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Introduction

This manual is designed to introduce you to and show you how to effectively use the rich text
editor. It will cover the following topics:

e General formatting

e Uploading images, inserting images into text and resizing images
e Tabulating text

e Hyperlinks and bookmarks

e Microsoft Word

Prerequisites

It is assumed you have already read the Site Owners — Getting Started manual, as it covers
first time use of the system, interface features and an explanation of content types.
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How to use this manual

Throughout this manual there are a number of things you should look out for that will help
you understand the information being presented.

Figures

Most step-by-step examples within this manual refer to figures that visually represent what is
being discussed.

. /3 sitewizard v1.0 - Management console login - Microsoft Internet Explorer I ] 53
Figure X.X ¢ =
Close this window || —
Description of figure. * /.‘
Update your site '
from anywhere, |
sitewizard a'“‘Yt” ne ik i'l: ‘

Management console login

Pleaze :nleryour username and password in the boxes B —
provide:

Click here to retrieve your password

Username:
System requirements
Password:
- Internst Explarer 5.5 (PC) or newesr
- Cookies enabled (Security seting Medium recommended)
(o] - JavaScript enabled

Additional options

Add to favourites

Notes

Notes are shown whenever additional information is available. They should always be
consulted as they often contain important information.

NOTE

Informative text.
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Commonly used terminology

Throughout this manual you will see a lot of terminology, which may or may not be unique to
Sitewizard.

Table 1.1: Commonly used terminology

TERM DESCRIPTION

Module A module is a collection of features within Sitewizard
that perform a particular function. For instance, the
‘change design’ module changes the way your site
looks.

A module is generally accessible by choosing it from
the navigation menu.

Module toolbar When you load a module within Sitewizard, the toolbar
is shown directly underneath the module’s name.

The toolbar contains buttons that perform an action
when clicked upon.

Navigation menu  This is a tree-based menu system. Clicking on a folder
will load the options within it.

It is shown on the left-hand-side of the screen.

Task Panel Task panels are designed to give you options related to
what you are doing.






Getting started

About the editor

When you add or modify content on your Web site, you will specify metadata such as the
title, description and also the body — using the rich text editor.

For example, when you add a news article, you define the title, description, date and the body
text of the article.

Figure 2.1 pag41’iue Page Conkent >tinns

Many content modules Page Content
allow you to enter rich

4 BB o o @ g ¥V Bl Heb
text as the body. -
B 7 U Td = = E iz = &€ &
Normal = — Ao m
Always look for the -
“Content“ tab When The content of the page is shown here The content of the page is
mod|fy|ng items on your shown here The content of the page is shown here. The content of

. the page is shown here.The content of the page is shown here._
Web site.
The content of the page is shown here The content of the pagelis shown
here The content of the page is shown here The content of the page is shown
here The content of the page is shown here The content of the page iz shown
here The content of the page is shown here The content of the page is shown
here.

The content of the page is shown here The content of the page iz shown here The content of the page is
shown here The content of the page iz shown here The content of the page is shown here. The content of
the page is shown here. The content of the page is shown here.

[

wysivwpg mode

The rich text editor should be used to control all aspects of your content editing and layout. It
provides support for:

e Tables: Whole tables, inserting columns/rows, deleting columns/rows, merging and
splitting cells.

e Images: Image upload and management.

e Links: Link to pages on your Web site, external links and bookmarks (anchors).
e Horizontal rules.

e Lists: Bulleted or numbered.

e Indenting: Left to right.

e Fonts and colours.

e Headers and paragraphs (e.g. Heading One, Heading Two, etc).
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Site Design properties

The content that is editable within the rich text editor will already look a certain way — e.g.
the font will be certain size and colour. This look and feel is drawn directly from the design
your Web site is using.

This means that you can change the design of your Web site and your content will also be
changed to reflect the properties of the new design.

Quick button reference

The following buttons are available, categorised by function.

Global functions

e ® Cut: Cuts the currently selected text from the content.

o B Copy: Copies the currently selected text from the content.

7

Paste: Pastes the last cut or copied selection (doesn’t have to be from the editor —
e.g. Microsoft Word text).

Undo: Undoes the last action.

7

. Redo: Redoes the last action.

o ™ Eind: Loads the search dialogue. Find any occurrence of text within the current
content.

Font Formatting
e Style Selector: Select the type of text block it is, e.g. Heading, Paragraph, List, etc.

e B Bold: Make the currently selected text bold/non-bold.

Z Ytalics: Make the currently selected text italics/non-italics.

U Underline: Make the currently selected text underlined/non-underlined.

5 Text Colour: Change the colour of the text or the selected horizontal rule.

& Background Colour: Change the background colour of the text.
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Text Formatting

Left Align: Align the currently selected text block to the left.

i

Centre: Centre the currently selected text block.

il

Right Align: Align the currently selected text block to the right.

Bulleted List: Make the currently selected text block (paragraph) a list item.

M
I

Numbered List: Make the currently selected text block (paragraph) a list item.

i
"

Increase Indent: Indent the currently selected text block.

-~ Decrease Indent: Decrease Indent the currently selected text block.

Other Functions

= Table: Inserts a table.

™ Image: Loads the image management tool. From here you can pick an image from
your Web site’s file system, upload a new file or create a new folder to place images
in.

Link: Create/edit a hyperlink.

& Bookmark: Create/edit a bookmark or anchor point.

— Horizontal Rule: Inserts a horizontal rule.
£ Insert Symbol: Insert a special character or symbol.

* Starting Point: Insert a predefined block of HTML code, such as a bulleted list or
table.

< Code Sweeper: Sweeps through the current HTML code to remove all Word-
generated HTML.






General Formatting

Applying site design properties (styles)

All content within your Web site links to what is called a Cascading Style Sheet (CSS),
located within your site's file system. The CSS tells a browser how to render a page — what
font to use, the size of the font, the colour, the position of the text.

Sitewizard employs CSS files because it distances your content from the layout of the site.
This makes it possible for you to change your site design without affecting your content.

The editor inherits the style definitions from the CSS file so you can use them within your
content, links and tables.

Best Practices

Where possible, try to use Heading and Paragraph styles on your content. These are selected
from the Style Selector. Style Sheet settings have already been set up for these text block
types to make it easier for you to edit content.

Applying a style to text
To apply a style to text, follow these steps:

1. Simply select the text that you wish to apply the style to. Then select the style name
from the Style Selector.

2. You will then notice that the text will change to be displayed the way the style sheet
intended (Figure 3.1). Of course, this depends on what the style is. For example, a
Heading 1 will look a lot different then the Normal text block (paragraph).

NOTE

If you have defined custom colours for your Headings or Paragraph text (and your design supports this), they
will not be shown within the management console.

Fig ure 3 1 Page Title  Page Content | Options
H Page Content

Applying a style to text. g
4 BB ™ Mg VB e
B 7 U & &G === == &= Style Selector
Heading1 | — e @ H Q@ M
Heading One|
The content §f the page iz shown here The content of the page is shown here. The content of the page iz
shown here The content of the page it shown here The content of the page iz thown here. The content of
the page iz shbwn here The content of the pags is shown here The content of the page is shown here.
The content of the page iz shown here The content of the page is shown here The content of the page iz
shown here The\content of the page is shown here The content of the page is shown here. The content of
the page iz showi here. The content of the page is shown here.

Normal style
Heading 1 style
wysivyg mode
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Applying a style to table cells or rows
You can also apply a style to a table cell or an entire table row.

1. In any table cell, click the right mouse button and choose Cell Properties... or Row
Properties.... The Properties dialogue will load.

2. Choose the appropriate style from the CSS Selector.

3. When you click on the OK button, the style will be applied to the row or cell.

Horizontal rules

A horizontal rule is a separator that can be used anywhere in your text. The editor allows you
to insert and modify existing horizontal rules.

Inserting a horizontal rule
To insert a horizontal rule in your text, follow these steps:

1. Place the cursor at the position you want to insert a rule. If you select text it will be
replaced by the rule.

2. Click on the Horizontal Rule — icon.

3. A horizontal rule will be inserted at the point specified (Figure3.2).

Figure 3.2 Page Title  Page Cantert |0Dt\ons

Inserting a horizontal a2 EImEE

rule. h By @R gVt Bk
B UTEESSSEEFE
Noimal vl_ £ Q|

The content of the page iz thown here.The content of the page iz thown here The content
of the page iz shown here_The content of the page is shown here . The content of the page
is shown here.

The content of the pags iz shown here The content of the page is shown here.The content of the page is
shown here The content of the page is shown here The content of the page is shown here. The content of
the page is shown here. The content of the page iz thown here The content of the page is shown here.

hhe content of the page is shown here The content of the page is shown here. The content of the page iz

shown here The content of the page is shown here The content of the page is shown here. The content of
the page is shown here. The content of the page is shown here.

-]

wygiwyg mode

Changing the colour and size
To modify the properties of a horizontal rule, follow these steps:

1. To modify a horizontal rule, click on the rule. A number of selector handles will be
shown.

2. Click on the right mouse button and select Edit Properties.... A dialogue window
will be shown.
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3. You can specify the size (height in pixels), the width, colour (Figure 3.3), and an
optional style.

4. Click on the OK button to accept the changes.

Figure 3 3 Page Title  Page Content |Opt\ons
Changing the colour of a U e i Select Color - Web Page Dialog x|
horizontal rule. & B o ™ ¢ ’E& v i—NamedCanursi Chosen Calor:
=== T —
UEUBCICRESSISEES |« HEmmsgifeae =
m /3 Edit Horizontal 1 1} EEEE
EEY EE B
[ Width: [100% Size (Height): |2 EUEEEEEEEER ]
T [ 1 I | H N
s (] | mEEEESam Eooin
9| HOE u
| |
Tl 0K Cancel [ [ 1]
s RN
thE Fage T sRown ere The comerr orre pat | HNEEE [ 111}
| | [ [ []] | 1] |
| |
[ |
HEE
. [ ]
The content of the page is shown here The coi
shown here. The content of the page iz shown
the page iz shown here. The content of the pac EEEE .........==
(]}
0K Cancel

Starting Points

The editor allows you to insert pre-built HTML into your text. This provides you with a
starting point to create layouts.

To insert a starting point, follow these steps:

1. Place the cursor at the position where you would like the inserted HTML code to
appear.

2. Click on the Starting Point ‘& icon. A dialogue window will be shown.
3. Select from the choices displayed (Figure 3.4).

4. Click on the OK button once you have made your selection.

The HTML will be inserted into the text.
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Figure 3.4

Pick the starting point
that you wish to insert.

Page Title  Page Content | Options

Page Content

N R BPY
B 7 1 T d5 === =
Noimal = — Ei Q m
The content of the page is shown here.

of the page is shown here.The content
is shown here.

The content of the page is shown here The co
shown here. The content of the page iz shown
the page is shown here. The content of the pac

The content of the page iz shown here The co
shown here The content of the page is shown
the page iz shown here The content of the pag

x4 Table

Text & Formatting

Paragraph with image

the RHS (within & table)

o

Inzerts & four rosw by four cell takle.

Inzerts & paragraph with & image on

Heading, Paragraph and image
Inserts & heading and & paragraph
weith & inage on the RHS (within s

Heading and Paragraph

114

Inzerts & headinﬁ ancl Earagragh.

Cancel

L x

The content
wf the page

the page is
& content of
wih here.

the page is
& content of

=l

wysivyg mode




Images

Inserting a new image

To insert an image into your text that already exists on your Web site, follow these steps:
1. To insert an image, click on the Image B icon.
2. The image properties dialogue window will be loaded (Figure 4.1).

3. You will notice that the top Browse window is showing you the images that are
currently in the 'images/' folder on your Web site. You can either select an image from
this folder by clicking on the image name, or load another folder listing by clicking on
the folder name.

4. When you select an image from the list, its properties will then be displayed in the
preview pane and fields.

5. You can also change the border, alignment and add some alternative text.

6. Once you are happy with the properties, click on the OK button to insert the image
into the text within the editor (Figure 4.3).

Figure 4.1 Page Title Page Content |Opt|0n5
The text before an image P T
is added to it. 4 BB o gV < B e

B 7 U T = = E = i= & i
Click on the Image icon nemal | — @ BIE £ =
to load the Image . . e o - hown horeTh Bl
. . . e content of the page is shown here. The content of the page is shown here_The content
|nsert|0n d|a|09ue of the page is shown here. The content of the page iz shown here.The content of the page
window. is shown here.

The content of the page is shown here.The content of the page is shown here The content of the page is
shown here. The content of the page is shown here The content of the page is shown here The cantent of
the page is shown here The content of the page is shown here The content of the page is shown here.

The content of the page is shown here.The content of the page is shown here The content of the page is
shown here. The content of the page is shown here The content of the page is shown here The cantent of
the page is shown here The content of the page is shown here.

|

wyziveg mode
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Figure 4.2 /3 Insert Image -- Web Page Dialog x|
The image dialogue RS
window allqws you to ﬁl.ll)loatl new image IQCreme folder
choose an image from
your Web site [ & 2003010172952 jng 23Kk =]
[ & St 61 75555 b jpo L — |
A preview of the image
is shown when you click
on it.
Source: |}"rl'tp:.f.fdemos'rte.s'rtewizard com.auimagesG_200303101 72952 _thumb jpg
Alt. Text: | |
width: (150 Height: 112
HSpace: l:l WVSpace: I:I
Border: l:l Align: I 'I
[1].4 Cancel
Figure 4_3 Page Title  Page Content |Options
The text after the image LsciContent
has been added to it. 4 BB MY B
B r U Ty dy = = = = = &
Notice that the image oma -] — = B 0 Q 5
has also been aligned to
. The content of the page is shown here. The content of the page is
the ”ght- shown here.The content of the page is shown here. The content of

the page is shown here.The content of the page is shown here.

The content of the page is shown here.The content of the page is shown
here.The content of the page iz shown here The content of the page is shown
here.The content of the page iz shown here The content of the page is shown
here.The content of the page iz shown here The content of the page is shown
here.

The content of the page is shown here. The content of the page is shown here The content of the page iz
shown here. The content of the page iz shown here The content of the page is shown here The content of
the page iz shown here The content of the page is shown here.

[-|

wysivupg mode

Editing image properties

To modify the properties of an image that is already within your text, follow these steps:

1. Click on the image. You will notice that a number of selectors will now be shown
around it (Figure 4.4).

2. Click on the right mouse button and choose Edit Properties.... The image properties
dialogue window will be shown.

3. You can either pick another image or change any of the properties.

4. Click on OK button when finished.
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Figure 4 4 Page Title Page Content |Optinn5

Page Content

Editing the properties of
an image. & B oo o g4

The content of the page is sthown here. The content of the page is
shown here The content of the page is shown here. The content of
the page ic shown here.The content of the page it chown here.

The content of the page is shown here The content of the page iz shown
here.The content of the page iz shown here The content of the page is shown
here.The content of the page is shown here The content of the page is shown
here.The content of the page is shown here The content of the page is shownl
here.

Cut

Copy
Paste

Select Al

The content of the page is shown here. The content of the page is shown here The cont
shown here. The content of the page iz shown here The content of the page is shown here The content of
the page iz shown here The content of the page is shown here.

[

wysivpg mode

Uploading and managing images on your site
Uploading a new image
At some point it will become necessary to upload a new image to your Web site.

To upload a new image, follow these steps:

1. Click on the Image B jcon.

2. When the image dialogue window loads, click on Upload new image option in the
Browse window.

3. An image upload dialogue window will be loaded (Figure 4.5).

You will now have to choose an image from your computer's hard drive or network.

4. Click on the Browse button. You will be presented with a listing of folders or files on
your local computer (Figure 4.6). Browse the file system until you find the desired
image and then click on Open.

5. Now click on the OK button to upload the file. You may have to wait a few moments
for the file to upload depending on your connection speed and the size of the file.

Check the image you are uploading is not too large. Any image larger than 100K may
take some time to upload and may also prove obstructive to your Web site visitors,
e.g. being forced to wait too long to view a page.

6. As soon as the image is uploaded the image file listing will be refreshed and your
image will be listed. You can then choose it from the list to use in your content
(Figure 4.7).
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NOTE

You can only upload JPEG or GIF images.

Figure 4.5

The image upload
dialogue window.

Click on the Browse
button to choose an
image to upload.

Figure 4.6

3 Upload image - Microsoft Internet Explorer o ]

— Image upload

Choose an image | Browse. ..
ko upload:

— Image Resizing {optional)

The image resizing bool is a quick method of resizing images. You should use a
professional image editing package to receive the most optimal resulks, or if
wou have very large images {over 1000 pixels).

Fill in these figlds bo change the size of the image when uploaded, Leave the
Height field blank to resize proportionally,

Specify a widkh (=) I:I Specify a height () I:I

0K | Cancel |

Choose an image file to
upload from your
computer.

Choose file 2=l
Laak jr: I@Sample Pictures j Lol cF E-

Elua hills.jpg desktop.ini Sunset.jpg

My Computer
Thurnbs,db
-
N etk File name: IWater lliez.jpg j Dpen I
Files of tupe: [l Fites (=7 =l I|
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Figure 4.7 /3 Insert Image -- Web Page Dialog x|
Once the image has B
been uploaded’ you will @UJIOHH new imade |@Creme folder
be able to choose from
the image listing [Bf 5 20030310172952, e R — |
[ & 2003051017295 thumb THh
[B7 wster lies jpg TE R — |

Source: |hﬂp:.f.fdemos'rte.s'rtewizard.com.au.ﬁmagesWater Iilies.jpg| |

Alt. Text: | |

Width: Height:
HSpace: l:l WSpace: I:l
Border: D Align: I 'I

0K Cancel

Resizing images when uploading

When uploading a new image, you can optionally resize it using the editor's built-in resizing
technology. This is useful for photos taken with a digital camera or scans of a photo (which
are both potentially large images).

To resize an image when uploading it, follow these steps:

Click on the Image E icon,

When the image dialogue window loads, click on Upload new image option in the
Browse window.

An image upload dialogue window will be loaded.

Repeat the same process as mentioned in Uploading a new image to choose the image
from your computer's hard drive.

Once you have chosen the image to upload, scroll past the upload field. You will
notice an area for image resizing (Figure 4.8).

Leaving these fields blank will leave the image unchanged when uploaded. However,
entering details into the width and height fields will resize the image upon upload.

If you only specify a new width for the image, it will be resized proportionally (e.g.
specify 200 pixels for the new width and the new height will be proportional to the
original size).

Specifying the width and height will resize the image exactly to those dimensions.

Click on OK button to upload the file.
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Figure 4.8 2} Upload image - Microsoft Internet Explorer = 0] x|
When you are uploading
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Deleting an image on your Web site
To physically delete an image on your Web site, follow these steps:
1. Click on the Image E icon.

2. Locate the image you wish to delete (either in the current listing or within image
folder if it exists) and click on the Delete e icon (Figure 4.9).

Figure 4.9 3 Insert Image -- Wehb Page Dialog ll
Physically deleting an B
Image on your Web site. @U pload new image |€;Creme folder

[B 5 20030310172852 jpqy e R — |

@' 6 20030510172952 thumb jpg THh =)

[ wesster liies jng T3kb E

Source: |

Alt, Text: | |
width: [ | Heigh [ ]
Hspace: [ | wSpace: [ ]
Barder: [I | mign: [ =]

oK Cancel

WARNING

If you have references to this image anywhere on your Web site, a broken image will appear. Make sure that
there are no references to the image are on your site before you delete it.
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Creating folders to organise images

You are able to create folders on your Web site to upload images into. This allows you to
organise your images into more manageable listings.

To create a new folder to upload images into, follow these steps:

1. Click on the Image E jcon.

2. When the image dialogue window loads, click on Create folder option in the Browse
window.

3. A new folder dialogue window will be loaded. Enter the name of the new folder and
click on the OK button.

4. Once the success screen has loaded click on the Continue button. The image listing
will be refreshed with the new folder shown (Figure 4.10). You can now upload new
images into this folder.

Figure 410 ; Insert Image -- Web Page Dialog 1[
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Tables

If you wish to present tabulated information or have different types of layouts for your text,
then you should use tables.

The rich text editor allows you to insert new tables, modify existing table properties, manage
table rows and manage table cells.

Relative and fixed-width tables

Many people use tables to layout their text. Tables can be used to tabulate your text, place
your text in columns or even position images around text.

The rich text editor lets you do this, but there are a few things that you should know about the
use of tables before you start.

Table widths - percentage vs. pixels

When a new table is created within the editor, its width is set at 100%. This means that the
table will be as wide as whatever contains it.

Your Web site and Sitewizard's rich text editor are two types of containers the table will
appear in. The table may appear wider on your Web site than it does within the rich text
editor, because the editor does not occupy the entire width of your screen. Therefore, 100%
of the screen on your Web site will be considerably larger than 100% of the rich text editor.

If you want to use a table that does not change width on your Web site, you must use pixel
widths. When creating a new table, type in a pixel width of 400 rather than a percentage
width of 100% (the default value).

When the pixel width table is placed within your text you will notice it appears smaller than
the total width of the editor.

Figures 5.1-5.4 show four examples of percentage and pixel width tables. The first two show
the same percentage width table in the rich text editor and on the Web site. The second two
show the same pixel width table in text editor and on the Web site.

T sitewizard v1.0 - Microsolt Internet Eplorer

Figure 5.1 £ sitewizard v VIEW YOUR SITE !
page management )
The percentage width D et C—
table in the rich text o Update paye
editor takes up all of the | SR U e s s i s b
available space. T e R rom e 5
j‘ m:’::u @ eastzio Page Content
- YR L
B ok Ll B s I TEAEEEE|SE®IE
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Figure 5.2

The percentage width
table in the Web site.

Notice that it scales to
take up the available
space within the design
container.

Figure 5.3

The pixel width table in
the rich text editor.

Figure 5.4

The pixel width table in
the Web site. It is shown
at the same size
regardless of the parent
container size.
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Cell widths

As mentioned previously, table widths can either be percentage widths or exact pixel widths.
Table cells can also be percentage widths or exact widths.

Simply edit the Cell Properties of any table cell to change the cell width.
Figure 5.5 is an example of a percentage width and exact pixel width cells.

Figure 5.5

The difference between percentage based cell widths and exact pixel width cells.

< 250 pixels width > < 100 pixels width >

< 60% width > < 30% width > 10%

Inserting a table

To insert a table, follow these steps:

1. Place the cursor in the position within the editing window where you want it inserted.

2. Click on the Table icon.
3. A table dialogue will appear (Figure 5.6). Change the given values to suit your needs.

4. Once you are happy with the settings click on the OK button (Figure 5.7). Click
Cancel if you do not wish to insert the table.

Figure 5.6 /2 Enter Table Information - x|
The new table dialogue Table Width: Earder:

box.
Rows: Cell Padding: EI
Colurmns: Zell Spacing:
align: I "I

oK Cancel
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Modifying table properties

To modify an existing table’s properties, including width, alignment, padding and spacing,
follow these steps:

1. Click any one of the table cells.
2. Click the right-mouse button and select the Table Properties... option (Figure 5.8).

3. The table properties window will be shown. Change the values that are relevant and
click on OK.

. Copy
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Table Rows

Inserting a new table row
To insert a new table row, follow these steps:

1. Click in any of the table cells within the row you wish to insert a row above.

2. Click the right-mouse button and select the Insert Row option.

Modifying table row properties

To modify an existing table row’s properties, including background colour and alignment,
follow these steps:

1. Click any one of the table cells in the row.
2. Click the right-mouse button and select the Row Properties... option (Figure 5.9).

3. The row properties window will be shown. Change the values that are relevant and

click on OK.
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Deleting a table row

To delete an existing table row, follow these steps:
1. Click in any cell within the table row that you wish to delete.

2. Click the right-mouse button and select the Delete Rows option.
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Table Columns/Cells

Inserting a new column
To insert a new column into a table, follow these steps:

1. Click in any cell within the table.
2. Click the right-mouse button and select the Insert Column option.

3. A column will be added to the left of the cell you had your cursor in (Figure 5.10).
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Changing the background colour of a cell
To change the background colour of a cell, follow these steps:

1. Click in the table cell.

2. Click the right-mouse button and select the Cell Properties... option.

3. Click on the colour block next to the background colour field.

4. A colour palette will load (Figure 5.11). Pick the colour you wish to use.

5. Click on the OK button (Figure 5.12).
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Hyperlinks

Hyperlinks provide you with a method of linking to other Web sites and pages within your
own Web site. You can also link to anchors or bookmarks within content.

Creating links

Linking to another page
To create a link to another page on your Web site, follow these steps:

1. To insert a link, select the text or image that you wish to hyperlink.

2. Click on the Link ® icon. The link dialogue will be shown (Figure 6.1).

3. To link to a page, simply select the folder within the folder tree and then select the
page from the listing on the RHS.

4. Click on the OK button once you have finished.
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Linking to a bookmark or anchor
To create a link to a bookmark/anchor within the content, follow these steps:

1. To insert a link, select the text or image that you wish to hyperlink.

2. Click on the Link icon. The link dialogue will be shown.

3. To link to a bookmark or anchor point within the current content, you can either select
it from the Bookmark select box (Figure 6.2) or type it into the URL field (e.g. #top).

4. Click on the OK button once you have finished.
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Modifying hyperlink properties

To modify a hyperlink’s properties, follow these steps:

1. Click on the text that is currently linked or select the hyperlink.

2. Click on the Link = icon. The link dialogue will be shown.

3. Simply change the hyperlink shown in the text box or choose a new page, and click
on the OK button.

Removing a hyperlink

To remove a hyperlink, follow these steps:

1. Click on the text, the image that is currently hyper linked or select the hyperlink.

2. Click on the Link icon.

3. The link dialogue will be shown. Simply click on the Remove Link button.



Bookmarks

Bookmarks are special links or anchors that can be placed around text. You may link to
bookmarks to create elements such as a table of contents (TOC). The heading in the TOC
would have a link to the bookmark as it appears in the content.

Inserting a bookmark
To insert a bookmark, follow these steps:

1. Select the text or image that you wish to the bookmark to apply to.

2. Click on the Bookmark B icon.
3. The bookmark dialogue will be shown.

4. Type in the name of the bookmark in the field provided and click on the OK button.

Changing a bookmark’s name

To change the name of a bookmark, follow these steps:

1. Click on the text that currently has a bookmark.

2. Click on the Bookmark £ icon. The bookmark dialogue will be shown.

3. Simply change the name and click on the OK button.

Removing a bookmark

To remove a bookmark, follow these steps:

1. To remove a bookmark, click on the text or image that currently has a bookmark
applied to it.

2. Click on the Bookmark B icon. The bookmark dialogue will be shown.

3. Click on the Remove button.






Microsoft Word

Microsoft Word™ is a popular and easy to use word processing application. You may be
using this application to create your content for your Web site.

You can copy content from your Word™ document to the Sitewizard rich text editor;
however Microsoft Word™ generates additional code that is generally unsuitable for
deployment on your Web site.

There are two methods you can use to copy Word™ content to the editing component.

1. Copy and paste the content from the Word™ document to the Sitewizard editor and
run the Word Code Sweeper.

2. Install and utilise Microsoft's Office™ 2000 HTML Filter 2.0 for Word™ 2000 and
Excel™ 2000.

Download and use instructions are contained at the following link:

http://office.microsoft.com/downloads/2000/Msohtmf2.aspx

The Microsoft Word code sweeper

From time to time you will need to cut and paste text from Microsoft Word™ into the editor.
You should be aware that some HTML code errors will be found in the final product when
developing Web site content using Microsoft Word™.

To combat this problem, the rich text editor has a Word code sweeper built in.

Using the code sweeper
To run the sweeper, follow these steps:

1. Copy and paste the content from Microsoft Word™ into the editor (Figure 7.1).

2. To run the sweeper, simply click on the Code Sweeper < icon.

3. Click on the OK button when prompted (Figure 7.2).
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Figure 7.1

Content copied directly
from Microsoft Word into
the rich text editor.

The Word Code
Sweeper has not been
applied to it yet.
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Figure 7.2

The text after the Word
Code Sweeper has been
applied to it.
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