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Editing the Mahaska 
County Website
WWW.MAHASKACOUNTY.ORG
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http://www.mahaskacounty.org/utilities/login.php

Select User and enter password.
Users will be setup to only be able to edit certain portions of the website.
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Lists all the main pages and sub pages
only can see what you have rights to edit

Edit or Rich Edit
You will want to choose the 'Rich Edit' version

The Edit version uses HTML (programing type language)

Rich Edit will work just like a word document
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Rich Editing...
Works similar to word

Has headers and text boxes

Can bold, italisize, and underline

Can create links to other websites or documents

Can insert images
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I’ll add some printing costs to a page.

Note about adding images
Be sure to avoid copyright infringement when adding images.

Can't just pull any image off the web and use it on your page.
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I’ll add text and link to some 
public domain images

Uploading a file
You will upload a file and create a link to that file on your page.
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Adding files
Once you go to the Files header near the bottom, and choose to Add (or Edit/Delete) files you 
can browse to your computer to find the file, plus enter a file title, name, and category.  A date 
can be chosen to show date updated and notes can be added (for internal purposes).

Once uploaded, a URL (website link) is provided and you can create a link to the uploaded file 
within your edited page.

Right now this will only work with pdfs.  As we work with it and it becomes apparent that we 
need to be able to add additional type of fles we can get that capability.

There are many ways to convert files (such as word documents) into pdfs.

PDFs are nice because:  anyone can open them and they cannot be changed.

I’ll add some links to some PDF creators
•CutePDF

•Bullzip

•Zamzar
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Add file near bottom of panel
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Right-click the URL and choose 'Copy Link Location'
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Go to the page you want to have the file on.  Type in the 
text, hightlight the text, and choose the link button.

Paste URL you got from the files
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I’ll upload a file
-A file showing pdf maps

That is the basics of editing the site.
Just need to let me know who you would like to have a username and password generated and 
what pages you would like to be able to edit.

If you need help finding a way to create PDFs I can also help you with that.

Newer versions of Microsoft Office have an export/save as option with pdfs

CutePDF and Bullzip PDF printer are programs/printers and can create pdfs

www.zamzar.com is a site that can convert files online
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That concludes my presentation.... unless
You will be responsible for adding Board of Supervisor Minutes

Or want to add News items (stuff on front page)

Board of Supervisor Minutes
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After clicking add, enter date of meeting and browse for the pdf of the 
minutes. It will automatically be added to the minutes page.

I’ll upload some minutes…
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Adding News
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I’ll add some news
-Info about Memorial Day

The End.
ANY QUESTIONS?


