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Don’t Just Communicate.  Collaborate.
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General Concepts

Logging into the CMS

1. Some website layouts have the login box embedded in the design of the page.  If your layout does not include a login box, type http://www.yourdomainhere.com/login.aspx to go to the general login page.

2. Enter a valid username and password for a web administrator.

3. Click “Submit”.
Navigating to the Site Admin page
1. Log into the CMS.

2. Some website layouts will automatically redirect a successfully login to the Site Admin page.  If your layout does not, right click anywhere on the page to display the context menu.

3. Select “Site Admin” in the context menu.

Navigating to the Content Admin page

1. Log into the CMS.
2. Some website layouts will automatically redirect a successfully login to the Site Admin page.  If your layout does not, right click anywhere on the page to display the context menu.

3. Select “Content Admin” in the context menu.

Alternate Method
1. Navigate to the Site Admin page.

2. Inside the top left section (“Website”) , click the “Pages” link

Alternate Method #2
1. From any Admin Page: the CMS Admin section has a standard navigation that includes a button “Website”.  Clicking on this button will display the “Pages” link in the navigation.

Working with Web Pages
Adding a Page

1. Log into the CMS.

2. Navigate to the Content Admin page.
3. OPTION A: At the top center of the Content Admin page, click the link “Add Content”.
OPTION B:  Locate the section  on the Tree View of the site where you want to add the new page and click on the “Add Child Content” link which appears on the right side of Tree view
4. Enter in the page properties (also called “Meta Data”).  Many of the properties are optional, but the critical items are:
a. Parent Content Area – this allows you to put the page into a subsection of your site.  The website navigation works as a hierarchy so selecting a parent content area will flag your new page as a “child” or sup-page of the parent.

b. Name – this is the title of the page.

c. Content Order – although not required, this property allows you to control how the page is ordered in the website’s menu.  The numbers must be integers but do not need to be sequential.  If you have three pages with Content Orders of 5, 37, and 86, the website menu will list them in that order.

5. Click “Submit”.

6. Use the CMS Editor to create new content for your new page.

7. Click “Submit”. 
Editing a Page

1. Log into the CMS.

2. Navigate to the Content Admin page.

3. On the left side of the page, use the plus signs [+] to expand the website page hierarchy until you find the page to edit.

4. Click on the title of the page.

5. On the right side of the page, a list of options will appear when you click on the page title.  

6. Click the link “Edit Main Content Area”.

7. Use the CMS Editor to add, edit or delete the page content.

8. Click “Submit”.

Alternate Method
1. Log into the CMS.

2. Navigate to the page to edit within the website

3. Right click on the main section of the page to display the context menu.

4. Select “Edit Main Content Area” in the context menu.

5. Use the CMS Editor to add, edit or delete the page content.

6. Click “Submit”.

Editing a Page’s Properties (“Meta Data”)

1. Log into the CMS.

2. Navigate to the Content Admin page.

3. On the left side of the page, use the plus signs [+] to expand the website page hierarchy until you find the page to edit.

4. Click on the title of the page.

5. On the right side of the page, a list of options will appear when you click on the page title.  

6. Click the link “Edit Properties”.

7. Adjust the Properties in the web form as needed.

8. Click “Submit”.
Alternate Method
1. Log into the CMS.

2. Navigate to the page to edit within the website

3. Right click on the main section of the page to display the context menu.

4. Select “Edit Properties” in the context menu.

5. Adjust the Properties in the web form as needed.

6. Click “Submit”.

Deleting (“Recycling”) a Page

1. Log into the CMS.

2. Navigate to the Content Admin page.

3. On the left side of the page, use the plus signs [+] to expand the website page hierarchy until you find the page to edit.

4. Click on the title of the page.

5. On the right side of the page, a list of options will appear when you click on the page title.  

6. Click the link “Recycle”.

7. In the confirmation box, click “OK”.

Moving a Page to another Section

1. Log into the CMS.

2. Navigate to the Content Admin page.

3. On the left side of the page, use the plus signs [+] to expand the website page hierarchy until you find the page to edit.

4. Click on the title of the page.

5. On the right side of the page, a list of options will appear when you click on the page title.  

6. Click the link “Edit Properties”.

7. Change the “Parent Content Area” to the new desired section for the page.

8. Click “Submit”.

Working within the Editor

The Editor Workspace
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Spellcheck  
1. Click on the Spellcheck Icon   [image: image3.png]



2. The page is automatically scanned for misspelled words, which will appear highlighted in yellow. Clicking on the highlighted words provides a drop down list of possible corrections, or the word may be ignored or added to the system Dictionary so that the word won’t appear misspelled again.
3. Once finished, to exit out of Spellcheck Mode, click on the “Finish Spellchecking” or “Cancel” buttons in the top right are of the page.

Find & Replace  
1. Click on the Find & Replace Icon    [image: image4.png]



2. Initially the “Find” tab is visible. This mode allows you to find a specific word or phrase on the page 

3. To Find & Replace a word or phrase, select the “Replace” tab and complete the Find and Replace fields.

4. Select Replace to replace the 1st instance of the word or phrase.

5. Select Replace All to replace all instances of the word or phrase.

Pasting Content
It is fairly common to paste content from other sources onto your web pages. These sources are typically Word documents, emails, etc. The common keyboard shortcuts can be used with the editor as well. For example, to paste the text from a Word document onto the webpage, select the section in the Word document and use the CTRL+C keys. Within the editor position the cursor where you want to paste the content. You can use the CTRL+V key, however, it is recommended you use the icon “Paste as Plain Text” - [image: image5.png]


.

This will remove any underlying formatting and extraneous code that can compromise the layout of the page. Once the content is placed on the page, apply any desired formatting using the Editor’s formatting tools.
Undo & Redo
The ability to undo and redo the last several actions within the editor is simple. Select the Undo Icon - [image: image6.png]


 to step back and the Redo Icon - [image: image7.png]


to repeat the last action which has been undone.
Image Manager 
Uploading / Inserting an Image

1. Click on the Image Manager Icon  [image: image8.png]



2. In the Image Manager, you first need to select a folder on the web server to place your files.  In the file manager (the bottom left box), you will see two folders called “Image”.  The TOP folder is for images that will only be used on the current page, blog, or other piece of content.  The BOTTOM folder is a shared folder that can be accessed throughout the whole site.  Files in this folder can be placed in multiple locations without re-uploading copies of the image.  Double click the “Image” folder that will store the image.

3. After double clicking the “Image" folder, you will see a list of existing images in that folder.  If no images exist in the folder, the file manager box will appear blank.  If you do not need to upload a new image, you can select the image for inserting and skip to Step 9.

4. After double clicking the “Image" folder, the “Upload Image” tab becomes enabled.  Click the “Upload Image” tab.

5. Use the “Browse” button to find the image on your local computer.

6. Click “Upload”.

7. After the image uploads, you will be redirected to the main “Image Manager” screen and the uploaded image will be selected.

8. You can choose to add a Tooltip or “ALT” tag text for your image by setting the properties in the bottom right box.

9. Click “Insert”.


Editing Properties of the Image

You have the ability to modify an image by adding a border, aligning the image, adding spacing, and adjusting the size of the image. To edit any of these properties, select the image and Right-Click. You will see an Image Properties window.

To Add a Border:

1. Place a numeric value in the Border Width field (the number signifies the number of pixels).

2. Select a Border Color

3. Click OK

To Align an Image:
1. Click on the Image Alignment drop down
2. Select the desired alignment
3. Click OK
To Add Spacing (padding) to an Image

1. Place a numeric value in the Horizontal Spacing/Vertical Spacing field (the number signifies the number of pixels).

2. Click OK
To Adjust the Size of an Image
1. It is recommend not to increase the size of an image as this will often result in a fuzzy or distorted image. You may find it necessary to decrease an image. 
2. Click on the Lock Icon [image: image9.png]g 5



 to ensure that the proportions of the image remain intact.
3. Adjust either the Height or Width of the image 
4. Click OK
Hyperlinking an Image

1. Select the Image (you will see squares along the perimeter of the image if you have properly selected it)
2. Click on the Document Manager icon [image: image10.png]



3. Follow Step 2 on below in the ‘Document Manager’ section

Flash Manager   
1. Click on the Flash Manager Icon [image: image11.png]



2. Double click the Document Folder you wish to upload the file to. 
3. After double clicking the “Document" folder, you will see a list of existing files in that folder.  If no files exist in the folder, the file manager box will appear blank.  If you do not need to upload a new file, you can select the file for inserting and skip to Step 6.
4. After double clicking the “Document" folder, the “Upload Document” tab becomes enabled.  Click the “Upload Document” tab.

5. Use the “Browse” button to find the document on your local computer.

6. Click “Upload”.

7. After the file uploads, you will be redirected to the main “Flash Manager” screen and the uploaded file will be selected.

8. You will need to specify the Height and Width of the Flash object for it to display correctly. (The creator of the Flash object should be able to provide these settings)
9. You may also place a checkmark on the “Loop” feature to set the Flash object to continually run.

10. Click Insert

Media Manager   
Use the Media Manager to upload video or audio files

1. Click the Media Manager Icon [image: image12.png]



2. Double click the Document Folder you wish to upload the file to. 
3. After double clicking the “Document" folder, you will see a list of existing files in that folder.  If no files exist in the folder, the file manager box will appear blank.  If you do not need to upload a new file, you can select the file for inserting and skip to Step 6.

4. After double clicking the “Document" folder, the “Upload Document” tab becomes enabled.  Click the “Upload Document” tab.

5. Use the “Browse” button to find the document on your local computer.

6. Click “Upload”.

7. After the file uploads, you will be redirected to the main “Media Manager” screen and the uploaded file will be selected.

8. Click Insert

Document Manager   
Use the Document Manager to upload and Insert a Document to your website
1. Click on the Document Manager Icon  [image: image13.png]



2. In the Document Manager, you first need to select a folder on the web server to place your files.  In the file manager (the bottom left box), you will see two folders called “Document”.  The TOP folder is for documents that will only be used on the current page, blog, or other piece of content.  The BOTTOM folder is a shared folder that can be accessed throughout the whole site.  Files in this folder can be placed in multiple locations without re-uploading copies of the file.  

Double click the “Document” folder that will store the document.

3. After double clicking the “Document" folder, you will see a list of existing files in that folder.  If no files exist in the folder, the file manager box will appear blank.  If you do not need to upload a new file, you can select the file for inserting and skip to Step 9.

4. After double clicking the “Document" folder, the “Upload Document” tab becomes enabled.  Click the “Upload Document” tab.

5. Use the “Browse” button to find the document on your local computer.

6. Click “Upload”.

7. After the file uploads, you will be redirected to the main “Document Manager” screen and the uploaded file will be selected.

8. You can choose to add a Tooltip for your document or have the document open in a new window by setting the properties in the bottom right box.
9. To have the document open in a new browser window on your webpage, click on the Target dropdown and select “New Window”

10. Click “Insert”.

11. By default, the document link has the file name as the link text.  To change this link text for opening the document, right click on the link inside of the CMS Editor window.

12. Select “Set Link Properties” from the pop up context menu.
13. In the Hyperlink Manager, select the “Hyperlink” tab.

14. Change the “Link Text” property to the desired text (e.g. “Click here to download”).

15. Click “OK”.

 Hyperlink Manager   

Linking to another page on your website

1. Click on the Hyperlink Manager Icon  [image: image14.png]



2. The first window that appears will be the “Content Link”

3. In the Content drop down, select the page name (note the pages appear in order they were added to the website)
4. Click OK

5. If you need to change the link text, you can either select the text that is displayed and make your changes, or while your cursor is on the link click on the Hyperlink Manager again
6. Select the Hyperlink Text tab

7. Type desired link text in the Link Text field

Linking to a URL outside of your website

1. Click on the Hyperlink Manager Icon  [image: image15.png]



2. Select the Hyperlink tab

3. Type or paste in the URL

4. Type in the Link Text that you want to appear on your page

5. It is recommended that you open links outside of your website in a new browser window. To do this, click on the Target drop down and select New Window

6. Type in any desired Tooltip text in the Tooltip field

7. Click OK

Anchors
Anchors are ways to setup hyperlinks within a page. They are ideal for pages with lots of content that can be broken down into various sections. 
1. Highlight the first word of the section you want to link to

2. Click on the Hyperlink Manager Icon  [image: image16.png]



3. Click on the Anchor Tab
4. Select a Name for your Anchor (typically a short descriptive word for easy reference)

5. Click OK

6. Position the cursor where you want to create the link text (this is the text that the user will click on and will jump to the section indicated in Step 1)

7. Click on the Hyperlink Manager Icon  [image: image17.png]



8. Click on the Hyperlink Tab

9. Select Existing Anchor drop down and select the Anchor name you created in Step 4

10. Click OK

To Remove A Hyperlink
1. Select the link text

2. Click on the Remove Hyperlink Icon [image: image18.png]



Formatting Tools
There are several common formatting tools within the editor. These are the same tools used in the Microsoft Office suite. 


[image: image19.png]




Tables
Tables are necessary to use when you want to create columns of content on your page, similar to newspaper column layouts.

1. Click on the Table Icon [image: image20.png]



2. Select the number of rows and columns you need (you can modify this easily later 
3. You will then see the table on your page. You can click on an edge and drag/resize it. [image: image21.png]



4. Place your content into the cells

To Format Your Table

With your cursor anywhere in the table, right click to see the Table menu. From here you can add or delete rows or columns and set the Table or Cell Properties

Table Properties

Height/Width:  specifying these dimensions will force your table to be constrained 

Background: you can specify a color for the background of your table

Alignment: you can specify the alignment (top, bottom, right, left) of your table

Cell Spacing: increase the amount of space between the cells of the table (numeric value)

Cell Padding:  increase the white space between the cell border and the content (numeric value)

Background Image: to place an image behind your table, select this option and you will be given the opportunity to select an image from the Image Manager. 

Border: First select a color for you border by clicking on the “x” drop down. Then you many select the various border options. The thickness of the border is adjusted with the “+” and “-“ field.
Cell Properties

These are similar to the Table Properties. By default the Content Alignment is set to a vertical centering which most always needs to be adjusted so that the content in each cell begins at the top of the row. Click on the Alignment button to adjust this.

Width: the width of a cell will adjust to the content unless a value is put in this field. In addition to fixed pixel values, you can also put % values – 50% for example.

Height: the height of a cell will adjust to the content unless a value is put in this field. It is recommended that this value be left blank for this reason.

Background: you can specify a color for the background of your table

Background Image: to place an image behind your table, select this option and you will be given the opportunity to select an image from the Image Manager. 

Symbols
The editor comes with common symbols for use on web pages:

[image: image22.png]



1. Click on the Symbol Icon [image: image23.png]



2. Select the desired symbol

Fonts
The editor comes with HTML supported fonts that can be applied to text. 

To apply a font, select your text and click on the Font drop down box. You can also apply a size.
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Headers
Several pre-set Header styles are built with your site. These can be adjusted for your specific website. To apply a Header style, click on the Header Icon: 
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Format Stripper
It may be necessary to remove a style before applying a different style to selected content. The Format Stripper will delete underlying formatting code that is not visible through the design view of the editor. Select the Format Stripper Icon [image: image26.png]


 and choose one of the options available to remove the Fonts or Styles from your selection

Cascading Style Sheets
Your website comes pre-built with custom styles for you to apply to your pages in order to keep your look and feel consistent from page to page. These styles can be modified by your designer. By clicking on the Style Sheet drop down, you can apply a style to content that you have selected on your page.
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Font & Background Color
To change the color of your text

1. Highlight the text you want to change

2. Click on the Foreground Color Icon [image: image28.png]



3. Select the Color

To change the background color behind your text

1. Highlight the text you want to change

2. Click on the Background Color Icon [image: image29.png]



3. Select the Color

Inserting a New Paragraph
This function is useful to clear out any styles from previous sections and be able to apply new styles. Click on the Paragraph icon to insert a new paragraph [image: image30.png]



Horizontal Lines
To create a horizontal line to separate sections of your content or for other visual effects, click on the horizontal line icon  [image: image31.png]


. 

Horizontal lines can also be formatted by selecting the line and adjusting the height and width or applying a background color using the Background Color Icon (see Font & Background Color section of this guide)

CMS Site Admin

The Site Admin page contains the functionality for the Membership (security) feature as well as the CMS Add-ons (Calendar, Blogs, RSS Feeds, Shared Documents, Photo Gallery, Video Gallery, and Image Carousel). 
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Membership Management
If you subscribe to the Membership Module, you will have access to the Members panel in the Site Admin. This is where you define the security for your website. 
To Add Members
1. Click on the Add Members link. 
2. Complete the form

3. Select the appropriate User Role

4. Click Submit

To Edit Members (here you can change the user’s profile, make users inactive or change their user role)

1. Click on the Manage Members link

2. Select the Edit icon next to the user account

3. Make appropriate changes to the profile

4. Click Submit

To Delete Members 

1. Click on the Manage Members link

2. Select the Delete icon next to the user account

3. Confirm deletion

To Un-Delete Members 

1. Click on the Manage Members link

2. Click on the Manage Recycled Members link at the top

3. Locate the user to un-delete

4. Click the Restore link 

Registration Methods

There are 3 possible ways to setup the registration of users on your website. These can be changed by clicking on the “Member Registration Settings” link in the System section of the Site Admin.  

1. Instant:  Users complete your registration form and are given instant access to your secured areas. Note:  An email is automatically generated when someone registers. The email address you want this notification to go to needs to be indicated in the To: field in the Member Registration Settings. 
2. Approval:  When users register, their accounts are not active until an administrator edits the profile and switches the Member Status to Active. An email is generated to the address of your choice (indicated through the Member Registration Settings) to notify you when someone has registered.
3. Verify Email: When users register, an email is automatically generated to the address they fill in on the registration form, requiring them to click a link to complete the registration. An email is generated to the address of your choice (indicated through the Member Registration Settings) to notify you when someone has registered.


Friendly URLs
Friendly URLS are used for several purposes. The URL for each page created on the website through the CMS is created dynamically using a page numbering method ( i.e. http://www.yourdomain/Content/ContentDisplay.aspx?ContentID=19), making the URL difficult to remember. With Friendly URLs you can create a page name “alias” which can be a shortened URL, i.e. www.yourdomain/SalesMeeting.  

Friendly URLs are also used to redirect pages so that when a user clicks on a menu item, a page outside of the domain can open or a file, document or page that is not setup in the standard CMS navigation can be setup. A common use for this is when you want to have a menu item open a PDF that you’ve uploaded through the Document Manager.

Adding a Friendly URL

1. Log into the CMS.

2. Navigate to the Site Admin page.

3. Inside the top left section (“Website”) , click the “Friendly URLs” link

4. At the top center of the Friendly URL Admin page, click the link “Add Friendly URLs”.

5. Enter in the Friendly URL properties.  The critical items are:

a. Friendly URL – this is the web address that you want the system to automatically redirect FROM.  If a user manually types this value into the web browser address bar, the system will automatically navigate away from this page to the “Unfriendly URL”.  (i.e. http://www.yourdomain/Content/ContentDisplay.aspx?ContentID=19)
b. Unfriendly URL – this is destination page of the redirect.

6. Click “Submit”.

Editing a Friendly URL

7. Log into the CMS.

8. Navigate to the Site Admin page.

9. Inside the top left section (“Website”) , click the “Friendly URLs” link

10. On the Friendly URL Admin page, find the row with the Friendly URL and click the second icon in the row.   If you move your mouse over the icon without clicking it, you will see a pop up tooltip that explains you need to left click the icon to edit the Friendly URL.

11. Modify the Friendly URL properties.  The critical items are:

a. Friendly URL – this is the web address that you want the system to automatically redirect FROM.  If a user manually types this value into the web browser address bar, the system will automatically navigate away from this page to the “Unfriendly URL”.

b. Unfriendly URL – this is destination page of the redirect.

12. Click “Submit”.

Calendar Module
ADDING an Event:

1. Login as an Administrator

2. Right Click and go to Site Admin

3. In the Library section (bottom left) click on the link for Events

4. You will see a monthly calendar. Navigate to the date you want to add an event and double click the square

5. Fill in the appropriate details (note: uncheck the All Day Event box to adjust the dates/times). The ‘TITLE’ appears on the calendar view, the ‘DESCRIPTION’ is able to be viewed once a user clicks on the event in the calendar.

6. Scroll to the bottom and click ‘INSERT’

ADDING MORE DETAILS to an Event:

1. Login as an Administrator

2. Go to the page on the website which has the calendar displayed

3. Locate the item to edit

4. Click once to go to the details page

5. Position your cursor at the Description text and right click

6. Choose Edit Description

7. You will get a popup box with the Editor tools which then allow you to 

MODIFYING an Event:

1. Login as an Administrator

2. Right Click and go to Site Admin

3. In the Library section (bottom left) click on the link for Events

4. You will see a monthly calendar. Navigate to the event you want to modify and double click the square

5. Make any changes

6. Scroll to the bottom and click ‘UPDATE’

DELETING an Event:

1. Login as an Administrator

2. Right Click and go to Site Admin

3. In the Library section (bottom left) click on the link for Events

4. You will see a monthly calendar. Navigate to the event you want to delete and click on the red ‘X’ in the upper right corner of the title

5. Confirm delete

Appendix
Adding a News Item to the scrolling News:
1. Login to the website

2. Right click and choose ‘Content Admin’

3. In the ‘tree view’ of on left side of the page, open up ‘Other, No Navigation’

4. Scroll to the bottom and click on ‘News Ticker’

5. When News Ticker is highlighted, click on the link in the list on the right side ‘Add Child Content’

6. In the ‘Name’ field enter in the text you want to appear in the news list

7. To upload a thumbnail graphic (should be 90 pixels in width), click on the Select button in the Standard Navigation area, browse to your computer and select the file.

8. If you want to put a Sunrise Date or Sunset Date, enter those in

9. If you intend to have the news item redirect to a PDF, select Yes to Open in a New Window

10. Scroll down to the bottom and click Submit

11. You will then be in the Editor where you can provide a more detailed description of the News item, create links to PDFs or other URLs, etc..  Note: If you intend to have the news item redirect to a PDF, use the Document Manager to load the PDF to the Documents folder and once uploaded, highlight the path and click CTRL+C to copy it (you will paste it as directed below)
12. Click Submit

To redirect to News Item to a  PDF:
1. First open up a new browser window, right click and select Content Admin

2. Navigate to the News Item in Other, No Navigation, and click the link to ‘View’ on the right side of the page

3. Return to the original browser window

4. Right Click and select Site Admin

5. Click on the Friendly URLs link in the left Admin Panel

6. Click the link to Add a Friendly URL

7. In the TO: input box, click CTRL+V to paste in the PDF link

8. Navigate to the other browser window with the page for the News Item and select the part of the URL after the domain name (i.e. /Content/ContentDisplay.aspx?ContentID=1) and click CTRL+C 

9. Return to the original browser window where the Friendly URL input page is and In the FROM: input box, click CTR+V
10. Click Submit
SEAMLESS LOGIN ADMINISTRATION
AgencyWorks / Broker Gear:

If a new user registers on the site and has an EXISTING Broker Gear login, you will need to use the website admin utility to add the Broker Gear username to the user’s profile in order for the seamless to work. To do this, login to the website, right click and select Site Admin. Click on the Manage Members link in the Members area. Find the user and click on the middle icon to the left of the username. Click on the AgencyWorks link at the very top of the page. You can then edit the SSO Username and put the correct Broker Gear code in the field.

If a new user registers on the website and DOES NOT have an existing Broker Gear login, you need to create the login in Broker Gear using the same username as the website (you don’t have to worry about a password matching up). Once you have created the Broker Gear account, the seamless login will work.
iGo

If you had iGo setup on your current site, and an agent needs access to saved cases, they will need to register on the website and use their iGo username. Otherwise, the seamless link will create an iGo account based on the new website username.

WinFlex Web

Agents will need to login once to WFW in order to establish the seamless connection. If they don’t already have an account created they will be prompted to create one, and then login the initial time. 

Kaplan
Agents who have not setup a Kaplan profile will be prompted to create a PIN and complete the Kaplan online questionnaire the first time they click on the Efficient Forms link on the website. Subsequent times that they click on the link, they will not be prompted to login.
If an agent has an existing Kaplan profile at the time the seamless link is setup on the website, the Kaplan UserID and Password must be obtained from Kaplan and added to the user’s profile in the Site Admin. To do this, login to the website, right click and select Site Admin. Click on the Manage Members link in the Members area. Find the user and click on the middle icon to the left of the username. Click on the Efficient Forms link at the very top of the page. You can then edit the SSO Username and Password and put the correct values in those fields. 

BISG

If a new user registers on the site and has an EXISTING BISG login, you will need to use the website admin utility to add the BISG username and password to the user’s profile in order for the seamless to work. To do this, login to the website, right click and select Site Admin. Click on the Manage Members link in the Members area. Find the user and click on the middle icon to the left of the username. Click on the BISG link at the very top of the page. You can then edit the SSO Username and Password and put the correct values in those fields.

If a new user registers on the website and DOES NOT have an existing BISG login, you need to create the login in BISG (via the BISG Control Panel you currently access) using the same username as the website. You will need to assign a random password in the BISG system and then re-enter that password in the Site Admin. To do this, login to the website, right click and select Site Admin. Click on the Manage Members link in the Members area. Find the user and click on the middle icon to the left of the username. Click on the BISG link at the very top of the page. You can then edit the Password and put the correct values in.

Bold  Italic  Underline Strikethrough





Alignment





Indent/Outdent     Numeric List  Bullet List





Lowercase   Uppercase





Content Area





Editor Tools





Design View (default)





HTML View 





Full Screen View 





Save draft version to load later 





View the page within the website framework 





Publish the page 





Purges ALL previous versions of the page 





Each time a page is published the previous version is archived. To revert to a previous version, select and click “Submit”  








