
the various functions provided.




Equipment and Software Check

Before opening WebXOffice, please make the following equipment and software checks:

You are using a PC with Windows XP or earlier. Windows Vista and Macintosh computers are
not currently supported.

You have Internet Explorer 5.5 (or later) web browser on your computer. Netscape, Opera
and other web browsers are not supported.

You are connected to the internet.

Your Internet Explorer browser is not blocking pop-ups from your website. Please refer to
Turning off the Pop-Up Blocker below for more information.

That you have Java loaded. (To download Java, Enter “Java Download” in Google and follow
instructions.)

That you have a username and Password. (If you do not have these, contact the Webmaster
who may be contacted by going to www.methodist.org.nz and selecting Resources.)

Logging in

1.

2.

Turning off the Pop-Up Blocker

The login to the back-end of your website is a pop-up window. If your browser has

. Select Apply at the bottom right and

Enter www.methodist.org.nz/admin in the Address field in Internet Explorer.

Enter your username and password.

been set to block pop-ups you will not be able to log in. You can either turn off
your pop-up blocker or allow pop-ups on this website.

Select Tools in the menu at the top of
your Internet Explorer browser.

Select Internet Options from the drop

down list. Internet Options @E
Select the Privacy tab General | Securty | Privacy | Content | Connections | Programs | Advanced
. To turn off the pop-up blocker across all Settings
Websites YOU VieW, Un‘tiCk the BIOCk ‘;..l 240?1\: the slider to select a privacy setting for the Internet
pop-ups checkbox.
Medi
. To leave the pop-up blocker on but allow ecum _
. - Block s third-party cookies that da not have a compact
pop-ups for your website: privacy policy
- Blocks third-party cookies that uge pergonally identifiable
a. Leave the Block pop-ups checkbox L information without your implicit consent
- Restricts first-party cookies that use personally identifiable
ti Cked . information without implicit consent
b. Select the Settings button to the right :
f the Checkbox [ Sites.. ] ’ Impart.... ] ’Advanced...
(o} .
c. Enter http://www.methodist.org.nzi e ek , ,
i the f|e|d at the top and Select Add @ Presvent most pop-up windows from appearing.
n .
d. Select Close at the bottom right. P L

then OK. (1]4 ] ’ Cancel ] ’ Apply ]
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The Front-end Menu System

This can be seen when you go to www.methodist.org.nz

B Contact Us  AboutUs ® Touchstone ®  Archives » Links V.
Home > Home St David's Union
> Ashburton
= - Te Taha Maori . . Ashburton 4
Sgir["_mslrahﬂn > Northland ethodist Church in itton
ivision
> Nortian Sand e
e-Messenger Auckland Durham St i
Noticeboard Manukau Aotearoa/New Zealand i christchurch North ‘CK HERE >
i > . o transforming love of Go
Evangelical Network Waikato - Waiariki > d decl g in the scr Christchurch South
Faith and Order > ) ) an eclared in e 5Cr
Taranaki - Wanganui » Ellesmere Co-operating
Board of Ministry * Hawkes Bay » “he Holy Spirit to serve ( Geraldine Cooperating WOALY
Mission and > 9
Ecumenical Manawatu L2 Halswell Union ‘K HERE >
Methodist Trust - > ) :
Association > Wellingtan is the covenant establiz Hornby Riccarton
Organisations » Nelson ‘Marlborough - power-sharing partners Kaiapei Co-operating
‘take mission. : : towne
Property & Insurance Central South Isla > Lincoln Union
District Information B _ V-
Social Services » Otago - Southland P - A Linwood Union [ s
arish Informatio :
L B - Malvern Co-operating
Youth M'"_'Str‘{ > Sinoti Samoa Regional Youth Worker Parish
Wesley Historical » Yahefonua Tonga » Job Description New Brighton Union s New
Society _ P
o Website Training _
Hesnurces Wasewase Ko Yiti Damaru Union e,
2007 Conference in W Journeys End Campsite I . [
} Oxford District Union
2008 Easter Family »
PAC Distribution Grants C2mP Ranoionafiicthodist ional
WAL
Shirley-Richmond > 'J
Read eMessenger (Monthly Offical Communicatic gt alban's Uniting SAow
ICK HERE >
St David's Marchwiel =
Lectionary 2007-08 Union
Sumner Redcliffs
. Lyttelton
The Charities Act = Temuk
Your gateway to more information - visit www.charities ' maru-femuka
Waimate
Visit WesleyCom Actearoa Wainoni 3

Clicking on any of the menu items takes you to a page.
e.g. Clicking on each of Find us, Central South Island, Parish Information or Beckenham, will take
you to four different pages.

The Back-end Directory Structure

This can be seen when you go to www.methodist.org.nz/admin

& | hkkp:f o methodist. org. nz/admin/indes. cfm e
Fe || eat || met |[ Tods || Modies || reb | . |
:‘ Home o Back o Forward D New Page M Find H Save @L Preview

13 category settings X

-] index.cfm
Contact Us Page Title: |The Methadist Church of New Zealand |

HKain Tgmry Search Permissions Navigations Schedule
— Settings
Home page DMS_redirect ~
List erder TopMavigation ~
At R N SideMavigation =
{_7] Administration Division redirect
{1 e-Messenger tainT emplate
Noticeboard Contact Us =
~ Help Uz
{_] Evangelical Network
° About Us
{C] Faith and Order Touchstone
{1 Board of Ministry Archives
{1 Mission and E cumenica Lirks
{_] Methodist Trust Associz F‘;?Es
{1 Organisations Admiristration Division
{1 Property & Insurance e-tdessenger
{1 Social Services Naticeboard b
{1 Youth Ministry Top Up Down Bottom
{1 Wesley Historical Socie
{1 Resources Help?

Most items in a category are accessible in the frontend as links in the
navigation. The Heme page wil be displayed when the category is clicked on.

#{_|Help Us

-f]l| Parish Newsletters
f,‘ Recycle_Bin

[z Feedback emessenger
.| Emessenger Links

TopMayw
MainNay
icons

site map
Header Image

< | >

v

Feaen L) L}

The structure of the menu system is created in the Back-end, the order being determined by the
order of the items in the box on the right. The Site Tree is shown on the left.

4
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Using the Site Tree

_] index_cfm v E The Site Tree shown on the previous page, can be opened up by
- Contact Us clicking on the + sign to the left of the folder icon 1 (Category).
#-_] About Us To close up the tree, click on the - signs.
_| Touchstone
j f_"::""es In the example shown I have in turn, opened up the
=i - Find Us
- Home 1
-] Find Us : Central South I§Iand
] index Parish Information

Beckenham
and Data categories.

-_] Te Taha Maori

-1 Horthland

-] Auckland

-7 Manukau

-] Waikato - Waiariki
-] Taranaki - Wanganui
-] Hawkes Bay

=] Manawatu

] wellington

{1 Nelzon -Marlborough W
E-_7] Central South Island
_| District Information
|E|_| Parizh Information

Y index

Within each of these there may be

Categories - e.g. Find Us

@ Pages - e.g. Index

Containers - e.g. data

-1 5t David's Union .
-] Ashburton

E|_| Beckenham

@ irdes

= ] data

&) Contact Deta

Enquiry Forms - e.g. Contact Us form

A Files The icons represent Adobe (.pdf) files,
Word files and Excel files. Other types of files such as picture files
may also be included.

@ Wharship Time
@ Activities

&) Photos

FE. Contact Us fo %
< >

vy

) Links to other web pages and sites.

The example below shows some examples of Adobe files (Easter Camp 2008) and a picture file (P2)
- the picture icon shown in the Site tree may differ depending upon the default program set on your
computer to display pictures.

IL‘I IS an o vy e o a
=-{_] 2008 Easter Family C
) index htm

mzj Brochure with R egistr

; . On Line registration
=22 Print Poster

=-_] Journeys End Campsi
L) index

=] Data

-] Header

@] Site Plan
- B8 Contact us

@ Campsite
4] Costs
-] P1

] Amberley

] index

Each category I:l may contains a variety of each of the above.

Each new category D or file within a category creates a new menu item on the Front-end display.


http://acclipseweb.com.au/Help/addfiles.htm
http://acclipseweb.com.au/Help/addfiles.htm

Example:

Back-end Front-end

11 Central South Island wellington »
@] index Nelson -Marlborough
{:I District Information -West Coast 4 - West Coast
-- Parizh Information Central South Is > -
Regional Wouth worker Job [ District Information »
-] Website Training Otago - Southland T . B
l:l Journeys End Campsite AT EEATTE - arl-s nrormation
{:I 2008 Easter Family Cam; Regional "_'D'-!th Worker
=[] 5t Johns Bryndwr ¥ahefonua Tonga » Job Description
' St Ha!rks Wasewase Ko Yiti Website Training
[+]: Hangiora - ;
™ Woodend mnuhu‘?.! Journeys End Campsite
w8 | Richmond '\ 2008 Easter Family >
[ Shirley W

+-{_] Otago - Southland 4

Ee-L] Otago - Southlan Taranaki. & r -

The categories with the red (shaded) background are marked as hidden and are not displayed.

When you click on a menu item on the Front-end display,
the first page in the category is not displayed as a menu item on the Front-end
but all following pages and files within that category are displayed.

E|_| E_-net
D inde

) @ Fast issues

shows in the Front End as

What's Going On? L have been reflecting latehty on the
g Erct
B
Past issues
> e-fish ‘f.ar “cclal‘i“r when, feeling wear
- UYL LT

The arrow at the end of menu item indicates that there are further items in the menu.

The first page in a category is displayed when that category is clicked on the Front-end. This page is
usually called Index, and is a standard HTML page. When a category is created, the Index is created
when the category is saved twice.

This page is where you enter your Parish or Church web page and in most cases has already been
created for you. Changing it is similar to changing a WORD document.



Inserting new Categories, Containers and Pages.

Farm

Link.

1\. Home ° Back o Forw

Category

& | htkp: fhwe, methodist, org, nzfadminfinde::. cfm/find_us/central_south_island/parish_informationfbeckenham

Categories I:l
Containers El

=] index._cfm

Contact Us Page eckenham Methodist

About Us
Touchstone

Container Category Search

Pages

Schedule

Archives Image Gallery

{:I Links File ge index

- Home =
EI% Find Us Custom indes
-] index Database e
#-_] Te Taha Ma
[#+_] Northland
#-{] Auckland
#-{_1] Manukau LA
-] Waikato - Waiariki
I:I--{:I Taranaki - Wanganu
[

[

E

[

Motice Board

t-_ ] Hawkes Bay

{-_] Manawatu

]--{:I Wellington

-] Melson -Marlborougt

[=-{_] Central South Island Top up

Down

Bottom

] index

-] District Informati

B+ Parish Informatio

@] index

-1 St David's Ur

-1 Ashburton

=-_1 Beckenham
ifdex

7 ] data
LEY new
#-] Durham St

t-] Chrigtchurch
7] Christchurch

]--{:I Ellesmere Co-

Help?

fir e B W

To insert a Category, Container or Page

o=t items in a category are accessible in the frontend as links in the
navigation. The Home page will be dizplayed when the category is clicked on.

1. Open the site tree so that you can see the Category or Container that you wish to put the

new item in.

2. Double click on the name to open up the Category or Container. (In the example above I
have double clicked on Beckenham to display the Category Settings on the RHS.)

W

Page M Find E Save @, Preview X Delete

Jage Title: |Beckenham Methodist Church worship social activities Christian South Chiistchurch

Main Page Search Permissions Navigations Schedule

— Settings

Name |Soc:ia|

Hidden []

Full

|creen

Created 30 Apr 2008, 02:46pm

Modified 30 Apr 2008, 02:46pm

index.cfm/Find_Us/Central_South_lzland/Parizh_Information/Beckenham
Select...

URL index.cfm/Find_Us/Central_Scuth_lzland/Parizsh_Informaticn/Beckenham/

Parent

9.

10.

Click on Insert on the top drop down menu. (Shown in the example above.)
Click on the item which you wish to insert. (Category, Container or Page.)

Give the Page a name. (Social in
this example.)

Put in the Page Title a list of
search words to help users find this
page when using a web browser
such as Google or Yahoo.

Check Full Window if you want
this page to open in a new window.
Check Hidden if you only want to
access this with a link from within
another Page.

Important: Save [& this before
continuing.

Click on Page to open up the page
for editing.

Inserting Categories and Containers are similar to inserting pages.

If you want to alter the order of the items with a Category or Container,

- Click on the Category or Container Name to open up the Category Settings.

- Use the Top, Up, Down and Bottom buttons to change the item order. (See the Category box
on the right of the graphic at the top of this page.)



Editing Your Web page

Main Content Editor Toolbar
Main Page Sedarch Permizsions Mavigations schedule

= o HomE @Y 9 &E v

E Save Content Only - This saves only content on the page. This is quick as it does not redraw
the screen.

-}E Cut the selected area.

Copy the selected area.

E Paste the copied area into the page. Note: The right button menu does not function here.
Undo the last editing action.

Redo the last action.

— Align left, align centre, align right.
1*=%! Show the border on tables.

Show the HTML source code. This can be edited but the heading and some other functions are
cut out by WebXOffice.

ii

Insert a table.

Insert an image.

== Inset a link. First select the picture or text that the link applies to.

(]

RE
"’}’ Spell check.

% Paste from Word.

And the dropdown text box allows you to quickly select Styles. Select the text first.

Insert a Target.

Clean up Word document.



Main Page Search Permissions Navigations Schedule
= B o EHoDoH @Y TRE

The menu tags above deal with the whole page setup. Some of their functions are

Main Allows you to hide the page from viewing on the Front-end except through a link.
Page Shows the edit page.
Search Allows you to put in search words and a description for use in search engines. Also

use the Page Title to put in Search words.
Permissions Controls who can view and who can edit particular sections of your website.
Navigations Allows you to change the menu structure. (This may not be visible.)

Schedule Allows you to only have your page live at certain times.

Text Editing Toolbar

Font| Momal (% || Verdana v[av| g | B I U £ £ = i=

(]
U]
(T
U]
| |
|
e
|

You can format the font of your text by:
e Either applying one of the styles,
¢ Or adjusting the font type, size, colour, and formatting using the Text Editing toolbar.

Note that the font size is NOT a pixel size as in Word, but a size 1 to 7, where 1 is a small size.

ITE Set text colour.

B I

— Set text to Bold, Italics and Underline.

.!'+'.
n
Tl
m

Indent paragraph, unindent paragraph.

Bullets.

L4

Numbered points.

Insert line across page.

These all work much the same as in Word.

If you want to use a font not shown, copy the text from Word or Wordpad. Note that the font only
shows correctly if that font is also installed on the viewer’'s computer so avoid using special and
uncommon fonts.



i@l Inserting Images and Pictures

To insert a picture on a page, click on the Insert an image icon in the Main Content Editing
Toolbar.

This brings up the Image Library which contains ALL the pictures used on the whole of the
methodist.org.nz website.

= Acclipse WebXOffice File System - Windows Internet Explorer

£ | htkpe: fheww, methodist, org.nzfadminfinde:. cfmyadm_pickers . html?Fullscreen=12current_image=8noupload=08dir=fcatids=,1,96,3281,97,3 ¥
& tnsert & Close ¥ Delete File FE) Resize Image [A)] Tock [#] View Options | Search |
: - ﬁ |
e 7 B
i
0911 .jpa 10am ba.... 10am ca.... 137 7mar....
e b
O -
137 7mar.... 150th.jpg Ttouchs.... 2 alarm.... & have ... 2noal... 2 welca....
: o -y
9 — DVD
B ——
— TR
2_welco.... B122000.... a chiis.... 3-EMEIE.... aaa.jpg aaaa.jpg a3a3a.jpg aac.jpg
Install Image Uploader | Images 1 ko 24 of 1052 Mext O
Dane EB Q Internet T 100% v

This contains a lot of images. If the image that you want is in the Library, then you can either look
through the images to find it (slow and awkward) or search for it. The search is on File names, so
you must know what you have called the image if you loaded it earlier.

When you find the image that you want, double click on it and it will be inserted on your page at the
cursor.

If your picture is on your own computer, then you need to Upload it to this Library.

IMPORTANT:

Before uploading your picture, you must make sure that it is in a suitable form for displaying on the
web. Where possible, images files should be no larger than about 80kb, smaller if possible. Large
files take a long time to load by users, especially those using dial-up connections. The images should
be prepared on your own computer using such programs as Microsoft Office Picture Manager
(supplied with Office 2003 and later), Microsoft Picture-it (supplied with some scanners) or IrfanView
(a free download). The next section describes using the Microsoft Office Picture Manager.

10



Resizing the image with the Office Picture Manager

Before uploading your picture, you must make sure that it is in a suitable form for displaying on the
web. Where possible, images files should be no larger than about 80kb, smaller if possible. Large
files take a long time to load by users, especially those using dial-up connections. The images should
be prepared on your own computer using such programs as Microsoft Office Picture Manager
(supplied with Office 2003 and later), Microsoft Picture-it (supplied with some scanners) or IrfanView
(a free download).

Microsoft Office Picture Manager can be found by clicking on Windows Start and opening All
Programs.

Find Microsoft Office, and open up Microsoft Office Tools. In the next menu you should see
Microsoft Office Picture Manager. If you are going to use this program regularly, it is worth
putting a shortcut on the Desktop.

Once you have loaded Microsoft Office Picture Manager, click on Shortcuts on the LHS if the left
hand panel is not showing.

Add the folder names of the folders containing the images which you wish to edit. When that folder
is selected in the LH panel, all images in that folder are displayed.

Click on the image which you wish to edit. A screen similar the one shown below should appear.

CEX
i File Edit Wiew Picture Tools Help Type a question for help v
;éﬂihortcuts... | ld & g_]] % Ga @ X_“I‘ 9 [ 69% v (@) ‘1'_ 5 | [ Edit Pictures... | @L\_uto_gqrrect_!
Picture shorteats e
|57 Add Picture Shorteut...
1= {52 Church 2y
() A Christmas Musical
() Africa
) Alec spring
() An Easter Musical
() Auction 2007
# () Backgrounds
# () Books, etc
() Clipart
[23) For such a time as this
() Hymn For Churches Re -
|2 Hymns
() Hymns {Word)
() Jim Cropp
(23 Journeys End
() Liturgies
(£ Mal Lioyd
() Mary, Joseph and the
) miriel
# () Names
() Nazareth Vilage, Re-C
(23 Motices
(22 Palestine
[2) Phils pictures
) Pics
() Pictures
() Prayers
Zi |
1 files selected (78.0 KB) autumn.jpg

[® Microsoft Office Picture Manager,

[<

|

You can use the Zoom at the bottom right to make the picture display bigger and smaller.

11



Microsoft Office Picture Manager

! Fle Edit “ew Picture Tools Help

i ll shortcuts.. || = 8 1 | & 53 B X |

| 62%  « (@) H D 4" S | |5 Edit Pictures. .. | 78] Auto Correct H

The icons shown are

Save Print Email Cut Copy Paste Delete Undo Redo Zoom  Help Rotate Right Rotate Left

Auto correct automatically adjusts brightness and contrast and is also available in Edit Pictures.
When you click on Edit Pictures, the edit menu below is shown.
(Alternatively, you can click on Picture in the Menu at the top - or press Alt and P together)

The Edit using these tools are fairly self explanatory so only the Change picture size options are
explained here.

{ Edit Pictures

=  Resize ¥ x
Resize
1 files selected 1 e el ekt . . . .
) ) Resize settings The Resize settings are fairly obvious. Try
Correct pictures automatically i o
Make picture fit inside: them out.
To aukomatically correct color and (%) Original size
Criness for the selected pirtures, (O predefined width x heigh: Make the picture the size that you want it
*! displayed.
() Custam width x height:
Edit using these Eool 3 - E Images should not be wider than 600 pixels
it using these tools ) . .
s o if they are to be displayed on an 800 x 600
u Briohtness and Contrast () Percentage of original width x
~ height: screen.
& Color 2l o
4+ Crop In most cases, you will not need to resize

& Ratate and Flip

@ Fed Eve Removal

Size setting summary

but only use the Compress Pictures
option.

Original size:
Mew size:

575 x 877 pixels
575 x 877 pixels

Change picture size

\‘Lg Resize

:j{ Compress Picku

Compress Pictures

1 files selected

Compress pictures settings

Compress pickures for smaller file size
and Faster loading.

Compress Far:
(") Don't compress

() Documents
(%) Web pages
() E-mail messages

Description:

Intended for on-screen display and
fast loading for outputs such as
e-mail messages and Web sites,

All pictures will be saved to a
compressed file Format and resized
ko fit within a window of 448 x 336
pixels,

Estimated total size

Criginal: 513 KB
Compressed:  28.4 KB

FEs

Compress Pictures

It most cases it is sufficient to simply select Web Pages.

Keep an eye on the file size shown at the bottom of box.

Aim for a file size not greater than about 80KB much smaller if possible.
Save the file under a new name.

Important: When you upload the file onto the web site, you need a name which
you can readily identify.

For example, if you start all your file names with your church name, then you can
easily find them by searching for them in the Image container on the website.
Eg Beckenham picnic 2008 - 1

Beckenham picnic 2008 - 2 Etc.

12



Uploading Images and Pictures

To upload an image, you must first install the Image Uploader by clicking on the button at the
bottom left of the screen. For this to operate, you MUST have the latest version of JAVA loaded on
your computer - see the section Equipment and Software Check in these notes.

The orange Java icon should appear, and then the screen should show

Tao upload, drag one or mare images inko the box below. Imanez 1 to 24 of 1052 Mext O

|

0%, |

To manually upload an image click  Browse

To upload the file you want, you may either Find the image that you want on your computer using
Windows Explorer, or click on Browse to locate it on your computer.

I Acclipse WebXOffice File System - Windows Internet Explorer

B "'“'._._.“'_ —
o i FrouHsTon:
1 = -~
137 7mar.... 150th.jpg 155 _stu.... Ttouchs.... 2noal... 2 welco....
[ s
. . g |
o~ o e VO
2 welco.... B122000.... a chris.... a-EMEIE.... aaa.jpg aaaa.jpg a3aaa.jpg aac.jpg
web hau.... -
b
To upload, drag one or mare images inko the box below. Images 1 to 25 of 10563 Mext 0
) . N
Uploading : web haunted 5.jpg —
{27,220 hytes)
Upload started ... Upload completed W
To manually upload an image click  Browse

When the file is uploaded you should get the message shown above and the new image will then be
selected and shown on the bottom row in the image box above.

To insert this image on your page, either double click on the image, or select E Insert and Close
on the Menu Bar.

The image can be moved around the web page with drag and Drop and also be resized.

To put text alongside the image, place the image in a table and right justify the table on the page.
(see the section on Inserting Tables.)
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2 Inserting Links

Links may be inserted to jump to
- Another page.
- Another web site.
- Another file.
- Open an email page.
- Text within the same page or within another page.
- An Image Gallery.

Insert Link to another Page.

Select the text or image that you want to turn into a link.

Select the Insert Link icon == in the Main Content Editor toolbar at the top of the screen.

EEX]

& | httpf v, methodist. org.nzfadmingindes:, cfm/adm_pickers. htmizfullscreen=18type=Exte ¥

= Link Manager - Windows Internet Explorer

¢ Enter a URL to link to.

Click the "Page” button te link to another page in Acclipee WebX0ffice.
Click the "Product” button to link to a product from Advanced Shop.
Click the "File” button to attach a file.

Select a Target from the dropdown list to link te a Target on this page.

Ul |.-“index.c:frn.-“ﬁnd_us.-“c:entral_snuth_isIand.-“jnurneys_end_campsitefdata.-“;|

Link: to: F'age| Product | Filel SelectTarget:l--SelectTarget-- v|

Open in a Mew window
]’ Cancel |

Dane 0 Internet H100% v

&) Page Selector - Windows Internet Expl... [’._|[’E|E|
& | httpe fwenn, methodist.org.nz) adminfindes:. cfmyadm_pickers.b »

Select the Page button in the window above and the
Website Structure window shown on the left will open.

5] Find Us ”~
@ index

+-_] Te Taha Maori

£

-] Northland
-] Auckland
-] Manukau
[+ Waikato - Waiariki
-] Taranaki - Wanganui

#-_]] Hawkes Bay

#-_] Manawatu

-] Wellington

-] Helson -Marlborough -West Coast
=] Central South Island

@ index

#1-{_] District Information

-] Parish Information

Regional outh Worker Job Description
-] Website Training

EI{:I Journeys End Campsite

@ index

=]l pata

@ Header

-] Site Plan

[l Contact us

q B2

~..| Easter Camp 2005

@ Amberley

1 71 ARG Candne Dol S

Select the Page (or Container or Category) you want to
link to.

(If you want the link to open in a new window tick the
Open in a New Window checkbox - this is often a good
idea as you are always returned to the previous window
after looking at the link.)

Select OK.

14



Insert Link to another Web site.

Proceed as for Insert Link to another Page above but instead of selecting the Page button, type
in the full website address in the URL field in the Link Manager window.

Make sure that you include the http:// that goes at the start of the website address.

e.g. http//www.cel-software.co.nz

and NOT www.cel-software.co.nz

Select OK to complete the link insertion.

Insert Link to a file.

The file must be uploaded into the file system area. Uploading is done as part of the insertion of the
link. This is useful when the file is in a different format, e.g. Word, Adobe, Excel, etc.

Proceed as for Insert Link to another Page above but instead of selecting the Page button, select
the File button. The screen below will appear. (Note: JAVA must be loaded.)

/2 kcclipse WebXOffice File System - Wi... (2 [B)3X] B S e

£ | http: v, rethodist, org,nzfadminfinde:, cfmfadm_pickers.h

I 1nsert & Close % Delete File Search Select the file that you want to link to from
File Mame Extension | Size (Bytes) | the list.

W] = better country. doc doc 109568

OR

a companion on the journey - the

Lo road bo emmaus. doc doc 705G
o ?z]cgztl':y business - lite style series 7792 Select Select File(s) for Upload. This will
a mandate for change. doc doc: 21403 allow you to brO\_Nse_ on your own.com_puter
. , and upload the file into the Website File
] 3 pattern for life - god's covenant doc E0EA
B¥] it rmoses.doc System.
] =cf1064.doc doc 165828 (Note: as in images, make sure that the file
acf Del.doc doc 16793E has a recognizable name, or else you will
acf2057 dac doc 47104 have difficulty finding it later.)
acf2086.doc dac 163472 _
= o d ) 16847 When you have selected the file that you
AReTeE o want, select Insert and Close at the top of
acf2134.doc dac 107008 the File System window.
acf2158.doc doc 38304
acf215d.doc doc 78848 Select OK in the Link Manager window.
acf215 doc doc 76288
acf21e7.doc doc 35744
] aci2lef doc doc 101888 Insert link to an email
Filez 1 to 40 of 122 Mexst o

To upload either zelect file(z] or drag and drop file(z] below .
P e & p fits) Proceed as for Insert Link to another Page

above but instead of selecting the Page
button, type in

Mailto: followed by the email address in the
URL field in the Link Manager window.
e.g. Mailto:celeme@paradise.net.nz

| o Select OK in the Link Manager window and

[ Select Fils(s) For Upload ] qd  an email window will open with the address
already in the To: field.

# €D Internet *100%  ~
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Insert Link to Text within a Page (Target Link)

The target of the Link must first be created. To do this
- Place the cursor at the place on the page where you want to link to. (Do not select any
text)

- Select the Target icon @ in the Main Content toolbar.
- Enter a name for the target. A target icon is displayed on the screen at the Target. When
selected, the Target name is shown at the bottom of the screen.

& Enter, Target Information -- Webpa... E|

& | htkpe e rmethodist,org, nz) adming component

Target Name: |Amberley|

hiktps e met| @ Internet

To insert the Link, proceed as for Insert Link to another Page above but instead of selecting the
Page button in the Link Manager window, select the required Target name from the drop down
menu in Select Target field (at the bottom right).

/= Link Manager - Windows Internet Explorer

& | http:f e, methodist, org, nzfadminfindes:, cfmyadm_pickers. html?fullscreen=184ype=Exte

¢ Enter a URL to link to.

Click the "Page” button te link to another page in Acclipse WebXOffice.
Click the "Product” button to link to a product from Advanced Shop.
Click the "File” button te attach a file.

Select a Target from the dropdown ligt to link to a Target en this page.

Ll findex_cfm/find_us/central_south_island/journeys_end campsite/data/}
Link to:  Page | Praduct | File | Select Target: | - Select Target - v
. ' - Select Target -
Open in a Mew Window Amberley
(]S Cancel
Cone @ Inkernet H100% T

Select OK to insert the Link.

Insert Link to a Image Gallery

To insert the Link, proceed as for Insert Link to another Page above but instead of selecting the
Page button, type in the address of the Image Gallery into the URL field. (To obtain this address
see the section on Image Galleries.) The address will look something like
index.cfm/Gallery?imggroupid=2

Select OK to create the link.
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= Inserting tables.

When you insert a table from the Main Content Editor Toolbar, you specify the number of columns
and rows. These may be altered after the table is set up if necessary. The table editor toolbar at the
bottom allows you set up the table.

2 Enter Table Information, -- Webpa... |z|

£ | http: /v methodist.org.nz/admin/component v

Columns: Rows:
Border:

Table Editor Toolbar

Table 1.|"|.f'r|:lth: Height: EIDrder: CEIIF'ad: CEIISpaDE: Egﬂnlur: ‘% Align:

After inserting a table, it will show as a box. Select that box, and stretch it to whatever size that you
require

And/or use the Table Toolbar to set it up.

Do not make the Table Width greater than 560 so that it keeps within a screen. This means that
those using an 800x600 screen do not need to scroll to see the full width.

A Table is useful if you want to set a background colour on your page.

Contact Us  About Us » Touchstone »  Archives »  Linl A
Home Home = Find Us > Central South Island > Journeys End Campsite
>
Administration >
Division
e ourmneys f?’l([ am
Noticeboard
Evangelical Network »
Faith and Order >
Board of Ministry = Al enguiries_
Mission and >
Ecumenical
Methodist Trust - The Journeys End Campsite is located 16km inland from Rangiora in a quiet valley on the
Association Grey River. It is available for use by schools, churches and other groups at a reasonable
Organisations > cost. It is owned by the Methodist Church of NZ.
Property & Insurance »
P p—- o Journeys End Campsite is in an east/west valley surrounded by exotic forest. The South
octal services branch of the Grey River runs along two boundaries and has a large sunny swimming 4
Youth Ministry > hole.There are many open spaces amongst trees and a wide variety of bird life. _
Wesley Historical >
STEE There are two main sites, Amberley and Leigh. They may be booked together or
Resources individually. Both areas also have caravan power points and plenty of room for tents.
Amberley Lodge and surrounding cabins sleep 40, and Leigh Lodge sleeps 24.
Both areas have kitchen facilities.

In this example, the title Journeys End Camp was created using a photo editor and saved as a
picture.
The green area below it is a table with 1 row and 2 columns.
The table width was set to 600, and the background was set to green (#00cc33).
The left hand column contains a menu. The width of this is determined by the width of the text.
Each of the items in the left column of the table, are linked to another page of some sort, in the
hidden container Data.

- About the Campsite is linked to an ordinary page.

- Costs is linked to an ordinary page.

- Contact us is linked to an enquiry page.

- Amberley is linked to an Image Gallery.

- Leigh is linked to an ordinary page.
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Creating and Using Enquiry Forms

Enquiry Forms are necessary if you want emails sent to you without putting your email address on
the Web Page. Most scam emails are sent to email addresses found on web pages or within attached
files such as Word or Adobe files.

| Edit | Insert | | Modules | |
' Home & Back € Forw _ nd [ save @Prewew ¥ Delete

=1 Find Us
@ index Category

t-_] Te Taha Ma Page eckenharn Methodist

#-_] Northland Contai Category Search Permizsione Navigations |  Schedule |
ontainer
H-_] Auckland

+-_ ] Manukau File

[
[E
[E
[
B+ Waikato - W| e index v
-] Taranaki - W Custom ; |
[
[
[E
[E
=

11 Hawkes Bay Dakabase g;eax
7] Manawatu Motice Board
t-_1 Wellington
t-_ ] Melzon -Marlborougt
.[_] Central South Island
8] index

[#-{_] District Informati
=-{_1 Parish Informatio
index L
#-(] 5t David's Ur
#-/_7 Ashburton
=_1 Beckenham

@ index Top Up Down Bottom
] data
=] Dul_ham 5t Help?
& Ch'!smh"'mh Most items in a category are accessible in the frentend as links in the
&[] Chiistchurch navigation. The Home page will be dizplayed when the category is clicked on.
#1771 Ellesmere Co-

Enquiry forms are inserted in a similar manner to Pages.
1. Open the site tree so that you can see the Category or Container that you wish to put the
new item in.
2. Double click on the name to open up the Category or Container . (In the example above I
have double clicked on Beckenham to display the Category Settings on the RHS.)
3. Click on Insert on the top drop down menu. (Shown in the example above.)
4. Click on Form.

When the Form Settings window appears, fill this in as for any other page and Save.
To set up the Enquiry Form, click on the Form tab - make sure that you have pressed Save first.
When another screen appears with the message No records, click on the Form tab in this window.

A blank page will appear ready for you to set it up. This is similar to the Page Editor but it has an
extra menu bar for editing enquiry fields labelled Form Fields.

a Forms & Enquiries index.cfm/Find_Us/Central_South_Island/Parish_Information/Beckenham/Contact_Beckenham

Enquiries | Form Thank you Page | Response Templates | Setup |
o cEEBFoBEH VT G R ¥
Form Fields 51 85 [H i ﬁl EE ﬁ f
' e L
._"'Ij Insert Email field Insert text area
.E-_=7| Insert Name field El Insert Submit button
abl Insert text field EE Insert selection box
v Insert Radio button :ﬁ Insert Date box
18



v Insert Checkbox

'-";-’:I Insert file attachment

Setting up the page is done in the same way as setting up an ordinary Page.

In the simple example below

.

Regi'stratiuc;n for Website Training on Saturday
April 12th at the South Learning Centre from
10am to midday.

Parish name
Person 1 Person 2
Contact address

Email address

Telephone(s)

Your website registration name - leave this
blank if you do not have one, and one will be set up for you.

Any queries

Send Registration

A 1x1 table was created and filled
with a lemon colour.

The text at the top was set up in the
normal way.

The Parish name was created using

Insert text field Im
The Person 1 and Person 2 fields

were created using Name J .
The Email address is set up using

Email EX and must be present.
The next two fields used the Insert

text field Im .
The Aniqueries used Insert Text
ks L

area

and

Send Registration used Insert

Submit button £| . This field
MUST be present.

A full description of the use of all the functions can be found in HELP.

Naming the Data Boxes.

To complete the setup for Enquiry Forms, a Thank You screen, and Response Emails must be set up.

To recognise the data entered, each entry box on the Enquiry Form must be given a descriptive
name. To do this, click on the box. A set of information about that box appears at the bottom of the
screen. Type in the name. In the example below, the telephone box is selected and called

Telephone.
Do this for each of the boxes.

E--{;‘Id%x.c:m tu Enguiries Form Thank you Page Responzse Templates Setup
ontact Us
] About Us & =2 el || % bt

=
=

{1 Touchstone Form Fields (51 8 R &

1 Archives

[ Administration Division
1 e-Messenger

Contact address

Email address

[ Faith and Order

[ Board of Ministry

] Mission and Ecumenica
1 Methodist Trust Associ
[ Organigations

1 Property & Insurance
{1 Social Services

1 Youth Ministry

+-{_] Wesley Historical Socie
-] Resources

+{_|Help Us
Ezll Parish Newsletters

afl Recycle Bin

ol Feedback emessenger

.| Emessenger Links
Search

22l Full Connexion Stipend
Hi_|New

'] Moticeboard f o ]
{1 Evangelical Network j - ;‘TE|ephOHE(S)

Your website registration name - leave this
blank if you do not have one, and one will be set up for you.

Any queries

Send Registration

Name: | Telephone Walue: Width: | 280p% | Height: | 22px
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Thank You Response.

This sets up a response that is displayed on the screen after a Enquiry has been submitted. This
page is set up in the same way as an ordinary Page.

21| 1 Forms & Enquiries index.cfm/Find_Us/Central_South_Island/Website_Training/Training_Registration %

El{:l index.cfm Enquiries Form Thank you Page Response Templates Setup
7] Contact Us

] About Us B o <> [EE ¥ N B Removesye v|

{1 Touchstone hanks for vour registration for this training course.

-] Links Regards

&+ Find Us lec Utting |
[-{_] Administration Division
M7 aMaseannar

Response Templates.

These create the information which is emailed to the submitter, and to nominated email addresses
after data is submitted. They may contain all or some of the data as well as any other message. The
templates sent to the submitter and the nominated email addresses may be the same or set up to
be different.

The templates are set up in a common library for the whole site. You will first need to create your

Template (unless you can use an existing one).
index.cfm/Find_UsfCentral_South_Island/Website_Training/Training_Registration x

jadl -1 Forms & Enguiries

Enquiries Form Thank you Page W Setup
Create Template |
Mark | Name | Actions |

i Social Service acknowledgement Edit|
O Social Service Information Edit|
i Christchurch North Methodist Parigh ﬂ
O Website: Email Enguiry Edit|
i Contact Us - Parigh Office Response Edit|
O Contact Us - Parizh Office Notification ﬂ
i Tranefer Form - to Client Edit|
O Transfer Form - Office info Edit|
O Seismic Survey - Thank you Edit|
O Seismic Survey Edit|
|:| Journeys End Acknowledgement ﬂ
O Website Training Edit|
O Journeys End Easter Camp 2008 Edit|
|:| Interest Group Registration Edit

~  Select All Clear All For marked Enqui_rys: Delete
The full library is displayed. (You can also delete or change any of your existing templates here).

Click on Create Template at the top left.

You must give your Template a name (In this example - Website Training)

il I\ Forms & Enquiries index.cfm/Find_Us/Central_South_Island/Website_Training/Training_Registration %
=-_] index.cfm
- Contact Us
{1 About Us Name ‘W’absile Training |
{_1 Touchstone
- {1 Archives Thank vou far vour registration,
Links
Home
Find Us [l Fields]
Administration Division
e-Megzenger Fiegards
Noticeboard
Evangelical Network
Faith and Order
Board of Ministry
Mission and Ecumenica
Methodist Trust Associ:
Organisations
Property & Insurance
: Social Services
D Youth Ministry
{:I Wesley Historical Socie
{_1 Resources

Enguiries Form Thank you Page Response Templates Setup

“T'ou submitted the fallowing:

Alec Utting

={_|Help Us

Parich Newsletters
all Fiecycle_Bin

[:3Q Feedback emessenger

Emessenger Links

J Search

Full Connexion Stipend  15cr0s [all_fields], [Parish], [Name 11, [Name 2], [Address], [Emaill, [Telephone], [Registration Name], [Queries], [Buttor]

* | D.P.S. [dps_auth_number], [dps_meszage]

< : T 3 3ITier Bank Refund Reference ID [Transactionho]
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You may then type in any text that you want to send in the email.

At the bottom are listed the field names used in the enquiry. These may be inserted anywhere in the
Template enclosed in [square brackets].

In this example I used [all_fields]. This lists all the data which has been entered.

Below is the email which was sent when an enquiry was submitted. (Note that only the boxes that
have been filled in are included on the email).

Thank you for your registration.

You submitted the following:

PARISH :Beckenham

NAME 1 :Bill Smith

ADDRESS :17 Somewhere Ave., Beckenham, Christchurch 8022
EMAIL :b.smith@clear.net.nz

TELEPHONE :123 4567 or 021 123 4567

Regards

Alec Utting

Setup Response Addresses

Click on the Setup tab to setup the email response information.
Website Structure | F-\ Forms & Enquiries index.cfm/Find_Us/Central_South_Isla
=-_ index.cfm
- Contact Us
-] About Us

Enquiries Form Thank you Page Rezponze Templates Setup

-1 Touchstone — EETIRETER

{:I Archives Template | ‘website Training hd
-] Links ’ -

{:I Home Email From | celemet@paradise. net.nz

-1 Find Us

[-{_] Administration Division
{:I e-Messenger

- Noticeboard Template | Website Training
-] Evangelical Network
-] Faith and Order
{:I Board of Ministry Group | none
-] Mission and Ecumenica
-] Methodist Trust Associ:
{:I Organizations

— Administrator Notification

User none

Emailz | judvalecE@paradize.net.nz

{:I Property & Insurance — Other

=-{_] Social Services

-] Youth Ministry TestMode []
{:I Wesley Historical Socie Order Form []

-] Resources

- __|Help Us
+ Parish Newsletters
-2l Recpcle_Bin

— Credit Cards

Card Typez

On this screen you specify Template to be used for each of the Client Response and the
Administrator Notification - these are drop down menus which allow you to select the name of the
Template that you want to use.

The Client Response is sent to the Email address on the Enquiry Form (This why you must include an
email address) and the email address that you want the response email to be from.

The Administrator Notification can be sent to one or more email addresses. Put a, or ; between
each address.

Ignore the bottom options as they are not relevant to Methodist.org.nz.
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Enquiry Responses

As well as getting emails, you can also see responses received by clicking on the Enquiries Tab.

C iebsite stuctureE FY Forms & Enquiries
ot

indexccfm/Find_Us fCentral_South_Island /Website_Training/Training_Registration B

Enquiriez Form Thank you Page Rezponze Templates Setup
Export Al | Filter by: | Unprocessed
L] Touchstone Mark | Email | Received Actions |
D Archives [ imacleod@orcon.net.nz 11 Apr 08 View
{1 Links -
[ taufachchnorth@xtra.co.nz 10 Apr 08 View
#-_] Home —
1 Find Us [ bryley@free.net.nz 10 Apr 08 View
[ Administration Division [ ricemeth@xtra.co.nz 07 Apr 08 View
% e-Messenger [  unaralege@yahoo.com 03 Apr 08 View
5] Moticeboard o |
#-_] Evangelical Network E Tnahr?r_n_c_pj@xtra_?u_nz : ?%f\pr U? View
The Image Gallery
The Image Gallery allows you to display a series of pictures and enlarge them as required.
A simple example is shown below. (This is from the Journeys End/Amberley page).
Home > Gallery The Image Gallery allows you to include

Ambesdey text at the top, and under each Image.

« Previous Play Next»
Shoving Slide 8 of 12

To set this up

- Select Modules from the menu
at the top

- Select Image Gallery.
- Open the item named Gallery

- to create a new click on the
Image Group tab Group.

DSCF1183b.JPG
Ratheby Chapel

- Click on Add a new Image
Group.

- Give the new group a Name
and Description.

- Save E . (The save box which
which comes up after trying to
exit this window, does not work).

Adding images to the Group

- Click on the Images tab.
- Click on Add Images to Gallery.

" website stncurela Y Image Gallery index.cm/Gallery X
E"Dd?::::cl Us Image Image Groups Setup
{1 About Us A
{_] Touchstone — Images
L | A_lchives Select File: [ | CBrowse...
8 I;nks Image Group Mame: | Test v|
ome
D Find Us Upload How
{:I Administration Division
{:I e-Messenger Select File: | | Browse...
Noticeboard )
; 1 Evangelical Network Image Group Mame: | Test v|
{:I Faith and Order Upload Maw
D Board of Ministry
#-] Mission and Ecumenica I3 G
: elect File: Browse...
[Z7] Methodist Trust Associz | |;]
+-_] Organizations Image Group Name: | Test v|
{Z] Property & Insurance Upload Mow

+ {1 Social Services
G177 Yotk Minichn
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- Use Browse to select the images from your computer. Remember to keep the image files
below about 80kb maximum.

- Select the Image Group that you want to add your images to.

- Upload each image from your computer.

NOTE: The SETUP tab allows you to specify how you want the images laid out. Currently all Image
Galleries on methodist.org.nz must have the same format. If you alter the Setup, you alter it over
all galleries on the site. An update in the second half of 2008 will remedy this.

Adding Descriptions to Images

- In the Image Gallery, click on the Image tab.

e uyge e

A magegatlry T ecmicakey X|

Image Groups Setup
I A~

Image

Add Images to Gallery

Amberley

W

=T | eSS

S = E ptaee— == 3 - ik > g
JEAMB site2.jpg | DSCF1168b.JPG  DSCF1173b.JPG  DSCF1174b.JPG  DSCF1178b.JPG  DSCF1179b.JPG  DSCF1180b.JPG

ﬂ Delete

BTty . D E

TN 0 SAE wecocsam

- Select the image and click on Edit.

- Fill in the details.

- Save . (Note: if you do not save, any
alterations are lost when you go to another

page.)

ol F-Y Image Gallery

Image Image Groups Setup

— Images

Image Title: |JEAMB site2.jpa |

Image Group Name: |Amber|ey ' |
filesfimages/gallery/JEAME site2 jog
Current Width 400 x Height 300 (Correct size for this gallery)

Change Largest dimension to l:l pixels.

- H

Image File:
Dimensions:

Description: Chapel Flat showing caravan
camp sites.
Hidden: O

Linking the Image Gallery into a Page

1. Find the address of the gallery from Internet Explorer by going to the address
www.methodist.org.nz/index.cfm/gallery

2. Select the gallery that you want to use. E.g. Amberley

3. Copy the address shown in Internet Explorer e.g.
http://www.methodist.org.nz/index.cfm/Gallery?imggroupid=2

Open the Back-end

www.methodist.org.nz/admin

5. Open the page where you want to Link in the
Gallery.

6. Select the text (or image) and Insert a Link

-

7. Paste the Image Gallery address in the URL
field omitting the
http://www.methodist.org.nz/ from the start
of the address. e.g.
index.cfm/Gallery?imggroupid=2

8. Press OK.
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FEX)

fj Link Manager, - Windows Internet Explorer

& | hkkp:/ fwwwe, methodist, org.nzfadmin/inde:. cfm/adm_pickers, html?fullscreen=18type=Exte

¢ Enter a URL to link to.

Click the "Page” button to link to another page in Acclipse WebX0ffice.
Click the "Product” button to link to a product from Advanced Shop.
Click the "File” button to attach a file.

Select a Target from the dropdewn list to link to a Target on this page.

url ‘index.cfm.fGaIlery?imggroupid=2 |
Link to:  Page Product File | Select Targst:

Open in a New Window

ok Cancel

Done [ € mternet H100% -



http://www.methodist.org.nz/index.cfm/gallery
http://www.methodist.org.nz/index.cfm/Gallery?imggroupid=2
http://www.methodist.org.nz/admin
http://www.methodist.org.nz/index.cfm/Gallery?imggroupid=2

Connecting to your web page from another website

The HTML code for accessing the Beckenham Parish page from another website (using the short
address) is

<a href="http://beckenham.methodist.org.nz" target="_blank">Beckenham Methodist Church</a>

where

a href is the HTML command to link to another address.
and

http://beckenham.methodist.org.nz is the URL

and

target="_blank" indicates that it is to open in a new window
and

Beckenham Methodist Church is the text that it is linked to.

Do not forget the http:// before the address.

Getting a user name and password

Changing your password

Creating Short Addresses

Inserting your own picture at the top of your page

These activities are restricted to the Webmaster who may be contacted by going to

www.methodist.org.nz
and selecting Resources.

You will find the instructions for contacting the Webmaster there.

A short address can be set up for you.

e.g. malvern.methodist.org.nz

instead of
www.methodist.org.nz/index.cfm/Find_Us/Central_South_lsland/Parish_Information/Malvern_Co_operating_Parish

In the case of the picture, email the picture as an attachment to Alec at celeme@paradise.net.nz
Try to choose a picture which can be cropped to a horizontal, long narrow image.
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