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1 Introduction

With the Home Page Editor (HPE) you can customize the look of your Intranet’s home page
by uploading your own JPEG images, HTML, Word, Excel or PDF files, as well as create
hyperlinks to other websites.

To get started, you must first log into your Intranet site as an Administrator.

From your Intranet home page, click on in the intranet Library icon located at the bottom of
the page, then on the Home Page Editor link. The HPE will open up in a separate window.

— @@ Home Page Editor

Figure 1: Accessing the Home Page Editor

2 Editable Sections on Home Page

The HPE allows you to edit specific areas of your home page screen. You can have up to 9
editable sections (i.e. top, middle, bottom, and left, center, right).

https://www.gointranet.com - Zippy Lube Franchising, Inc. Online System

Th|S Sample home Welcome Dan Martin! (10:05 AM) m—
Franchisee
page has only one ippy Zrancht
editable section Ube™ system
that we’ll call the
section. Daily.
(13 thl Trlvla
center Rhode Island is the smallest
Aviamation . state in size in the United
Aviamation SeCtIOI‘l States.
Annual Convention! .rnglrm'i.mrg:ﬂ:
Sign Up NOW!!! Hi:69°F Hi:70°F Hi:72°F Hi:69°F Hi:68°F
076 13 147 25
e & W H @ o
Mail Forums News Library Profile Search Log Out L%I; Y suport

Done www.gointranet.com (@

Figure 2: Intranet Home Page with Sample Editable Section




Online’ Home Page Editor — Administrator Manual

3 Home Page Editor Main Screen

Below is how the main screen for the Home Page Editor would look for the sample home
page shown in Figure 2.

All sections of your home page that available to be edited will be listed. Although the
example shows only one section, your Home Page may have more.

Below are the different positions for your Home Page Editor.

Center Section: €D [ Details ]
Click Edit Click
to modify Details to
the section edit the
information name of
itself. the section.

Figure 3: HPE Main Screen

3.1 Editing Sections

Click Edit on the HPE Main Screen to edit a section.

There are no items in a section until you add them, so the first time you click Edit, you will
see the screen below:

D No items have been uploaded yet for this position.

Click on New to
add a new item to
the section.

Figure 4: Editing a Section
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3.2 Adding New Items

Clicking on New while editing the information in a section (see Figure 4), displays the Add
Iltem menu so that you can easily add text, images, documents or links to your Home Page.

Select the item

Cancel
type from the drop- l What type of item would you like to add?

down list. .. |-] Add Item |

3.21

[Image

mage
External Link
Text

PDF File
HTML File
Word Document
Excel Document

... then click on the
Add Item button.

Figure 5: Add Item Screen

Adding Images, PDF files or Word and Excel Documents

This section describes the procedures involved when the selection you want to add is an
image, PDF file, Word Document or Excel Document. The basic steps are the same for all
four item types. (See Figure 6)

1.

2.
3.

To turn the image or file into a link, type the URL in the Link box. (Note: You must
include http:// or your link will not work!)

Give the item a name in the Label box.

Yes is the default choice for Hide Navigation and correct for image, PDF, Word and
Excel files, and it will hide browser navigation buttons on the pop-up window that will

appear for the item.

To select an image for upload in the New File box, click on Browse. (Note: image

files must be JPEGS).

If you do not select a user group from the Assigned List box, your changes will not

show up to anyone.

Make sure to click Add Item when finished.
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Cancel
Link: (leave blank if no link needed)

Label:
Hide Navigation: Yes ~|

New File: Browse...

Assigned List:
Add Item |

Figure 6: Adding an Image, PDF, Word or Excel File

3.2.2 Adding External Links

This section describes the procedures involved when you want to add an external link to
your Home Page.

1. Type the URL for the website you want in the Link box, making sure to include the
http://.

2. Give the item a name in the Label box.

3. Yes is the default choice for Hide Navigation and will hide browser navigation
buttons on the pop-up window that will appear for the item.

4. Choose which user groups for whom you want this item to be viewable in the
Assigned List box.

5. Make sure to click Add Item when finished.

Cancel

Link: i
Label: |

Hide Navigation:[Yes |

Assigned List: | -
_Add Item

Choose No if you .
wish users to be

able to navigate
through the
website you are
linking out to when
the pop-up window
appears for that
item.

Figure 7: Adding an External Link
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3.2.3 Adding Text Blocks

This section describes the procedures involved when you want to add a text block to your
Home Page.

1. Give the item a name in the Label box.

2. Type the text you want to appear on your home page in the Text box. HTML tags
can be typed directly into the Text box or by copying and pasting the source code
from an HTML editor (such as Composer or NVU). Note: Source code created in
Microsoft Word or other Microsoft programs will result in compatibility issues.

3. Choose which user groups for whom you want this item to be viewable in the
Assigned List box.

4. Make sure to click Add Item when finished.

Cancel
Label:

Text:

Assigned List: | -
Add Item |

Figure 8: Inserting Text Blocks

3.2.4 Adding HTML Files

This section describes how to add an HTML file to your section. Unlike PDF or Word files,
you must separately upload any images that are contained in your HTML document. (See
Figure 9).

1.

ok w

Give the item a name in the Label box.

Yes is the default choice for Hide Navigation and correct for HTML files, as it will hide
navigation buttons on the pop-up window that will appear for the item.

Upload the HTML file you want to use by clicking Browse.

Select and upload any image files contained in the HTML document by clicking Browse.
Choose which user groups for whom you want this item to be viewable in the Assigned
List box.

Make sure to click on Add Item when finished.
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Cancel
Label:

Hide Navigation: [Yes -|

HTML File: [ Browse...
Image File 1: Browse...
Image File 2: 7@;?
Image File 3: | Browse...
Image File 4: | i Browgé... -
Image File 5: Browse...

Assigned List:
Add Item |

Figure 9: Adding HTML Files

3.3 Modifying the Section Name and Details

Clicking on Details from the HPE Main Screen (see Figure 3) allows you to view and edit
the name of a section, along with the description if desired, and save any changes.

Click Canceltogo &  Cancel

bagk to the HPE abel: Center Section
Maln Screen and Description:
discard any
unsaved changes.

Click Save to save
any changes to the
Label or

Description.

Figure 10: Modifying Section Details

3.4 View Added Items In Section

After adding items, you are able to view how the updated section appears. The example in
Figure 11 shows what your section would look like after adding a linked image and text
block.

Each item listed in the section (along with any websites that are linked to your images) is
“hot” so you can click on it to display a preview.
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Items are placed in the center of each section by default. If multiple items are in the same
section, the Move Up and Move Down buttons will change the location of the items relative
to each other in the section.

@ ¢
Preview Link Assigned
List
Time  http://www.timemagazine.com o D D
article
frime L T it W osieto W vistory ]

ttext

Use the History

button to see what
users have clicked
on the link (simple
tracking).

Figure 11: Viewing an Updated Section

3.5 View Added Items on the Sample Home Page

This section shows what the sample Home Page looks like with a linked image and text
block added.

You can click on

/ b Tos R et W wmats new I
. Welcome Dan Martin! (10:05 AM) !
the image to test =D |
; Franchisee !
the link. IPPY support ,
ubeE" system :
o :
:
:
:
!
!
:
= Dai |
o :
. b Rhode Island is the smallest !
Aviemation 3 b state in size in the United :
Aviamation States !
:
o [ Mon | Tue [ Wed | Tho | Fri | !
Annual Convention! e lal o = !
Sign Up Now!!! |
HEES'F HETO'F HET2'F HLEY'F HLES'F !
£ i § Lo:55°F Lo:55'F Lo:56'F Lo:S8'F Lo:ST'F !
- 076 i 1 3 ’ 47 : 25 Weather Help & Settings !
Franchise News .
Yax impact of new domestic partner law L
Spike TV Anncunces SCREAM AWARDS
2006 Winners!l!
‘Star Yrek' $hip Fetches Over $500.000
s, % é? 0 ﬂ’ @ & proome
Mai Forums Nows Libeary Profie Search Log Out ;:,';ff;."
Done www gointranet.com (@

Figure 12: Customized Home Page
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4 IFX Support

If you have any questions please contact an IFX Online support staff member at:
E-mail: support@ifxonline.com

Phone: 858-724-1024




