Site Admin Suite Training
Introduction

The Site Admin Suite enables you to:
Edit/amend your webpages
Insert documents and images
Create new webpages

Section 1 — Opening the application and connecting to a site

Go to: Start > Programs > Third Dimension > Site Admin Suite

The program will open, check your registration and then display a Connect box.
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Connect to Site
Choose a site ko begin

Wiehsite:

Isername: Itest.tdlhnsting.cu.uk

Passwiord: I********

Conneck I Cancel Help |

You will need to type in your password, then press connect.

The pages available for editing are visible in the Site Exploygrat the top left. If you have lost any of
your boxes on the left they can be brought back by clicking on the small icons in the tool bar.
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Click to open a folder or double click to open a file.
Section 2 — Text editing & the Properties box
Open a page.

Click on the Properties tab if it isn’t already selected.



a x

| Paragraph *'I—"'—-EI— Properties dropdown
. [to select the tag to edit,
EE %4. | eq. hyperlink)
B Appearance
Alignment Undefined :I
Class bigheading
Direction Where the properties
Languange - forthe item
Title [zelected above]
E— are diplayed
Disabled False
TabIndex n

B 1dentification
(]

E Prnpertiem”

Idle

| — Properties tab

Click on items (heading, picture, table and hyperlink) and see what fespare available in the
properties box.

You can type new text into the page and use the align and format bttttohange the way the text
appears.

To remove all formatting use the Remove Formatting bu"g 1.

If you wish to copy and paste text from another document, use the Ciopy (© and Paste Plain (Ctrl
+ Shift + V) to move this text into the page.

N.B.

» If something goes wrong you can use the undo/redo bu -2 M
» Underlined text on websites generally means that it is a yfed it is advisable not to use this
option.

Once you are happy click on the Save but = . This automatically updates your website live.

You can then Preview your page using - B ptton at the bottom of the right hand pane. If it is
showing you something old, check you have saved it and then press thie befttes in your internet
browser.

Section 3 — Hyperlinks

Site Links

Click and drag an .htm file from the left onto the page. It will automatically linkedile.



The link may appear blue or purple not the colour it should. If this isadbe select the text and use the
Remove Formatting butto <

Select the text and replace it with the title you require. If your hyperlink lgaek to looking like the rest

of the text on your page, the hyperlink is lost, so press the undo buttoyparitié new text inside the
link and delete the text from around it.

External Links

Type your company’s name. Select the text and click the add hypeditdn == . Choose the top radio
button then after the http:// type in your domain name.
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You may wish for the link to open in a new window. To make this happédanicle the hyperlink text
and go to the properties box. In fharget field use the dropdown and seletiank.
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Email Links

Type in your name. Select the text and click the hyperlink bt **nThen choose the email address
radio box and type in your email address. Press OK.
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Save your work and use the preview button to view it. Now test the links.

N.B.

* If your hyperlink turns the same colour as the rest of the texirtkdnas been lost, so use the
undo button, select just the link text and try again. If this doesrk type your heading within
the link and remove the old text from around it.

* To remove the hyperlink there is a break hyperlink button next to the hyperlink button.

Section 4 — Adding a file

The simplest way to add a file (be it an image or a pdf ntd where the file is on you computer in
explorer. Click on the file and drag it across into the Site&gpldrop it on the folder that you want to
insert it into. Images should ideally go into the images foldeclwbhan be found by clicking on the
website name (above pages) and scrolling down.

If you wish to remove a file, right click on it and chodsslete
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You then need to add a link to the file on the page. For an imade,qusi open the page you want to
put it on and drag the file from the left to where you want them on the page.



If you are uploading a pdf you will probably want to make the target _blank as above.
Save your work and use the preview button to view it and check any links.

Section 5 — Tables

Insert a table using th ~# putton.

Type in 3 columns and 2 rows

Insert Table e x|
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You can manipulate the table using the handles or if you want It tbefipage type 100% in the width
field of the Properties box.

To insert rows use the insert row but™= To delete rows the delete row buti =". Columns can also
be added by using the other buttons in that row.

To select the entire table either use the handles in the corner
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or select Table in the Properties box dropdown.
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Once the Table is selected you can edit it's properties in tyegres field or delete it by using the
delete on your keyboard.

Section 7 — New Pages & Headings



Choose the folder which you would like the new page to be added into. Nowradd @age using the
new page butto B

Click on the Toolbox tab next to the Site Explorer tab.
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Scroll through the toolbox and add a new heading by draggingnedaumheading Now you can
change the title as you did with the hyperlink.
Section 9 - Help

There is a help included with the Site Admin Suite. You can ad¢hesshrough the top menu or by
pressing F1.

Or ring Third Dimension on 01963 251222.



