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1. Introduction 
 

Note About 'Open Beta' Launch (March–August 2008) 
The AFL-CIO on March 12 launched the live version of LaborWeb to state and local organizations.  

During the period from March to August, LaborWeb will be available in the “open beta” phase of 

production.  This means that while the tool is available to state federations and central labor councils to 

begin building live websites, the AFL-CIO will continue to test and evaluate the software.  During this 

phase of the program, the AFL-CIO will continue to make improvements and upgrades while also 

reviewing for bugs.  This may on occasion include short periods of scheduled downtime while we add 

upgrades and make fixes to the tool.  We will keep administrators in the loop on upgrades, bugs, 

downtime and other relevant information as the tool continues its final stage of beta development.  

 

What is LaborWeb?  
 

LaborWeb is an Internet-based software program for website creation and maintenance for AFL-CIO 

affiliated organizations.  This program is rich in features, and it was designed with five key goals in mind:  

 

Ease of use:  AFL-CIO has more than 500 state and local organizations, including many that 

have limited resources and staffing for technical tools and communications.  With this in mind, 

we have built a tool that provides a full range of the features needed for an effective website and 

is easy to learn and use.  

 

Content syndication:  A key role of the AFL-CIO is to help state and local organizations 

improve their communications programs.  The content syndication feature allows the AFL-CIO to 

share in the responsibility of helping to keep state and local websites content-rich and up to date.  

If there is a breaking news story at the state legislature, the AFL-CIO can generate a story and 

have it post automatically to all state and local websites.  It is important to note, however, that 

state and local organizations have the option of removing any syndicated content from their 

website. 

 

A note about content restriction.  Many state and local organizations are engaged in activities 

aimed at collecting more information on members and potential members, including e-mail 

addresses.  LaborWeb is designed to help in these efforts.  Through LaborWeb, local website 

administrators can restrict content so that it can only be viewed by registered users. 

 
The level of security associated with this feature is extremely low. This feature has 

been designed to collect information about visitors to your website, and not as a tool 

for securing content.  As a general rule, never put anything on your website that you 

would not want to see on the front page of your local paper. 

 

Support:  When you join the LaborWeb program you will part of a bigger program that 

includes trainings, list serves, syndicated content and more. 

 

No cost:  LaborWeb is free to state federations, central labor councils and area labor federations.  

The full cost of the software as well as website hosting, template design and upgrades are covered 

for all participating state federations, central labor councils and area labor federations.  

 

Flexibility:  LaborWeb has been developed to fit the needs of both AFL-CIO state and local 

organizations and the state and local programs of AFL-CIO affiliates.  We recognize, however, 

that it is nearly impossible to design a program that will have all the features that all state and 

local organizations and all affiliates desire.  We have designed LaborWeb so it can serve as a 

! 
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foundation upon which we can build and refine features for years to come.  New features will be 

added based on the feedback we receive from users.  We want to hear from our administrators 

and contributors on what they like about LaborWeb, what they don’t like and what they would 

like to see included in future versions of this software. Over time, we’ll incorporate many of the 

features requested from users. 
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2. Understanding LaborWeb’s Structure 
 
It is important to first go over the basics of LaborWeb’s site design.  LaborWeb offers affiliates a choice 

of several templates that can be used as the basic design for their websites.  We will continue to add more 

templates in the future.  Sample templates are below. 

| 

 
 

While these templates differ in appearance, they are similar in terms of their overall layout.  Essentially, 

the templates consist of six areas: 
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Header:  The header section of the website displays the state or local affiliate’s name. 

 

Left Navigation:  The left column of the website displays several categories within which local affiliates 

(and through syndication, the AFL-CIO) can place content.  LaborWeb initially comes with several 

navigational categories that have been predefined by the AFL-CIO.  State federations, CLCs and ALFs 

have the ability to create additional navigation categories.  These are covered in more detail in the chapter 

on categories.  In addition, links to Home, Calendar, aflcio.org and Contact Us are fixed links and cannot 

be moved. 

 

Article Display Area:  The article display area contains summaries of articles in that category, plus links 

to the main articles where appropriate.  This is covered in more detail in the next section, Understanding 

Articles. 

 

Site Logo:  State and local affiliates have the option of uploading their own logo or a choose logo design 

provided by the AFL-CIO. 

 

Log-in and Registration:  This box contains the information necessary for a visitor to log into the site or 

register. 

 

Banner Ads:  The banner section in the right column of the template contains graphic banners that are 

syndicated by the AFL-CIO or set up by the state and local organization.  These banners will link visitors 

to information of great importance or to benefits offered by the AFL-CIO.  While most banners will 
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change over time, a Union Privilege banner will consistently display in this section of the LaborWeb 

websites.  

 

AFL-CIO Bottom Banners:  The AFL-CIO reserves the bottom section of each template to 

serve four rotating banners.  This section is reserved for the promotion of union organizations 

and activity such as the National Labor College or an important national campaign.  They are for 

the purpose of keeping members in the loop on various union-related activities.
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2.1 Understanding article structure 
 
Clicking on any of the left-hand navigation links will immediately display an “index” page for that 

selected category.  The index page will present a list of article summaries.  In most cases, clicking on the 

title of a summary article will then display the full content of the story.  However, it also is possible to 

create content that is “summary” only.  

 
 

 

2.2  LaborWeb’s association with AFL-CIO database 
 
LaborWeb is designed to synchronize automatically with AFL-CIO’s organization database.  This  

happens in several ways.  The “Contact Us” category within LaborWeb will automatically pull your 

organization's address, contact information and two officers directly from AFL-CIO’s organization 

database and display it on the “Contact Us” category on your LaborWeb website.  You may find, 

however, that when your website is initially set up, some of this information is incorrect or it may become 

outdated over time.  You can correct this information by using the AFL-CIO’s “Change of Address or 

Officer” form.  This form is located in the dashboard of your LaborWeb center in the section titled 

“Maintenance Forms.”  Once you submit a “Change of Address or Officer” form, the update will be made 

directly to the AFL-CIO database within three business days.  This update then will be made 

automatically on your website through the synchronization of LaborWeb tool and the AFL-CIO 

organization database.  

 

2.3 URLs and domain names 
 

The LaborWeb tool automatically creates URLs for each website based on subdomains for each state.  

For example, the domain for LaborWeb for the state of Colorado is http://co.aflcio.org.  When a state or 

local site is created, it becomes a subdirectory under the state domain.  An example of the subdirectory 

would be the Colorado State Federation as http://co.aflico.org/statefed.  Another example would be 

http://cooh.aflcio.org/
http://cooh.aflico.org/statefed
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Beaver-Lawrence Central Labor Council in Pennsylvania.  When the site is first set up it will 

automatically be given a URL with their unique identifier (for back-end maintenance, each 

organization is given a unique identifier or unique number).  For example, Beaver-Lawrence 

Central Labor Council in Pennsylvania is originally set up as http://pa.aflcio.org/349, and 349 is 

the unique identifier for that organization.  When a new site is created, the administrator can 

request creating a virtual directory for that site.  That means a description or acronym for that 

organization can replace the unique identifier such as http://pa.aflcio.org/beaverlawrence. 

 

This structure allows all state federations, central labor councils and area labor federations to be 

grouped under one umbrella, allowing for easier content syndication and keeping costs down because 

locals and state federations do not have to buy specific domain names. 

 

We recognize, however, that there are many organizations that already have domain names that are well-

known by their members and would not want to change to the URL structure outlined above. There is an 

easy and inexpensive solution: Web forwarding and masking. 

 

Web forwarding and masking will allow any organization to purchase and use the domain name of their 

choice, but the “forwarding and masking” features will automatically redirect the domain name to a URL 

created within the AFL-CIO LaborWeb system.  Moreover, with “masking,” the URL that will display in 

the browser’s address line will be the affiliate’s domain name (not the subdomain/local folder created in 

AFL-CIO LaborWeb). 

 

If you would like to set up Web forwarding and masking, see Section 11.1 

 

 

 

 

 

 

 

http://pa.aflcio.org/349
http://pa.aflcio.org/beaverlawrence
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3. Log on to Administrative Tools 
 

The AFL-CIO will set up your initial administrator access to AFL-CIO LaborWeb and provide your new 

administrator with a password.  Once there is an administrator for your site, that administrator will be 

responsible for adding any additional staff as administrators.  

 

All administrators log on to LaborWeb at http://laborweb.aflcio.org.  This URL will take you directly to 

the log-in page: 

 

 

 

Enter your e-mail address and you will be taken to the administrative tools for your affiliate’s website. 

 

If you forget your password, you can request that it be e-mailed to you by using the “Forgot your 

password?” link at http://laborweb.aflcio.org. 

 

 

http://laborweb.aflcio.org/
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4. Administrative Tools Home Page 
 

Once you have logged in, you will be taken to the administrative tools home page.  This consists of 

several sections: 

 

 
 

 

4.1 Options 
 

Access the administrative tools either through the tabs across the top of the screen or through the list of 

functions on the side of the page: 
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4.2 System messages 
 

The AFL-CIO will post occasional messages in this section to alert you to system upgrades, current issues 

and other important information you will need to know about the LaborWeb system.  We’ll also include 

messages on best practices and useful tips for your website.  Be sure to check here to stay updated on the 

latest news for administrators. 

 

 
 

4.3 Useful links 
 

LaborWeb has been developed specifically to meet the needs of AFL-CIO state federations, central labor 

councils and affiliates.  As with any custom development, we expect there will be bugs and features that 

do not work as planned.  We also expect and welcome any suggestions users might have for 

improvements.  Useful links provide easy-to-use forms for sending us feedback. 

 

 
 

4.3.1 Report a bug 
 

We encourage users to report any bugs they encounter.  To report a bug, click on the appropriate link on 

the menu bar, and you will be directed to the “Report a Bug” form.  Please remember to give as much 

detail as possible, including the steps you took that lead to the discovery of the bug.  These details will 

make a big difference in helping us quickly identify the problem.  If the AFL-CIO team can reproduce the 

bug using the steps you took, it will enable us to identify and resolve the problem faster.  

 

Example of a helpful report: 

 

Steps I took that lead to the bug:  

1) I signed in. 

2) I clicked “Users” link. 

3) I clicked “Export User Data.” 
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4) I got the following error message:  

 Copy and paste error message 

 Copy and paste page link or URL 

 

4.3.2 Make a suggestion 
 

Currently, LaborWeb may not do everything you want it to.  However, this is an ongoing development 

effort. New features will be added based on the suggestions provided by our users.  To make a suggestion, 

click on the appropriate link, and you will be directed to the “Make a Suggestion” form. 

 

 

4.3.3 Have a question? 

 
If you have a question about the LaborWeb product, first contact the LaborWeb administrator using the 

“Have a Question?” form.  If they are unable to assist you, complete the “Have a Question?” form, and 

the national office will assist you. 

 

 

4.3.4 Union Plus banner ad and membership benefits  

 
Union Plus is a major sponsor of the LaborWeb program.  In addition, union members have historically 

been very interested in learning about benefits that apply to them through their union membership.  These 

programs are popular with union members.  Because of this, the AFL-CIO holds a space for a Union Plus 

banner on each LaborWeb site, along with a category titled “Membership Benefits” that automatically 

pulls updated content from an RSS feed from the Union Plus website.  Union Plus may contact your 

organization from time to time to set up special programs.  Union Plus is a great way to get members 

excited about their union membership.  For more information, please refer to your participation 

agreement.  

 

4.4 Download the tutorial 
 

Users can download the most up-to-date user manual in a PDF format.  
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5. Managing Articles 
 

To create or edit content for the LaborWeb site, select the "Articles" tab at the top of the administration 

home page. 

 

 
 

 

This will open up the "Create Album" page, where you will be presented with three fields: “Title,” 

“Description” and “Publication Dates.”  Once you have filled in this information, you can click the 

“Create Album” button.  

 

5.1 Create articles 
 

To create a new article, click on the “Create an article” option.  This will open the “Create article” 

window that will allow you to edit the article’s properties. (See image below). 
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5.1.1 Edit article properties 

 
The first step in creating an article is to define the article’s properties.  This includes: 

 

 Select title for your article.  Enter the article title in the appropriate box.  This is the title that 

will display on the webpage.  If you prefer that your article title not appear on your webpage, you 

have the option of hiding it by checking the “Hide Title” box.  This option is only available for 

summary articles. 

 

 Select range of publication dates.  LaborWeb allows you to post content indefinitely or for a 

specific range of dates.  Selecting an expiration date can be useful in cases where you have 

information, such as an upcoming event, that you know will be of little or no interest after a 

certain date. 

 

 Select type of article.  LaborWeb's design is based on the idea that most articles will contain a 

brief summary that will appear on the index page of the selected category with a link to the main 

body of the story.  This is the “Full” option that appears under “Type” of article. However, in 

some cases, you may only want a summary to appear on the index page of a category, with no 

link to a main body.  In this case, you would select the “Summary” option.   
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 Select a category.  LaborWeb uses left-hand navigation categories.  Each article needs to be 

attached to a specific category.  These categories will be discussed in more detail in a later 

chapter. 

  

Note: Within the list of categories, there is one category that does not display on the website 

called “No Category.”  Use this category if you want to create an article on the website but do not 

want to associate it with any specific category. 

 

For example, you may want to have a piece of content displayed on your site’s home page that 

does not display in any other category or you may create an article solely for the purpose of 

linking to it from another article.  If you create a “No Category” article, you can retrieve the URL 

for that article from the "Article Edit" menu after it has been published. 

 

 Display on home page.  If you want the article to display on your home page as well as in your 

selected category, select the “display on home page” option.  

 

 Choose home page expiration date.  Selecting a home page expiration date will remove the 

article from the home page on a specified date while allowing it to remain on a category page.  

 

 Select read more.  The read more option will add a “Read more >>>” link at the end of the 

summary portion of the article to encourage the reader to click to view the rest of the story.  

 

 Select restriction option.  By checking the box next to this option, you can designate that the 

main body of this article can only be viewed by registered users. The restriction feature will apply 

only to the body content and not to the summary section of the article. 

 

Setting an article as "restricted" can be a useful way to collect e-mail addresses from your 

members.  However, the level of security associated with restricted content is extremely low, and 

there is no verification that guarantees the registrant is a member or potential member. Therefore, 
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never put anything on your website that you would not want to see on the front page of your 

local newspaper. 

 

 

When finished with the article properties, click “Create article” to continue.  This will take you to the 

“Article Edit Menu.” 

 

5.1.1.a Article edit menu 
 

The “Article Edit Menu” displays all of the steps necessary to create, edit and publish an article. 

There are eight steps in all, but only three are required: “Edit article properties,” “Edit article 

content” and “Publish.” 

 

 
 
 The “Edit article properties” step appears with a check mark next to it because we have just 

completed this step. 

  

5.1.2 Edit article content 
 

The next step in creating an article is to edit the article’s actual content.  To do so, begin by clicking “Edit 

article content.” 

 

 
 

If you selected the “full” article option in the "Edit article properties" section, then two text editors will 

display on the "Article Contents" page, one for the “summary” and one for the “body.”  If you selected 

the “Summary” option, then only the summary content editor will display.  You can add content to these 

text blocks by typing directly into them or by cutting and pasting content from a word-processing 

program. 

 

To begin, type a few lines of text into the summary section.  
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Once text appears in the summary box, most of the buttons across the top of the box become active.  

These buttons include options to:  
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Note:  If you copy and paste content into the summary, you may see extra space between the title and the 

summary.  To correct this, switch to the HTML view (see Section 5.1.2b) and delete the “<P>” that 

appears before the first line of summary text.  Continue by typing a few paragraphs into the body section. 

 

At times when copying and pasting content from Microsoft Word and other content tools, you may be 

prompted to accept “pop-ups.”  Once you accept the pop-up at the top of your browser, you will then see 

an additional content box where you will need to paste in the content.  You can use the “control” and “V” 

keys on your keypad to paste into the prompt box.  See image below.  
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As with the summary editor, once content has been entered into the body editor, most of the buttons 

across the top of the editor become active.  These include the same options that are available in the 

summary editor, such as cut, copy, paste, create a hyperlink, remove hyperlink, make text bold and make 

text italic.  However, there are a few additional options, including: 

 indenting a paragraph  

 creating a table  

 

 

For the most part, these options are similar to those found in any common word-processing program. 

However, the option for creating a hyperlink deserves further explanation. 

 
What is a hyperlink? A hyperlink is a text area that has been coded in such a way 

that when clicked, the "link" will take the user to a new page, document, website, 

etc.  

 
There are two ways to create hyperlinks in LaborWeb.  You can create “additional resources” by 

following the instructions in Section 5.1.4 or by using the content editor.  We recommend experimenting 

with both options until you find the system that works best for you. 

 

To create a hyperlink using the content editor, first highlight the text that you want to make active.  In the 

example below, “here” has been highlighted. 

 

?  
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Next, click the hyperlink button at the top of the body editor.  

 

 
 
A new function box will appear. 
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This box offers a number of options, but only one is required—the URL.  The URL is the specific address 

of the location of the information to which you wish to link.  For example, if you wanted to link to the 

AFL-CIO’s website, you would type the following into the URL box: http://www.aflcio.org and click 

“OK”.  

 

 
 
 

 

If you want to link to a page within your website you will need to enter the full URL.  You can determine 

the URL of any article by viewing that article’s site menu after it has been published. 

 

 

http://www.aflcioaft.org/
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5.1.2.a Cleaning up text 

 
Pasting text into the web editor will automatically strip the formatting so that it appears clean, 

consistent and professional.  You may need to clean up your text once you’ve pasted it in. You 

may need to clean up spacing issues and redo your formatting.  

 

If you have copied your body content or summary information from another program, such as 

Microsoft Word, be aware that some cleanup may be required such as spacing issues and 

reformatting.  

 

 

 

 

 
 

 

 

5.1.2.b Editing in HTML 

 
If you are an experienced HTML editor, you can view and edit content information in its HTML 

format.  Just click on the “Source” button in the left corner of the editor, and the content of the 

editor will be displayed in HTML format.  Clicking on the button a second time will display the 

text in its original format again. 
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Once you have finished entering the content into the summary and body editors and have created your 

desired hyperlinks, you can move on to the next step by clicking on the “Update” button. 

 

 
This will return you to the "Article Edit Menu."  Note that there is now a check mark next to “Edit article 

content.”  

 

 
 
 

5.1.3 Edit article images 

 
Up to two images can appear in the body of each article.  In addition, one of these images can appear as a 

thumbnail with the summary section of an article.  To attach an image to an article, click “Edit article 

images.” 
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First, select the “Upload Image” link. 

 

 
This will take you to a page where you can browse the hard drive of your computer to select the image 

you want to upload.  Click the "Browse" button to continue.  

 

 
The "Browse" button opens a feature box that you can use to navigate to the location of the image on your 

hard drive.  
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Select the appropriate image and click on the “Open” button.  The location of the image on your hard 

drive will now appear in the upload box within the LaborWeb administration site.  

 

Click the “Upload Images” button to upload the image to the LaborWeb server. 

 

LaborWeb is designed so that images are automatically resized as they are moved onto the server.  For 

example, if you upload a large file, LaborWeb will resize that image to 300 pixels wide at 72 DPI.  You 

can further resize the image by clicking the “Resize” button above the image. However, we recommend 

that you do not resize an image larger than its original size.  This will result in a "pixilated" image. 

 

Note:  Currently, LaborWeb only supports .jpg and non-transparent .gif images. 

 

5.1.3.a Image location 
 

From the "Upload Images" screen, you can also select the position you want the photo to be placed, 

relative to the body text of the article.  Choose “top left” if you want the image to appear on the top left, 

“top right” if you want the image to appear on the top right.  “Bottom left” and “bottom right” are also 

options. 

 

Finally, you can select one of the two images (or videos) to be automatically used as the thumbnail image 

that appears with the article summary.  To do so, click on the “Use as thumbnail” button above the image. 

 

If an image is larger than 100 pixels wide, auto thumbnail will resize it.  It is possible that the image may 

become distorted.  If that happens, you may want to consider replacing the image with a smaller one. 

 

Once you choose an image as your thumbnail, you can select the left or right position for the summary 

page.  
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When you are done selecting images to appear with the article, click “Back to Article Menu” to continue. 

This will take you back to the "Article Edit Menu."  You will note that a check mark appears next to the 

“Edit article images” option.  

 
 NOTE: An error may occur if you have a very short article and one image is set at the 

top of the page and another is set at the bottom. 

 

 

5.1.4 Edit article resources 
 

To continue to the next step, select “Edit article resources” on the "Article Edit Menu" page. 

Note: This feature is not available for “Summary” articles. 

 

There are many occasions when you might want to have additional resources, such as a related PDF file, 

attached to an article.  LaborWeb allows for three types of additional resources to be included with each 

article.  These are article assets, such as PDF files or Word documents; external links to articles on other 

websites; and links to other articles within your website. 

 

 
 

 To attach a related article, such as a PDF file or a word-processing document, begin by 

selecting “Upload new asset.”  

 

 
 

This will take you to a page where you can browse your hard drive to find the name and location 

of the appropriate file you want to upload.  You can also create a label for this document. 

! 
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After clicking on “Upload Asset,” the URL of that resource will be displayed.  This 

allows you to easily link to it from the body of an article.  Simply upload the asset, copy 

the URL and link to it using the content editor. 

 

 

 

 To create a link to an external website, begin by selecting “Add an external link.” 

 

 
This will take you to a new page where you can enter the URL of the external link and give it a 

label (or title). 
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 To create a link to an existing page within your website, begin by selecting the “Edit related 

articles” link.  

 

 
 

This will take you to a new page where you can search for and select the article to which you 

wish to link.  You can search by the article title, start date, end date, or decide to display all of the 

articles within a selected category. 

 

 
 

Depending upon your search criteria, a number of articles will be listed on this page for you to 

choose from.  To select an article, check the box next to it.  Then select “back to article 

resources” to continue. 

 

 
 

Once article resources have been added, click “back to article menu” to continue to the next step. This 

will take you back to the "Article Edit Menu."  You will notice there is now a check mark next to “Edit 

article resources.” 
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5.1.5 Preview 

 
Before publishing your article, take the time to preview it using this feature.  And, of course, proofread it 

for errors and typos. 

 

Note:  This “preview” feature is not available for Summary articles. 

 

 
 

 

5.1.6 Publish 

 
Once you click “Publish this article,” your article will become live and will automatically appear on your 

website.  You will also be provided with the URL of this article. 

It’s that simple.  
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5.1.7 Un-publish 
 

After your article is published, notice that now you have an option to "un-Publish this article."  If you 

click on this option, your article will be removed from your website, but it will be kept in your list of 

articles. 

 

 
 

 

5.1.8 Delete 
 

Selecting “Delete this article” will permanently remove this article and all related images and uploaded 

documents from your website and list of articles.  Deleted articles cannot be retrieved.  However, to help 

us manage server space, please delete articles from your site that you are sure you will not need to 

recover. 
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5.2 View articles 
 

LaborWeb provides tools for viewing and editing articles.  Begin by selecting the “View articles” option 

on the "Article Administration" page. 

 

 
 

5.2.1 Filter articles/sort and select articles 
 

Selecting "View articles" will take you to a new page where you can search for the article you are looking 

for and open it for viewing or editing.  Use the “filter” options to search for an article: 

 

 
You can filter by article title, category, publication date, expiration date and by displaying all published 

articles.  Articles that have been syndicated from your state or the national office will also appear if you 

place a check mark in the box “Include articles syndicated by AFL-CIO.” 

 

Once you have selected your filters, a list of articles matching your criteria will display: 

 

 
 
To access your selected article for viewing or editing, simply click “edit.” 
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Another way to sort your articles is by clicking on a header row.  
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5.2.2 Article edit menu 
 

When you select an article, the "Article Edit Menu" will appear: 

 

 
 

Through the "Article Edit Menu," you have access to all of the steps you used when creating the article. 

You can edit any of these steps by clicking on the appropriate link or view the article by clicking on 

“Preview this article.”  (See Section 5.1.1 through Section 5.1.8 for more details.) 

 

5.2.3 Ordering articles 

 
LaborWeb allows you to set the order in which you want articles to appear within a category on your 

website.  To change the order of articles within a category, select “Set article order” from the "Article 

Administration" page. 

 
This will take you to a page with a drop-down menu where you can select the category you wish to order. 
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Selecting a category will take you to a new screen where you can set the order by entering the appropriate 

number next to the article title.  New articles will default to a “l” and will display first.  You can change 

the order by renumbering your articles.  For example, “1” will put the article first, “2” second, “3” third, 

etc.  If you have two articles assigned with the same number, the one that was created most recently will 

appear above the other.  You can pin articles to the top by making them a “0.” 

 

Note:  Newly created/syndicated articles are designated as “1” and will appear at the top of the category 

until the articles are reordered. 
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5.3 Working with syndicated content 

 
LaborWeb’s content syndication feature allows the AFL-CIO to automatically syndicate content to state 

and local websites.  However, each organization has the option of removing any syndicated article content 

from their website at any time.  (See Section 5.3.2.) 

 

5.3.1 Notification 
 

E-mail notification is sent to local administrators whenever new content is syndicated to their LaborWeb 

site.  The notice provides the title of the article, the publication date and the category in which it was 

published. 

 

5.3.2 Suppress syndicated article 

 
To locate syndicated content, go to the administration home page and select “Set article order.” 

 

 
Select the category in which the article was syndicated.  Locate the article and put a check in the 

“Suppress” box and click "save changes."  This will remove the article from that category on your 

website.  If the article was syndicated and posted in two categories (i.e., Recent News and Home page), 

you need to suppress it in both categories. 
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6. Calendar 
 
To add or edit calendar events for the LaborWeb site, begin by selecting the "Calendar" tab at the top of 

the administration home page. 

 

 
 

 

 
This will open the "Calendar Administration" page, where you will be presented with three options: 

“Create a calendar event,” “View calendar events” and “Manage syndicated events.” 

 

 

 
 

 

 

 

6.1 Create a calendar event 
 
To create a new calendar event, click on the “Create a calendar event” link.  This will open the “Create 

event” window:  
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 Event name.  Enter the name of your event in the appropriate box.  This is the title that will 

display on the website.  

 Dates.  Specify the dates on which your event will take place.  Beginning and ending dates are 

required fields.  For one-day events, enter the same date in both fields. 

 Times.  If the event will occur at a specific time, enter the beginning and/or end times in the 

appropriate box. 

 Contact names.  Enter the name of the person whom visitors to your site can contact about this 

event. 

 Contact e-mail.  Enter an e-mail address for the contact person. 

 Contact phone.  Enter a phone number for the contact person. 

 Location.  Enter the location of the event (for example, AFL-CIO National Office).  In the fields 

below, provide a specific address. 

 Event description.  Provide additional details in the text editor at the bottom of the menu. 

 

When you have completed the form, select “Create event” to continue to the next step.  This takes 

you to the "Event Edit Menu."  There is a check mark next to the event properties because you have 

just completed that step. 

 



AFL-CIO LaborWeb  Page 41   

 
 

6.1.1 Preview calendar event 

 
Select “Preview this event” to see how your event will appear on your website. 

 

 
 

 

6.1.2 Publish this event 

 
Select “Publish this event” to have it appear in the calendar area of your website. 
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6.1.3 Un-publish this event 

 
Select “un-Publish this event” to remove it from your website but to keep it in your calendar events 

list. 

 

6.1.4 Delete this event 

 
Select “Delete this event” to remove the event entirely. 

 

When you have finished, select “Return to event list” to view other events on your site. 

 

6.2 View calendar events 
 

To view calendar events that you have already created, select the “View calendar events” 

link from the "Calendar Administration" page. 

 

 
 

This will display the events on your website’s calendar in chronological order. 

 
 

To remove or change any existing events, select the “edit” link to the right of that event.  This 

takes you back to the "Event Edit Menu."  

 

6.3 Manage syndicated events 

 
To manage events syndicated from the national office or state federations, select the “Manage 

syndicated events” link from the "Calendar Administration" page. 
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This will display the syndicated events in chronological order.  To remove an event from your 

website, put a check mark in the "Suppress" box.  Be sure to save your changes. 

 

 
 

7. Photo Album 

 

The photo album tool allows your organization to post groups of images on your website.  

There is no limit to the number of albums you may have on your site.  Each album will hold up 

to 15 images.  Currently, LaborWeb only supports .jpg and non-transparent .gif images.  
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To create or edit a photo album for your LaborWeb site, select the "Photo Album" tab at the top 

of the administration home page or from the menu.   

 

 
 

 

7.1 Create photo album  
 

Choosing the "Photo Album" link will take you to the “Create Photo Album” page.  Before you 

can upload your images, you must first “create” your album.  Get started by clicking on the 

“Create a Photo Album” option where you will be presented with a page with three fields, 

“Create a title,” “Short description” and “Publication dates.”   

 

 
 
You do not need to have an end date, but if you choose one, your album will expire on that date.  

Once you’ve filled in the fields, click the “Create album” button to move to the next step.   

 

7.2 Uploading photo album images  
 

Now that you have established the title and date of your album, you can move on to the “Manage 

Photo Album” page to begin uploading images.  
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The tool allows for one image upload at a time.  For each image, you will be presented with the 

“Upload Photo” page where you will need to add a title or short description for each image. Use 

the “Browse” button to locate the image file on your computer.  Once you’ve uploaded the image 

and added a title, click the “Upload” button to move on. 

  

 
 

7. 3 Photo album quantity and image type 
 

There is no limit to the number of albums you have on your site.  Each album will hold up to 15 

images.  Currently, LaborWeb only supports .jpg and non-transparent .gif images. 
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7.4 Photo album publishing and deleting 
 

Before your photo album is live, you must choose “publish” on the “Manage Photo Album” 

page.  When you would like to remove the album, you can choose to un-publish or delete the 

entire album.   

 

 
 

Once your album is live, you can link to the page.  

 

8. Categories 
 

Categories serve as the navigation that appear on the left side of your website.  For example, the 

illustration below shows 11 different categories that might be of interest to members or other visitors. 

Clicking on a category will display the information that has been posted in that category. 
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AFL-CIO LaborWeb comes with a number of categories already available and can be in any order: 

 

 About Us 

 Officers and Staff 

 Recent News Stories 

 Our Issues 

 Membership Benefits 

 Action Center 

 Labor2008 

 Contract News 

 Solidarity Charters 

 Aflcio.org 

 

While all categories are available in the LaborWeb tool, categories will not display in your site’s 

navigation unless there is content within them.  In addition, your website’s navigation includes permanent 

categories that cannot be reordered.  The permanent categories are:  Home, Calendar, AFL-CIO.org, the 

state site and Contact Us. 

 

We recognize that we cannot anticipate all the possible category needs of our state and local affiliates. 

Therefore, AFL-CIO LaborWeb is designed to allow state federations and locals to add their own 

categories.  

 

8.1 Adding a category 
 

Begin by clicking on the “Categories” tab at the top of the administration page. 
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This will take you to a page where you will be able to “Create a new local category," "View local 

categories" or “Set category order.” 

 

 
 

 Select “Create a new local category.” 

 

You will be asked to create a label for your new category, such as “Our Contract.” 

 

 
 

Select the “Add Category” button, and your new category will be added to the list of categories. 

 

Note: Categories that do not have any content associated with them will not display on the website.  For 

example, if you create a category, “Our Contract,” it will not appear on your navigation until you have 

placed your contract on the website in that category. 

 

8.2 View local categories 
 

To view a list of local created categories, select “View local categories.” 

 

 
This will take you to a page that will display all categories created by your local affiliate.  Categories 

created by the AFL-CIO will not display. 
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8.3 Setting category order 
 

AFL-CIO LaborWeb also allows you to set the order in which you want categories to appear on the 

website.  

 

Begin by selecting “Set category order.” 

 

 

  
 
This will take you to a new screen where you can set the order by entering the appropriate number next to 

the category name.  For example, “1” will put the category first, “2” second, “3” third, etc.  If you have 

two categories assigned with the same number, the one that was created most recently will appear above 

the other.  Remember that the permanent categories, Home, Calendar, AFL-CIO.org, state site, and 

Contact Us cannot be moved. 
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AFL-CIO LaborWeb  Page 51   

 

9. User Administration 
 
One of the advantages of LaborWeb is that more than one person can be given permission to post content 

to or administer your site.  For example, you may want to give your staff the ability to post content 

directly to the site without having to go through a webmaster.  You may also want to create a backup 

administrator for your site.  

 

LaborWeb makes it easy to create new administrators and contributors. 

 

Begin by selecting the “Users” tab. 

 

 
This will take you to the "User Administration" page where you have three options, “Create a new local 

user,” “View local users” and “Export user data”. 

 

 
 

 

9.1 Create a new local user 
 
Selecting “Create a new user” will take you to the "Add User" page. 

 

This feature allows you to create administrators, editors, contributors or users.  

 

 Administrators have permission to manage all aspects of the site, including articles, calendar 

events, categories, users and site setup. 

 Editors only have permission to create, manage and publish articles, calendar of events and photo 

albums.  

 Contributors can create articles, calendar of events and photo albums but do not have permission 

to publish them to the live site.  

 Users are those people who have registered to view restricted content.  They do not have access to 

any of the administrative functions of the site.  They can view the “members only” content on 

site.  
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9.2 View local users 
 
You can also view and edit the records for users of your local site.  Begin by selecting the “Users” tab. 

 

 
 

This will take you to the "User Administration" page where you can select “View local users.” 
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A list of all users on your site will be displayed.  This includes outside visitors to your site who registered 

to view restricted content.   

 

 
 
 

There are two ways you can sort the records: 

1. Use the filter option to sort by role (i.e. administrators, contributors or users). 

2. Click on a header column, and the records sort alphabetically. 

 

You can also search for a record by typing in one of the search fields and clicking on "Filter Users." 
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To delete a user, select the "delete" option.  Note, however, that if you delete an outside user, there is no 

ability to keep them from registering again. 

 

 

 
 

 

To edit a user’s record, select the "edit" option. 

 

 

 
 

 

 

Selecting "edit" will open that individual’s record and allow you to edit it. 
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9.3 Export User Data 

 
You can download all user information into a spreadsheet where you can search, sort and prepare reports 

if needed. 

 

 

 
 

Begin by selecting the “Users” tab.  This will take you to the "User Administration" page where you can 

select “Export User Data.” 

 

 
 

 

You can sort your users by last name, e-mail address or site. 

 

 

 
 

When you click on the “Export Data” button, the data will download into an Excel spreadsheet.  Save the 

spreadsheet to your computer where you can sort, edit and prepare reports.  Note: If some fields are blank, 

it is because the user skipped that field when they registered to view restricted content on your site. 
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10. Setup/Site Administration 
 
As an administrator, you will be able to control your website’s setup. 

 

If you would like change the setup of your site, begin by clicking the “Setup” tab. 

 

 
This will take you to the site setup screen where you will have five options: 

 

 
 

 

10.1 Manage site properties 
 
Once you have clicked “Manage Site Properties,” you will be directed to a new page where you can 

update your site. 

 

 
 

 

The “Update Site” page offers a number of options.  Begin by reviewing the site name. The name in this 

field will appear as the official title at the top of your website.  
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Select the size you want the title to be displayed on the website: 

 

 
 

The virtual directory determines your website URL.  The virtual directory defines the directory that 

appears after the state URL (i.e. state.aflcio.org/(your org name here).  If virtual directory is blank, then 

your local number will be used instead.  If you wish to change your virtual directory, contact the AFL-

CIO using the “Ask a Question” form. 

 

Select “Update Site” to continue. 

 

10.2 Manage site logo 

 

 
Selecting “Manage Site Logo” allows you to upload a new logo for your site.   

 

 

 
Clicking on the “Browse” button will open a window where you will be able to find the appropriate image 

on your hard drive.  

 
When you have found the image you would like to use, select “Open,” and then click “Upload Image” 

from the “Manage Site Logo” screen.  Site logos must be less than 145 pixels wide. 
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10.3 View site information 
 
Selecting this option will allow you to review the information about your local that is being pulled from 

the AFL-CIO database.  This information displays on the “Contact Us” category of the website.  
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10.3.1 Correcting your site information for AFL-CIO -- State Feds, CLCs and ALFs 
 

The address, contact information and officer names and titles are being pulled into the site from AFL-

CIO’s organization database.  If this information is incorrect, you can correct it by using AFL-CIO’s 

LaborWeb “Change of Address or Officer” form.  Your site and officer information is presented from the 

national AFL-CIO organizational database and must be corrected in the database to be reflected on your 

LaborWeb site.   

 

To change your information you must choose the “Support” button on the top right corner of your 

administrative dashboard.  Select the form for “Change Your Organization's Officer or Address”.  Fill out 

the online form and hit submit.  

 

Changes made to affiliate contact and officer information may take up to three business days to be 

represented on the “Contact Us” page of your LaborWeb site. 

 

10.3.2 Correcting your site information for National Unions – State and Locals  

 

Edit Officers: From Site Setup page, click “Edit Officer List” and you will be directed to a page that 

allows you to add, delete, and change details about union officers.  

Click “Add an officer” to be directed to the “Create Officer” page. Type the officer’s first name, last 

name, and title in the appropriate boxes, then press “Create Officer.”  

To change or delete a current officer entry, click “Edit” next to the officer’s name, which will take you to 

the “Update Officer” page.  

You may change the name or title of this officer in the appropriate boxes, then click “Update Officer,” or 

you may remove this name from the list of officers by clicking “Delete.”  

 

                  
 

 
 

http://www.aflcio.org/network/laborweb_support.cfm?action=address&fname=Christine&lname=Kenngott&email=ckenngot@aflcio.org&user_role=admin&instance=laborWebMain&ref=
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Edit Organization: From the Site Setup page, click “Edit Organization” and you will be directed to the 

“Update Org” page that allows you to enter, update or correct all contact information for your affiliate or local 

union. 

Enter any changes to the organization’s name, mailing address, e-mail address, or phone number, then press 

“Update org” button. The data entered in this form appear when users click on the “Contact Us” category of 

your website. 

 

 
 

 

 

10.3.3 Additional Information 
 

You have the option to add notes or additional information to the bottom of your “Contact Us” page of 

your affiliate LaborWeb site.  Select “Edit Additional Information,” enter your notes and click on 

“Update.”  

  

 

10.4 Browse the site 
 
Clicking on the “Browse the site” link will open your local’s website in a new window. 
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11. Logging Out 
 
Select the “Log Out” tab to exit LaborWeb's administrative tools. 

 

 

 

 

12.  Launching Your New Website 
 

Once your LaborWeb site is complete, below are some tips to consider when launching your site.  

1. E-mail the AFL-CIO (laborweb@aflcio.org) with your organization's name and site URL. We 

will add/upate your local website to the list of local websites on laborweb@aflcio.org.  This will 

help search engines like Google find your site.  

2. Spread the word.  Tell your members where to find the new website at meetings or via mailings 

and e-mail.  Include the new website URL on letters and publications.  

3. Are you ready to launch but would like to keep your old URL?  Use a redirect or web masking to 

keep your old URL but send users to your new site.  

 

 

 

 

mailto:jschwart@aft.org
mailto:jschwart@aft.org
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13. Web Forwarding/Web Masking 
 

Any site has the opportunity to utilize a domain of its choice (either one already owned and being used or 

a new domain for this direct purpose). As an example, in Minnesota, the AFL-CIO's Northeast Area 

Labor Council has purchased and has been using www.nealc.org. In order to facilitate this, we have put 

together the following steps, which each site should follow to help in getting this set-up. 

 

1. Provide the AFL-CIO (e-mail us at laborweb@aflcio.org) with your existing domain name that you 

want to point to LaborWeb. Also provide the URL for your LaborWeb site. As an example: I'd like to use 

my current domain www.mywebsite.org and have it directed to my LaborWeb Website located at 

laborweb.aflcio.org/ST/mysite/. 

 

2. Setting up the LaborWeb system to use your domain will take one to two business days after receipt of 

your request. Once setup is complete, you will be notified by e-mail. Only after receiving this 

confirmation should you redirect your domain name to the IP provided in item (3) below. 

 

3. Consult your domain name service provider and/or web hosting service for help redirecting your 

existing URL/domain name to your LaborWeb site. The IP address to use is 209.29.149.62 and will need 

to be added as an A record. Depending on your domain name service, the actual switch may take a day or 

two to propagate through the Internet. 
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14. RSS (Really Simple Syndication) 
 
Advanced Feature – create RSS Feed. To create an article, it is not necessary to do 

anything in the advanced feature section related to RSS feeds.  If you would like to add an RSS 

(Really Simple Syndication) article to your website, in step on of article creation, enter the URL of the 

RSS feed in the box next to “RSS Feed URL.” Then choose the number of stories to display as a 

summary and the number to display in detail. 

 
 

When published, RSS articles appear in a shaded box. 

 

 

 
 

 

When finished with the article properties, click “Create article” to continue. This will take you to the 

“Article Edit Menu.”  You can now publish the RSS. NOTE:  Do not add content, images or 

resources to an RSS article.  
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15. Embedding Video  
 

Affiliates can now more easily add YouTube video (or other embed code) to their articles. Instead of 

having to paste this code directly into the source, they can now choose to add “Image or Video” and drop 

the embed code into a form box. Like images, affiliates can have 2 videos per article and chose from 4 

different locations. In addition, 1 video can be embedded w/ the summary.  Note: Depending on the size 

of the local template, admins may need to alter the video size in the embed code. This can easily be done 

now on YouTube’s site. 

15.a.1 Embedding video in articles  

Administrators may create full or summary articles that contain embedded videos and feature the related 

imaged. Below is an image of a LaborWeb home page that contains a full article and a summary article both 

with embedded video.  
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To embed a video in an article, you must copy the embed code, from YouTube or other sources, and paste it 

into the article HTML using the “Source” function described below.  

1. Create an article for and add your text that will accompany the video—before you can add the 

video you must first create the article. You can create either a full or summary article. 

Both work with embed video coding.  Once the article is ready you must get the 

embed URL.  

2. Get your “Embed URL” from www.youtube.com—below are the steps to “grab” the 

embed video code from YouTube (see steps and image below): 

a. Go to www.youtube.com 

b. Find the video you want to use.  NOTE: When searching for a video use the 

search box on youtube.com; you can use any key word such as Health Care, 

Employee Free Choice Act, AFSCME, CWA, local and more.  

c. After you locate the video you want to use, click the “Share” button under the 

video (center left). A set of share options will appear including social 

networking buttons, a URL and an embed button.  

d. Click the “Embed” button. This will open a set of embedding custom options.  

e. Embed Custom Options: 

1. Be sure to de-select the box that says “Show suggested videos when 

the video finishes” (you don’t want anti-union videos showing up on 

your site).   

2. For video size, use the “Custom” box and add a width of 380.  Note that 

LaborWeb templates vary in size so you may be able to use a larger width for 

your video.  A width of 380 should work on all LaborWeb sites but you can try 

bigger widths. If your LaborWeb template ends up being wider on the sides 

than the top banner, this means the width you’ve chosen for your video is too 

large and is breaking the template on your live website. In this case, you 

should try smaller widths for your video.   

f. Now click your mouse on the “Embed” code then right click your mouse and 

click “Copy”.  The embed code will look something like this:  

 
 

3. Now that you’ve copied your “embed” URL you are ready to place it in the article.  

After creating the article, go to the step that reads, “Edit article images or videos”. 

4. Click on the video option. 

5. Paste Embed code into “Video Embed Code” box and add caption if needed and click 

“Upload”.  

See images below.  

http://www.youtube.com/
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Embedding Video:  www.youtube.com 

 

 
 

 

 

http://www.youtube.com/
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15. Social Media Sharing 
 

Social Media includes linking promoting links to join your organizations social media sites as well as asking 

your website visitors to share articles from your website to their Facebook and Twitter accounts.   

 

15.a.1 Social Media Promotion 
Affiliates can now easily promote their Facebook, Twitter, YouTube or Flickr pages on their 

LaborWeb site.  

From your menu bar on your dashboard:  

1) Click the tab for "Setup". 

2) Select "Promote Social Media Sites". 

3) Check the appropriate boxes and enter the urls for those social media sites. The icons 

will only appear if you add a url for your site.  

4) The appropriate thumbnail and link will appear in the upper right corner of all pages 

on your LW site. 

 

(See images below).  
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15.b.2 Social Media Sharing Icons for Articles   
All full articles now have Facebook Like and Twitter Share buttons under the title in the body of the 

article. Appropriate meta data (Title, description, link, etc.) that is required by Facebook is automatically 
generated when a visitor "likes" your article. This will allow your readers to share your articles on their 

Facebook and Twitter pages.  
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