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Site Builder Toolkit Basics 
This document covers the basic elements of Site Builder Toolkit (SBT). Some areas covered are templates, 
layout, creating and editing pages, and navigation.  Please take some time to become acquainted with the 
information contained here-in. 
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The page will appear as the following layout. Replace the placeholder text with actual text describing the School 
or Departments programs. Complete as much other information and links as provided on the page. Delete any 
unnecessary content. 
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SCHOOL / DEPARTMENT FACULTY AND STAFF LISTING PAGE 
To create a Faculty and Staff Listing template, select the Template icon on the tool bar (highlighted in red) and 
the choose the Image and Information layout at the bottom as highlighted.  

 

The page will appear as the following layout. Replace the placeholder text with actual text listing the Faculty/Staff 
information. Delete any unnecessary content. 
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META DATA  

The metadata of an HTML lets authors specify meta data -- information about a document rather than document 
content -- in a variety of ways. For the purposes of the CSN website, the following Metadata tags can be included 
through SBT; Page title and Keywords. This metadata is used as descriptors for search engines to locate the page 
on the web. 
 

PAGE TITLE 
The webpage title is a required element of your webpage. Replace New Untitled Page with the name by which 
you want the page to be known. The title is used by the major search engines as the most important piece of 
information available in order to help them determine the topic of your page, and thus to determine the ranking 
of your page in their search results. The title is displayed in the search results as the most prominent piece of 
information available to searchers. The title is displayed by the visitor's browser in the border of the viewable 
screen as the visitor is viewing your website and used as the name for a favorite or bookmark. 
 

 
 

KEYWORDS 
Keywords tag is supposed to be a brief and concise list of the most important themes of your page. Pick the 10 or 
15 terms that most accurately describe the content of the page. Meta keywords tags should adhere to the 
following guidelines: (1) keep your list of keywords or keyword phrases down to 10 - 15 unique words or 
phrases; (2) separate the words or phrases using a comma (you do not need to leave a space between words 
separated by commas); (3) do not repeat words or phrases; (4) put your most important word or phrases at the 
beginning of your list. Click the Search Engine link on the toolbar and type a few keywords in the keywords box. 
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CLONE A PAGE  

It may be expedient to create a new page based on an existing page, instead of creating it from scratch. This 
applies if you've invested significant effort in the layout of a page and you want to create a new page with all or 
most of the same formatting—where content is the main difference.  
 

 
 
While viewing the existing page you want to clone,  
click the COPY BUTTON 
In the Manager's. SBT returns you edit mode.  
Click PUBLISH to save the new page on the website. 
 
At this point, you have created an exact copy of the original page—with the following exceptions:  
It will not be a container page, even if the original page was—therefore, it also will not have any subordinate 
(child) pages.  
Two names likely are not as you want them:  
The navigation panel link for the cloned page is identical to the original page link.  
The Title Bar name is “Copy of xxxx”, where xxxx is the original page's name. 
 
To correct these issues and while viewing the page in edit mode (where SBT returns you after you made the 
copy), click the NAVIGATION tab and change: 
To the name you want to appear in the page's Title Bar; 
To the name you want in the navigation panel for this page; 
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To the pop up hint you want to give the user when the mouse pointer is hovered over the link.  
Click Publish  to save the changes  
 
 

If you navigate to a different page without clicking Publish, your 
changes are lost 

 

EDITING PAGE CONTENT 

Editing the content of pages with SBT is similar in many ways to editing with MS Word and many other document 
editors. SBT also does well accepting material copied from other sources and pasted in its editing window. You 
may not achieve exactly the results you want by pasting from another source if the formatting is complex. Keep 
this in mind if you chose to create your content in another application (Word, WordPerfect, FrontPage, etc.) then 
copy it into the SBT editing window: don't use overly complex formatting. Plain text, such as you'd copy from 
Notepad, is a safe source.  
 
Editing page content typically involves navigating to the page and clicking the Edit this page icon in the page 
footer or header, which opens the Edit screen with the Pages tab and Main Content option selected. 
 

GET ACQUAINTED WITH THE EDIT SCREEN  

 

 Two occurrences of disposition buttons (top and bottom):  
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Save & Lock
 

 

Saves the content to the web server, but does not publish it (changes are not 
visible to users navigating to the page). Useful when content is in process, but not 
complete. You should click Save at any point in your editing where you don't want 
to risk losing what you've done.  

 

Appears after page is SAVED.  Will not appear if you do not have publishing 
permissions. 
 
Saves the content and publishes it, replacing what users see.  
 
If you fail to click either Save or Publish before leaving a viewing mode—even 
within the Pages tab—you lose all unsaved edits.  

Publish
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Preview
 

   OR 

 

Returns to the website, displaying the page you were editing. You lose all 
unsaved edits if you click this button without first clicking SAVE or PUBLISH .  

Published Version

 

Button shows up only after page is saved. 
 
This is the major “oops” button—it restores the content of the page being 
edited to what most recently was saved or published. All unsaved edits are 
lost. Useful when you decide your edits are so badly compromised you want to 
revert to your last saved version.  

Revert

 

Closes the edit window and reverts to the “picklist”—the screen that allows you 
to select a page to manage. You lose all unsaved edits if you click this button 
without first clicking SAVE or PUBLISH .  

List

  

 Content options:  
In the database —the default setting that defines a page whose content is stored in the SBT database and edited 
using SBT tools.  
At a URL —defines a pass-through page that redirects the user to a different web page  
In an include file —content from a file is presented to the user as if it were on this page. This is a special-use 
option whose use is beyond the scope of this document.  

 This is the content area for the page as it appears when a page is newly created—it's your empty canvas for 
creating your page. 

  The scroll bar for the content editing area (not to be confused with the scroll bar for the full browser 
window). 
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In the Open Image dialog, you will see the files are stored in directories associated with individual departments 
and groups.  
Navigate to your department or groups directory, if the file you intend to use is listed in the right panel, double-
click the file name. 
If the Image dialog appears again, click OK 
 

To Upload an Image 

Please see the section on Uploading Documents and Images 
 

NOTE:  Files larger than 1mb cannot be uploaded in the manner 
described.  You must either change the resolution to 72dpi if an 
image, or break up the file into 1 or more documents if a word 
or word-type document.  If neither is an option, contact your 
Webmaster. 
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FINE-TUNE THE GRAPHIC LAYOUT 
 
After the image is included in your page, you may fine-tune its 
placement by right-clicking the image to reopen the Image dialog 
and manipulating the options.  
Width: and Height: initially show the implicit size of an image. 
You may type new values to override the implicit size, affecting 
only the display size on your page.  
 

Changing the values does not affect 
the image file size. It's better if the 
image is sized to your usage before 
you include it, rather than use these 
controls to dynamically resize it 

 
 

HSpace: controls the amount of horizontal space to the left and right of the image.  
VSpace: controls the amount of vertical space at the top and bottom of the image.  
Border: controls the weight in pixels of the border or frame around the image. A value of 0 (zero) specifies no 
border.  
Align: controls the alignment of the image with respect to the text line in which it occurs.  
 
 
Including a graphic image at the cursor and manipulating the Align: option has the following effects:  
 

Left  Right  

Without going into great detail, there are many good 
reasons for using styles appropriately instead of 
applying explicit formatting to text. If you think you 
have a valid requirement for additional styles, discuss it 

with your local site administrator 
and/or webmaster. SBT provides a 
table function that is conceptually 
similar to tables in Word, but the 
manipulation is somewhat more 
constrained. Tabular information 

copied from Word, Excel and many other sources 
generally paste nicely into the editing area. You may 
find it easier to create your tables in another 
application and copy/paste them into your based page. 
It generally is easier to do all the formatting in the 
other application before copying and pasting into the 
edit space.  

Without going into great detail, there are many good 
reasons for using styles appropriately instead of 
applying explicit formatting to text. If you think you 
have a valid requirement for additional styles, discuss it 
with your local site administrator 
and/or webmaster. SBT provides a 
table function that is conceptually 
similar to tables in Word, but the 
manipulation is somewhat more 
constrained. Tabular information 
copied from Word, Excel and many other sources 
generally paste nicely into the editing area. You may 
find it easier to create your tables in another 
application and copy/paste them into your based page. 
It generally is easier to do all the formatting in the 
other application before copying and pasting into the 
edit space.  
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Top  Middle  

 
Without going into great detail, there are many good 
reasons for using styles appropriately instead of 
applying explicit formatting to text. If you think you 
have a valid requirement for additional styles, discuss it 
with your local site administrator and/or webmaster. 
SBT provides a table function that is conceptually 
similar to tables in Word, but the manipulation is 
somewhat more constrained. Tabular information 
copied from Word, Excel and many other sources 
generally paste nicely into the editing area. You may 
find it easier to create your tables in another 
application and copy/paste them into your based page. 
It generally is easier to do all the formatting in the 
other application before copying and pasting into the 
edit space.  

 
Without going into great detail, there are many good 
reasons for using styles appropriately instead of 
applying explicit formatting to text. If you think you 
have a valid requirement for 
additional styles, discuss it 
with your local site 
administrator and/or webmaster. 
SBT provides a table function t
is conceptually similar 
to tables in Word, but the manipulation is somewhat 
more constrained. Tabular information copied from 
Word, Excel and many other sources generally paste 
nicely into the editing area. You may find it easier to 
create your tables in another application and 
copy/paste them into your based page. It generally is 
easier to do all the formatting in the other application 
before copying and pasting into the edit space.  

hat 

Bottom  Absmiddle  

 
Without going into great detail, there are many good 
reasons for using styles appropriately instead of 
applying explicit formatting to text. If you think you 
have a valid requirement for additional styles, discuss it 
with your local site administrator and/or webmaster. 
SBT provides a table function that is conceptually 
similar to tables in Word, but the manipulation is 
somewhat more constrained. Tabular information 
copied from Word, Excel and many other sources 
generally paste nicely into the editing area. You may 
find it easier to create your tables in another 
application and copy/paste them into your based page. 
It generally is easier to do all the formatting in the 
other application before copying and pasting into the 
edit space.  

 
Without going into great detail, there are many good 
reasons for using styles appropriately instead of 
applying explicit formatting to text. If you think you 
have a valid requirement for additional styles, discuss it 
with your local site administrator and/or webmaster. 
SBT provides a table function that is conceptually 
similar to tables in Word, but the 
manipulation is somewhat more 
constrained. Tabular 
information copied from 
Word, Excel and many other 
sources generally paste 
nicely into the editing area. You may find it easier to 
create your tables in another application and 
copy/paste them into your based page. It generally is 
easier to do all the formatting in the other application 
before copying and pasting into the edit space.  
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Texttop  Baseline  

Without going into great detail, 
there are many good reasons for 
using styles appropriately instead of 
applying explicit formatting to text. 
If you think you have a valid 

requirement for additional styles, discuss it with your 
local site administrator and/or webmaster. SBT 
provides a table function that is conceptually similar to 
tables in Word, but the manipulation is somewhat more 
constrained. Tabular information copied from Word, 
Excel and many other sources generally paste nicely 
into the editing area. You may find it easier to create 
your tables in another application and copy/paste them 
into your based page. It generally is easier to do all the 
formatting in the other application before copying and 
pasting into the edit space.  

 
Without going into great detail, there are many good 
reasons for using styles appropriately instead of 
applying explicit formatting to text. If you think you 
have a valid requirement for additional styles, discuss it 
with your local site administrator and/or webmaster. 
SBT provides a table function that is conceptually 
similar to tables in Word, but the manipulation is 
somewhat more constrained. Tabular information 
copied from Word, Excel and many other sources 
generally paste nicely into the editing area. You may 
find it easier to create your tables in another 
application and copy/paste them into your based page. 
It generally is easier to do all the formatting in the 
other application before copying and pasting into the 
edit space.  

The differences among some options aren't obvious. The best way to see how the Align: option affects your page 
is to experiment with it. 
  
It requires HTML markup beyond the scope of this document to have other than simple text-wrapping around an 
image.  
 
A table can be a simple and effective alternative to complicated HTML markup for placing an image in relation to 
text.  
Include a one-row table with two or three columns.  
Include the graphic in the appropriate cell.  
Include text in adjacent cells.  
Control the layout using the table functions discussed in Manipulate Cells.  
 

INSERT SPECIAL CHARACTERS 

Position your cursor at the point you want to insert a special 
character.  
Click the Special Characters icon   on the toolbar.  
Click a special character in the dialog window to insert the 
character. 
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WHAT'S THE DIFFERENCE BETWEEN DELETE AND PURGE?  
Deleting a page means that you can still go back and find the page on the page listing. (Make searching for your 
deleted pages easier by filtering only on deleted pages.) Deleting a page is recommended if you think you might 
want to reactivate the page or use the content again. 
 
Purging a page means that it's gone forever. Any copy or images on the page will have to be recreated if you 
want it again. 
 

The majority of the SBT Users will NOT have permissions to 
Purge. 

WHAT ARE NAVIGATIONAL AND HYPERTEXT LINKS AND HOW DO I ADD THEM?  
A navigational link connects to information within the CCSN website. Creating navigational links is recommended 
rather than recreating content on your page. Consult the site map, A to Z index, or the search function if you are 
looking for particular information and want to know if it already exists on the site. 
Add a navigational link by creating the link information (text) within your main content. Highlight the text and 
select the ‘link' (chain) icon in the editor. On the URL line, type the page number of the page you want to link 
followed by .asp.  
 
A hypertext link connects to an external Web site or an original document created in Acrobat, Word, or Excel.  
Follow the same directions for adding a navigational link. However, to link to an external Web site, you must type 
the entire Web site address. Also, in the target line, type the word ‘new'. This will open the site or document in a 
new browser window and is required for all hypertext links.  
 
 

WHEN COPYING/PASTING PAGES FOR MIGRATION, HOW DO I 'CLEAN UP' MY PAGES?  
Cleaning up pages means removing any font or tab markups from the original document. It will make it much 
easier for you to apply the style sheets in SBT to your copy. Removing all HTML tags is not recommended. First, 
sweep out the Microsoft Word mark ups; then the font tags; and finally, the span tags. 
 
 

HOW DO I USE SPELL CHECK?  
In the editor (main content) menu, highlight the text you want to check and select the ABC icon. 
 

HOW DO I INSERT A PICTURE OR GRAPHIC ON MY PAGE?  
Be sure the name of the picture contains no special characters or blank spaces. (A file named “Dog Splashing & 
Tub/yesterday.jpg” won't work). Dashes, underscores, upper and lower case letters are acceptable. (Files named 
like this: DoginTub.jpg or dog_in_tub.jpg will work). 
 
Before placing the picture or image on your page, manipulate the size, file format and resolution in image-editing 
software such as Photoshop Elements or Microsoft's Photo Editor. If the picture is from a digital camera, use the 
editing software that came with the camera. 
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The image size should be no larger than 150 K. (Subject to change; use this until further notice).  
Required file formats are GIF for line art and JPEG for pictures. Required resolution for Web images is no more 
than 72 dpi.  
 
To place a photo or image on your page, select the picture frame icon and browse to where the picture is stored 
on the web server. 
 
 

HOW DO I ADD ALT TEXT TO MAKE MY PICTURES AND IMAGES ADA COMPLIANT?  
When adding an image, complete the alt text box with the appropriate text. 
 
If the image is already part of your content, simply right click on the image and complete the alt text box that 
appears. 
 
 

I WANT TO PUT A TABLE ON MY PAGE. WHAT'S THE BEST WAY TO DO THAT?  
Either use one of the pre-defined tables or create the table in Microsoft Word or Front Page and then place it on 
your page. 
 
 

I ADDED CONTENT AND WENT BACK TO THE WEB SITE, BUT MY CONTENT WAS NOT THERE. WHAT 
HAPPENED?  
More than likely you saved the page, but didn't publish it to the Web site. Select the hammer and screwdriver 
icon and find your page and select it. Publish the page to the site to drive the information to the site. 
 
 

HOW DO I ENTER A SOFT RETURN? (ONE-LINE)  
To create a paragraph break or hard return (two-lines), Hit the enter key. To create a one line return or soft 
return hit shift + enter at the same time. 
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