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EKTRON, INC. SOFTWARE LICENSE AGREEMENT

** READ THIS BEFORE LOADING SOFTWARE**

YOUR RIGHT TO USE THE PRODUCT ENCLOSED IN THIS ENVELOPE OR OTHERWISE DELIVERED IS SUBJECT TO THE TERMS
AND CONDITIONS SET OUT IN THIS LICENSE AGREEMENT. OPENING THIS ENVELOPE OR USING THIS PRODUCT SIGNIFIES YOUR
AGREEMENT TO THESE TERMS. IF YOU DO NOT AGREE TO THIS SOFTWARE LICENSE AGREEMENT, YOU MAY RETURN THE
PACKAGE WITH THE UNOPENED ENVELOPE OR AS IT WAS DELIVERED AND THE UNDAMAGED SOFTWARE ENCLOSED, ALONG WITH
THE RECEIPT, TO YOUR SUPPLIER OR TO EKTRON, INC. WITHIN THIRTY DAYS FROM THE DATE OF PURCHASE FOR A FULL REFUND.

CUSTOMER should carefully read the following terms and conditions before using the software program(s) contained herein (the Software).
Opening this sealed envelope, and/or using the Software or copying the Software onto CUSTOMER'’S computer hard drive indicates
CUSTOMER'S acceptance of these terms and conditions. If CUSTOMER does not agree with the terms of this agreement, CUSTOMER should
promptly return the unused and unopened Software for a full refund.

Ektron, Inc. (Ektron) grants, and the CUSTOMER accepts, a nontransferable and nonexclusive License to use the Software on the following
terms and conditions:

1. Rightto use: The Software is licensed for use only in delivered code form. Each copy of the Software is licensed for use only on a single
URL. Each license is valid for the number of seats listed below (the Basic Package). Any use of the Software beyond the number of authorized
seats contained in the Basic Package without paying additional license fees as provided herein shall cause this license to terminate. This is not a
concurrent use license. Should CUSTOMER wish to add seats beyond the seats licensed in the Basic Package, the CUSTOMER may add seats
on a block basis at the then current price for additional seats (see product pages for current price). The Basic Packages are as follows:

eWebEditPro - Licensed for ten (10) seats per URL.
For purposes of this section, the term seat shall mean an individual user provided access to the capabilities of the Software.

2. Duration: This License shall continue so long as CUSTOMER uses the Software in compliance with this License. Should CUSTOMER
breach any of its obligations hereunder, CUSTOMER agrees to return all copies of the Software and this License upon notification and demand by
Ektron.

3. Copyright: The Software (including any images, applets, photographs, animations, video, audio, music and text incorporated into the
Software) as well as any accompanying written materials (the Documentation) is owned by Ektron or its suppliers, is protected by United States
copyright laws and international treaties, and contains confidential information and trade secrets. CUSTOMER agrees to protect the confidentiality
of the Software and Documentation. CUSTOMER agrees that it will not provide a copy of this Software or Documentation nor divulge any
proprietary information of Ektron to any person, other than its employees, without the prior consent of Ektron; CUSTOMER shall use its best efforts
to see that any user of the Software licensed hereunder complies with this license.

4. Limited Warranty: Ektron warrants solely that the medium upon which the Software is delivered will be free from defects in material and
workmanship under normal, proper and intended usage for a period of three (3) months from the date of receipt. Ektron does not warrant the use
of the Software will be uninterrupted or error free, nor that program errors will be corrected. This limited warranty shall not apply to any error or
failure resulting from (i) machine error, (ii) Customer's failure to follow operating instructions, (iii) negligence or accident, or (iv) modifications to the
Software by any person or entity other than Company. In the event of a breach of warranty, Customer’s sole and exclusive remedy, is repair of all
or any portion of the Software. If such remedy fails of its essential purpose, Customer’s sole remedy and Ektron’s maximum liability shall be or
refund of the paid purchase price for the defective Products only. This limited warranty is only valid if Ektron receives written notice of breach of
warranty within thirty days after the warranty period expires. In the event of a breach of warranty, Ektron’s sole responsibility, and CUSTOMER’S
sole and exclusive remedy, is correction of any defect or bug causing the breach of warrant (either by repair or replacement of the Software). In
the event this remedy fails of its essential purpose, CUSTOMER’s sole and exclusive remedy shall be refund of the Purchase Price of the defective
Software only. This limited warranty is only valid if Ektron receives written notice of breach of warranty within thirty days following the warranty
period.

5. Limitation of Warranties and Liability: THE SOFTWARE AND DOCUMENTATION ARE SOLD AS IS AND WITHOUT ANY
WARRANTIES AS TO THE PERFORMANCE, MERCHANTIBILITY, DESIGN, OR OPERATION OF THE SOFTWARE. BECAUSE OF THE
DIVERSITY OF CONDITIONS UNDER WHICH THIS PRODUCT MAY BE USED, NO WARRANTY OF FITNESS FOR A PARTICULAR
PURPOSE IS OFFERED. EXCEPT AS DESCRIBED IN SECTION 4, ALL WARRANTIES EXPRESS AND IMPLIED ARE HEREBY DISCLAIMED.

THE REMEDY DESCRIBED IN SECTION 12 SHALL BE CUSTOMER’S SOLE REMEDY FOR ANY PERFORMANCE FAILURE OF THE
PRODUCTS. NEITHER COMPANY NOR ITS SUPPLIERS SHALL BE LIABLE FOR ANY LOSS OF PROFITS, LOSS OF BUSINESS OR
GOODWILL, LOSS OF DATA OR USE OF DATA, INTERRUPTION OF BUSINESS NOR FOR ANY OTHER INDIRECT, SPECIAL, INCIDENTAL,
OR CONSEQUENTIAL DAMAGES OF ANY KIND UNDER OR ARISING OUT OF, OR IN ANY RELATED TO THIS AGREEMENT, HOWEVER,
CAUSED, WHETHER FOR BREACH OF WARRANTY, BREACH OR REPUDIATION OF CONTRACT, TORT, NEGLIGENCE, OR OTHERWISE,
EVEN IF COMPANY OR ITS REPRESENTATIVES HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS.

6. Miscellaneous: This License Agreement, the License granted hereunder, and the Software may not be assigned or in any way
transferred without the prior written consent of Ektron. This Agreement and its performance and all claims arising from the relationship between
the parties contemplated herein shall be governed by, construed and enforced in accordance with the laws of the State of New Hampshire without
regard to conflict of laws principles thereof. The parties agree that any action brought in connection with this Agreement shall be maintained only
in a court of competent subject matter jurisdiction located in the State of New Hampshire or in any court to which appeal therefrom may be taken.
The parties hereby consent to the exclusive personal jurisdiction of such courts in the State of New Hampshire for all such purposes. The United
Nations Convention on Contracts for the International Sale of Goods is specifically excluded from governing this License. If any provision of this
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License is to be held unenforceable, such holding will not affect the validity of the other provisions hereof. Failure of a party to enforce any
provision of this Agreement shall not constitute or be construed as a waiver of such provision or of the right to enforce such provision. If you fail to
comply with any term of this License, YOUR LICENSE IS AUTOMATICALLY TERMINATED. This License represents the entire understanding
between the parties with respect to its subject matter.

Esker Active X Plug-in

Active X controls under Netscape
Use License

IMPORTANT: READ CAREFULLY -

Use of the Esker Active X Plug-in is subject to the terms and conditions below. BY INSTALLING, COPYING OR OTHERWISE USING THE PLUG-
IN, YOU AGREE TO BE BOUND BY THE TERMS AND CONDITIONS BELOW. IF YOU DO NOT AGREE TO THESE TERMS AND
CONDITIONS, DO NOT INSTALL, COPY OR USE THE PLUG-IN.

The Plug-in is provided to you as an end-user “as is” without technical support. No rights are granted to you in this license for commercial use or
redistribution of any kind. Should you desire to redistribute the Plug-in or include it with other software packages please e-mail Esker at axplug-
in@esker.com to find out how you may do so.

DISCLAIMER OF WARRANTIES. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, ESKER AND ITS SUPPLIERS PROVIDE
TO YOU THE PLUG-IN AS IS AND WITH ALL FAULTS; AND ESKER AND ITS SUPPLIERS HEREBY DISCLAIM WITH RESPECT TO THE
PLUG-IN ALL WARRANTIES AND CONDITIONS, WHETHER EXPRESS, IMPLIED OR STATUTORY, INCLUDING, BUT NOT LIMITED TO, ANY
(IF ANY) WARRANTIES OR CONDITIONS OF OR RELATED TO: TITLE, NON-INFRINGEMENT, MERCHANTABILITY, FITNESS FOR A
PARTICULAR PURPOSE, LACK OF VIRUSES, ACCURACY OR COMPLETENESS OF RESPONSES, RESULTS, LACK OF NEGLIGENCE OR
LACK OF WORKMANLIKE EFFORT, QUIET ENJOYMENT, QUIET POSSESSION, AND CORRESPONDENCE TO DESCRIPTION. THE
ENTIRE RISK ARISING OUT OF USE OR PERFORMANCE OF THE PLUG-IN REMAINS WITH YOU.

EXCLUSION OF INCIDENTAL, CONSEQUENTIAL AND CERTAIN OTHER DAMAGES. TO THE MAXIMUM EXTENT PERMITTED BY
APPLICABLE LAW, IN NO EVENT SHALL ESKER OR ITS SUPPLIERS BE LIABLE FOR ANY SPECIAL, INCIDENTAL, INDIRECT, OR
CONSEQUENTIAL DAMAGES WHATSOEVER INCLUDING, BUT NOT LIMITED TO, DAMAGES FOR: LOSS OF PROFITS, LOSS OF
CONFIDENTIAL OR OTHER INFORMATION, BUSINESS INTERRUPTION, PERSONAL INJURY, LOSS OF PRIVACY, FAILURE TO MEET ANY
DUTY (INCLUDING OF GOOD FAITH OR OF REASONABLE CARE), NEGLIGENCE, AND ANY OTHER PECUNIARY OR OTHER LOSS
WHATSOEVER ARISING OUT OF OR IN ANY WAY RELATED TO THE USE OF OR INABILITY TO USE THE PLUG-IN, OR FAILURE TO
PROVIDE TECHNICAL SUPPORT, OR OTHERWISE UNDER OR IN CONNECTION WITH ANY PROVISION OF THIS LICENSE, EVEN IF
ESKER OR ANY SUPPLIER HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

Due to the complex nature of computer software Esker does not warrant that the Plug-in is completely error-free, will operate without interruption
or is compatible with all equipment and software configurations. You are advised to check all work performed with the Plug-in. Do not use the Plug-
in in any case where significant damage or injury to persons, property or business may happen if an error occurs. You expressly assume all risks
for such use.

(c) 2000 Esker, Inc. All rights reserved.

Copyright to and in the Plug-in remains the property of Esker, Inc. and as such, any copyright notices in the Plug-in are not to be removed.
YOU ACKNOWLEDGE THAT YOU HAVE READ THIS AGREEMENT, THAT YOU UNDERSTAND THIS AGREEMENT, AND

UNDERSTAND THAT BY CONTINUING THE INSTALLATION OF THE SOFTWARE, BY LOADING OR RUNNING THE SOFTWARE, OR BY

PLACING OR COPYING THE SOFTWARE ONTO YOUR COMPUTER HARD DRIVE, YOU AGREE TO BE BOUND BY THIS AGREEMENT'S

TERMS AND CONDITIONS. YOU FURTHER AGREE THAT, EXCEPT FOR WRITTEN SEPARATE AGREEMENTS BETWEEN EKTRON AND
YOU, THIS AGREEMENT IS A COMPLETE AND EXCLUSIVE STATEMENT OF THE RIGHTS AND LIABILITIES OF THE PARTIES.

(c) 1999-2000 Ektron, Inc. All rights reserved.  LA10031, Revision 1.5
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Introduction

Introduction

The eMPower application provides you with a way to control the

content and workflow of your Web site. The tasks of creating and
maintaining your Web site are allocated among different types of
users.

The three types of eMPower users are:

e administrator - sets up the site, registers templates, creates
user groups and Content groups, and adds users to eMPower.

* editor - maintains the Web site Content by creating new
Content or modifying existing Content.

* publisher - approves Content to be placed on your Web site.

The eMPower administrator assigns privileges to eMPower users,
based upon the tasks for which they are responsible. Each user
may be assigned any or all types of privileges. Users who have
editorial and publishing permissions are referred to as Content
Contributors.

The eMPower administrator must set up the application and
configure the database, editor, and library settings before users
can access the editing and publishing functions.

This document, the eMPower User Manual, Version 3.6, discusses
detailed information about the editorial and publishing features of
eMPower. All administrator tasks may be found in the eMPower
Administrator Manual, Version 3.6.
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Using eMPower

Using eMPower

Logging In and Out of eMPower

To launch the eMPower application, go to the Web site login page.
The person who initially installed eMPower configures the URL

address of your login page.

To log into eMPower

1. Use Microsoft Internet Explorer, 4.x or above, or Netscape 4.x
to browse to the URL address of the login page.

2. When you obtain the Web site URL address, enter it as shown
below.

3 about:blank - Microsoft Internet Explorer

J File Edit Wew Faworites Tools  Help
J 4=EBzch - =) - @ i | aﬁearch [Ge] Favarites @Histnr‘;x ||%~r =3

J Address hitkp: ffwena, rivesite, comylogin, cFm

3. The Web site login page contains the Login button, shown

below:
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Using eMPower

4. Click on the Login button to open the login dialog box.

23 Login - Microsoft Internelfi

=101 x|

|admin

Username:

I

Password:

[Logn]

5. Enter your Username and Password into the displayed fields.

6. Click the Login button to enter your eMPower-enhanced Web

site.

After successfully logging in, you will notice Menu boxes that are
drawn around each Content area that you have privileges for, on
the page. As you drag the cursor over the Menu link, a menu pop-

up will display a list of available tasks.

The menu items will vary,

depending upon the privileges assigned to the username used

during login

WIS oy bfiched]

Work Area for john edit
Create Content...

Library...
eMF theck Out... TEUSIEI:IT:T :
man Tardaoh [n]
busit wen_Hlstnrr... rsigned fgr Wakh
sitee Freview Page... “oldFusion
plati Help...

Froperties...
# Er Logout...

The Webmaster can control all aspects of the content
management system, including the look and feel parameters,
who can edit what sections, and who approves the content.

= Streamline process for multiple authors:

Ektrom’s eMPower allows multiple business users to update the
site’s content with a check-in/check-out system that
streamlines and saves valuable time - translating to more
participation and better content.

- ® . [ e [ i a W s W i

IMenu

Latest News

# Ektron Snrounces new
i mi W avher &x bEnsitns
thist sllow Wab developers ko
empowar business usars

» Ehtron empovars
Yanguard University with Web
content managermant for
anling learning

w IntemetWesk highlights
power of Ektron products in
Intranats

#  eWebEditPro brings 3 new
lewal ko WYSIWYE HTML

aditors

Lold Pusion Devels pers Joumal
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Using eMPower

To log out of eMPower

1. Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.

2. Select the Logout task or click the Logout button shown below:

Men roubtishedf
Work Area for john edit
Create Content...

Library...
eMF Check Out... "fI:
mar.l Yiew History... E.'
busil Preview P 15
citg: Preview Page... "0
r:llEIU HE'D...

Properties...

FHLogout.. |

The Webmaster can control all aspects of the cor

3. A confirmation dialog box will be displayed as shown below.

=10l %]

Click the logout button to logout
of eMPower

4. Click either the Logout button to logout or Cancel to return to
eMPower.

After logging out, you will be returned to the Web site at the page
from where you logged out, however, it will be shown in a standard
view, not the eMPower view.

NOTE To login back again, you must re-enter the URL address, to browse to the Web
site page where the login button is displayed.
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The Menu

The Menu

The Menu can be accessed from any Content block you have
privileges for. It is located in the top left-hand corner of the Content
block. To display the tasks you have privileges for, drag the cursor
over the Menu link and the Menu will pop-up displaying the list.
This list will also change depending on the status of the Content
block. These tasks will be described in the following sections.

Menu Display

Depending on how your administrator has configured your Web
site, you will see either a DHTML menu as shown below

Welcome to eMPower 2000 [Checked Injf

Work Area for John Edit ¥IPD

Create Content...
Ektrc Library... rnar
U5& [ Check Dut... toy
Web g bmit...

Delete...

* EMyiew Hist
1ew ISTOFY...
The P 4 ante
||:||:|k review Fage... :tilzlrl
Help...

® St Properties...

Ektrglogout... : to u
in/check-out system that streamlines and saves wval

Or an icon menu as seen here:
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The Menu

SEXRADIBRRADRE

RZ International is dedicated to the |
wears RC International has become o

A Al =i b s et —mA ke~ kL

Each of these menus all function the same, they are just displayed
differently.

The first item in the task list shows the Title of the Content block
and the status of that Content. You will also be able to tell the
status of a Content block by the color of the border surrounding it.
Notice the green border above, this indicates that the Content is
available to be checked out or edited. If this border is yellow, it
indicates that the Content has been submitted for approval and is
waiting to become published. This Content can not be checked
out. When the border is red, the Content is currently checked out
and is not available to other users at this time. The Tasks listed in
this menu will vary depending on the status of the Content and the
user’s privileges.

Menu Icons

Shown below in the table is each icon, and an explanation of what

it does.
Icon Description
Workarea
% Clicking this button will open your workarea.
Properties
P Clicking this button will allow you to view the
properties of the content block.
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Icon Description

Edit
Clicking this button will allow you to edit the current
content block.

Create Content

Clicking this button will allow you to create a new
content block for you Web site.

Check In

Clicking this button will allow you to check in the
current content block.

ca O™,

Submit

Clicking this button will submit the current content
block into the approval process.

[z

Undo Check-Out

Clicking this button will undo your check out and
restore the content to its previous version.

o

Approve

Clicking this button allows you to approve or decline
the content block that has been submitted to you.

&l

View Differences

Clicking this button will compare the current
published version of the content block with the
current checked-in or submitted version.

E-mail
Click to send an e-mail to the approver or submitter
of the content block, depending on the state it is in.

Library

Clicking the library button will open the library and
allow you to add or delete items for it.

= K %
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Icon Description

Delete

Clicking the delete button will allow you to submit
the content block for deletion.

View History

Clicking this button will open the history window
where you will be able to view the previous versions
of the current content block.

Preview

Clicking this button will allow you to preview the
most up to date version of the content block in its
template to get an idea of how it will appear on a
Web site.

Help
Clicking this button will open the User help section.

B L=

Logout

Clicking this button will allow you to log out from
'32' your eMPower Web site.

The User Work Area

The Work Area consists of four specific functions. These functions
will allow the user to update their personal profile, and directly
manipulate any Content they have privileges for.

To Open the User Work Area

1. Login into eMPower as described in Logging In and Out of
eMPower.

2. Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.
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3. Select the Work Area task as shown below

Ilcon

DHTML

T=Tgll!
Welcome to eMPower 2000 [Checked Inf

Create Content...

s Yiew History...
Preview Page...

8 Qtreamline nenrecs for maltinle anthnre<-

Work Area for John Edit eMPow

EKT Library... 1t man:
Y=E check out... t to yo

Help...
The '@ - conten
lool Properties... actions
Logout...

NOTE

The name of the user who logs in, will replace the name “John Edit” in the Menu

task, “Work Area for John Edit”.

You may also click the Work Area button, shown below:

When you have selected the Work Area task, you will be looking at

the Window shown below.
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;'n.'q'n-rl-: Area al John Edit - Macrosolt Internet Explones

o o Mew Content Button

eMPower 3.6 Work Area

This shows a list of mew content blocks that have been Saved and Checked In. They are
available for other Users to edit, but they have not yet been submitted to be publshed,

() Modified Content Button

The content blocks here are existing content blocks that have been Saved and Checked In,
They are awvadable for other Users to edit, but they hawve not yet been submitted to be
published.

0 Publish Content Button

The content blocks here have been Saved and Submitted, They are awaiting approval by the
publisher,

o Personal Profile Button

Lgers can click here bo update their profile Including usermname, password, snd e-mall options
{options include: receive notification e-mails and/or receive HTML mail ).

] Dore

[ [ wberret &

To Close the User Work Area

Click the Close button:

When you close the User Work Area, you do not exit the eMPower
application. You will return to your Web site, in the eMPower view.

Navigating the Work Area

Each of the four functions in the work area can be accessed by
clicking on their own personalized button icon. As you drag the
cursor over each button, you will see their specific title displayed in
a yellow text box. Click on the button with the title of the function
you are ready to access. This will bring you to the area of that
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function and its tasks. You will see illustrations and descriptions of
these functions in the following sections.

New Content

This shows a list of new Content blocks that have been Saved and
Checked In. You will see only those Content blocks listed for
which you have privileges. They are available for other Users to
edit, but have not yet been submitted to be published.

/-I eMPower 3.6 Work Area
| Hew Conten

This shows 3 list of new content blocks that have been Saved and C
available for other Users to edit, but they have not yet been submitte

Q New Content Button

When you enter the New Content area, you will see a list of new
Content Titles, the date they were last Modified, the last User of
that Content block, and the Status of that Content. If you select the
User’s name, your e-mail message center will open and you will be
given the option to send e-mail to that User.
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Area of john edit - Microsoft Internet Explores MI
Nowr Contant
Contant Tide Hadified Usar Shatus
[ g #ew contant Block 11713 2001 Lo adit chacked sut
&) Done saung [ [ intemet |

This icon allows you to view the New Content listed, in your work
area. When you finish viewing the New Content, select the back

@ button to return to the New Content area.

This icon allows you to view the New Content listed, in the
template you have selected for it. When you click on this icon, a
new window will open that will display the content in the template
you had selected for it. When you finish viewing the New Content,
click on the close button to return to the New Content area.
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] Dune saung [ | tntenet |

This icon allows you to edit the Content listed. When you select
&l this icon, the Content block will open into the eWebEditPro Content

Editor, inside your work area. For more information see Content
Editor.

eMPower User Manual, Version 3.6 13



The Menu

bRBM o Ve AR -0 (B (BR
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This 15 & new content Block

|

] Done loeding [ oy et

Modified Content

The Content blocks here are existing Content blocks that have
been Saved and Checked In. You will only see those Content
blocks listed, for which you have privileges. They are available for
other Users to edit, but have not yet been submitted to be
published.

o Modified Content Button

The content blocks here are existing content blocks that ha
In. They are available for other Users to edit, but they hawve
published.

Ny
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When you enter the Edit Content area, you will see a list of existing
Content Titles, the date they were last Modified, the last User of
that Content block, and the Status of that Content. If you select the
User’s name, your e-mail message center will open and you will be
given the option to send e-mail to that User.

A work Area of pabn edet - “orosoft Inbermet Bplerer
o Maodified Content
Contant Tith odiFed User st
[ B index main 1313 2001 1ohn sdi chadked In
Done saving [ e wtemet &

This icon allows you to view the Modified Content, listed in your
work area. When you finish viewing the Modified Content, select
the back button to return to the Edit Content area.

This icon allows you to view the Modified Content, listed in the
template you have selected for it. When you click on this icon, a
new window will open that will display the content in the template
you had selected for it. When you finish viewing the Modified
Content, click on the close button to return to the Edit Content
area.

[&
[}
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] ok &rea of pabta e dit - Shorosolt Intermet Exploner

welcome to eMPower

aeMPower © a full-festured, sasy-to-use Web content management software bringng & new
lewvel of affordability to businesses, organizations, and corporations. Designed for Web sites and
intranats runnng on the Macromedia ColdFusion platform.

® End-to-end content control;
The webmaster can control all aspscts of the content management system, including the look and
feel parameters, who can edit what sections, and who approves the content

& Streamline process for multiple authors:

Ektron's eMPower allows multiple business users to update the site's content with a check-
infcheck=out system that streamlines and saves valuable time - translatmg to more participation
and better content.

& Eliminates bottlenecks and frees technical staff:

eMPower straamlings the content editing process. By allowing business users 1o update the site's
contant and then directly publish to the Web, the techrical staff is freed up to concentrate

on the t@chrecal aspects of the site.

® Simple to implement and use:
Ektron's eMPower is designed to be easy to use by both non-techinical business users who are
creating tha content and the Webmasters who are controlling the process.

&) Done cang [T pwweme ™

This icon allows you to edit the Content listed. When you select

&I this icon, a confirmation dialog box will be displayed. Select OK to
check out the selected Content or select cancel to return to the
Edit Content area. If you selected OK the Content block will open
into the eWebEditPro Content Editor, inside your work area. For
more information see Content Editor.
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oft Indesrct Fuplores

. Start
o Title: [incles: resn Date: IS G

Koywords: | End Data: i

[imtn o~ ¥ Agel - ET B RBR
|EEeE el y wpeome, -

| Dotk S = Homa = ‘erdana = I00p) = Black -4&le 1 I[|[

Welcome to  eMPower

eMPovser 5 a full-featured, easy-to-use Web content management software bringing a
naw lewel of affordability to businesses, organizations, and corporations. Designed for Web
sites and intranets nenning on the Macromedia ColdFusion platfarmm,

* End-to-end content control:
Tha wabmaster can control all aspects of the content managemant system, includng the

look and feel parameters, who can edit what sections, and who approves the contant.

» Streamline process for multiple authors:

Ektran's aMPowar allow=s multipls butiness uzars to updata tha sita's content with a chack-
infcheck-out system that streamlines and saves valuable time - translating to more
participation and better content.

= Eliminates bottlens cks and frees technical staff

eMPower streamlines the content editing process. By allowing business users to update the
site’s content and then directly publish to the Web, the technical staff is freed wp to .
concentrate on the techrecal aspects of the site.

Al : I.r.I:I

] Done Ioadng [ [ mtemet &

Publish Content

The Content blocks here have been Saved and Submitted. They
are awaiting approval by the publisher.

o Publish Content Button

The content blocks here have been Saved and Sut
the publisher.

FPublish Centent

dmh e e -

When you enter the Publish Content area, you will see a list of
Content Titles that are currently waiting for your approval, the date
they were last Modified, the last User of that Content block, and the
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Status of that Content. If you select the User’s name, your e-mail
message center will open and you will be given the option to send
e-mail to that User. There are four icons before each Content Title.

1'\.1'-'-|l' Are o of poka e det - Shorosoft Inbeemet Expleres
Content Awaiting Approval
Comtent Tide recdified User ta tus
o By [ wsex main 114132001 iohe sdit Submmmed
] Done [ | wtemet p

This icon allows you to view the New Content Awaiting Approval,
@ listed in the template you have selected for it. When you click on
this icon, a new window will open that will display the content in the
template you had selected for it. When you finish viewing the New
Content, select the close button to return to the New Content area.

This icon allows you to view the Content Awaiting Approval listed,
in your work area. The Content will be shown in the Published view
(the Content as it is currently on the Web Page) and in the Pending
view (the Content that has been edited and is waiting to be
published). If you scroll down to the bottom of this Content page,
you will see a Comment Section. Users who have edited this
Content have the option to leave comments for subsequent Users.
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This is useful for documenting the changes that have been made
to the Content. When you have finished viewing the Content,
select the back button to return to the Publish Content area

] otk &rea of paba e dit - Shorosoft Internet Exploser

Published

Pemding

Title: index main Tithe: indigsx Mmain
Keyvwords: Keywords:
Start Date: Always displays Start Date: Always displays
End Date: Mever Expires End Date: Newver Expees
Test: Test:

Welcome to eMPower Welcome to eMPower

eMPowear s a full-featwred, easy-to-use Web eMPower is a full-featured, easy-to-wse Wab
content management software bringing a new  contént management software bringing a rew
leval of affordability to level of affordability 1o

businasses, organiz ations, businesses, orgardzations,

and corporations. Desgned for Web sites and  and corporations. Designed for Web sites and
ntranets running on the Macromedia ColdFusion intranets running on tha Macromedia ColdFusion

platfiorm. platfarm,

* End-to-end content control: * End-to-end content control:

The Webmaster can control all aspects of the  Tha Webmaster can control all aspects of the
content management system, mcluding the look content management swstem, including the ook =
and feel parameters, who can edit what and fol parameters, who can edit what

sections, and who approves the content. sections, and who approves the content.

® Streamline process for multiple authors:  #® Streamline process for multiple authors:
Ektron's eMPower allows multiple busness users Ektron's eMPower allows multiple business users
to update the site's content with a check- to update the sste's content with a check-
n/check-out system that streambnes and saves in/check-out system that streamlines and saves
valushla tsme - transdsting to more parbeipation valuable tme - translating ta more parbicipation

and batter content, and better contant

#* Eliminates bottlenacks and frees technical * Eliminates bottlenecks and frees technical

staff: staft- p
(&) Done [ [ wtemet %

This icon allows you to edit the Content listed. When you select

&l this icon, a confirmation dialog box will be displayed. Select OK to
check out the selected Content or select Cancel to return to the
Publish Content area. If you selected OK the Content block will
open into the eWebEditPro Content Editor, inside your work area.
For more information see Content Editor.
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ntetnet Fxaplorer

. Start |
o Title: [inclese resn Dote: €% Coonda]

Koywords: | End Date: .
[ARBA > T ARB0 - Q7 |B=RBF
cERRE= =2y |wmeeme, -
~ Homal - ial - Vs vl:nhp.hhvﬁ|!l!u||

Welcome to eMPower

eMPoveer 5 a full-featured, easy-to-use Web content management software bringing a
naw lewel of affordability to businesses, organizations, and corporations. Designed for Web
sites and intranets nenning on the Macromedia ColdFusion platfarrm,

* End-to-end content control:
The wabmaster can control all aspects of the content managemant system, includng the

look and feel parameters, who can edit what sections, and who approves the content.

» Streamline process for multiple authors:

Ektran's aMPowar allow=s multipls butiness uzars to updata the sita's contant with 3 chack-
infcheck-out system that streamlines and savas valuable time - translating to more
participation and better content.

= Eliminates bottlene cks and frees technical staff:

eMPower streamlines the content editing process. By allowing business users to update the
site’s content and then directly publish to the Web, the technical staff is freed wp to —
concenitrate on the techrecal aspects of the site.

- T : I.r.l'“J

|&] Done loadng [ [ wtemet 4

This icon allows you to Publish the listed Content. When you click

@) on this icon, the Content block will appear in your work area. The
Content will be shown in the Published view (the Content as it is
currently on the Web Page) and in the Pending view (the Content
that has been edited and is waiting to be published) as shown in .
From this area you are able to Approve, Decline, or Checkout the
Pending Content.
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] otk &rea of paba e dit - Shorosoft Intermet Exploner

Published:
Title: imdax main
Eeywords:
Btart Data: always displays
End Datw: Hever Expires
Towt:

welcome to eMFPower

eMPower iz a full-featured, easy-to-use Wab
content management software bringing a new
lewel of affordabiity to

businesses, organizstiong,

and corporations. Designad for Wab sites and
ntranets running on the Macromedia ColdFusion
platfiorm.

# End-to-end content control:

The Webmaster can control all aspects of the
content manasgement system, ncluding the look
and feel parameters, who can edit what
sections, and who approves the content.

* Streamline process for multiple authors:
Ektron's eMPower allows mulbple business users
to update the site's content with a check-
r/check-out system that streambnes and saves
valuable twme - translating to more participation
and better content.

& Llisminstnr hinttlasanke sad fennr taohninsl 8 Clales star hettlasnabc sad Tsaae Pankainsl .:I

Pending:
Tithe: index rmain
Keywards:
Start Date: Always displays
End Date: Never Expres
Tawt:

Welcome to eMPower

eMPower s 3 ful-featured, easy-to-use Web
content management software bringing & rew
level of affordability to

businesdes, orQanizatons,

and corporations. Designed for Web sites and
intranets running on tha Macromedia ColdFusion
platform.

& End-to-end content control:

The Webmaster can control all aspects of the
content manasgement swstem, including the look
and fesl paramerters, who can edit what

sections, and who approves tha content.

® Btreambline prrocess for multiple authors:
Ektron's eMPower allows multiple business users
to update the sste's content with a check-
infcheck-out system that streamlines and saves
valuable tme - translating to mare participation
and better content.

&) Done sverg

Tnternet

&

If you click the Back button you will return to the Publish Content

area.

If you click the Approve button you are given the opportunity to
attach a “History comment” to that Content. If desired, type your
comment into the displayed text box and click the Save button,

when you are finished.

By clicking this button, the comment will be saved and the title of
the Content will appear in the Publish Content area of the work
area of those users who are in the approval chain for that Content.
If those users have requested “email notification” in their Personal
Profile area then an email requesting approval will be sent to that

eMPower User Manual, Version 3.6
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user. If you are the final approver in the chain then the Content will
become published.

If you click the Decline button the changes made to the Content
will be declined and you are given the opportunity to attach a

“Comment”. If desired, type your comment into the displayed text
box and click the Save button, when you are finished.

By clicking this button, the comment will be saved and the Author
of that Content will be notified.

Personal Profile

Users can click here to update their personal profile including
password and e-mail options.

LI R i I A e F e I W L B IRFL RN

| Peracnal Profile |
%

Insert your E-mail address in the field provided. If you want to
change your password, enter the new password into the Password
field and enter it again into the Confirm field to verify you have
typed it correctly. For the Email options (Receive notification e-
mails and Receive HTML mail) select each box as you prefer.
Remember to click the Update Profile button before leaving this
area, if you have made any changes.

NOTE The Name, User Group, and Username can only be changed by the eMPower
Administrator.
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t - ~Borasoft Internet Explorer

john edit

Usar Craup! Contant Contributors
Lisernane: jedit
Email; |slies@vauremsil com
Password: [==
Confirm: [==

Email Optiong: [~ peceive notification emais
I© Receive HTML mai

Updets Profie |

ElDme [ It itemet P

Create Content (Creating a New Web Page)

Creating a new page in eMPower is done by placing the contents
of a new Content block into an existing template. A template is the
part of the Web page which normally contains the navigation and
graphics of the Web site. The templates that you the user have
access to, is determined by the eMPower Administrator. Only the
Administrator has privileges to redefine this layout.
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To Create Content

1.

Login into eMPower as described in Logging In and Out of
eMPower.

Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.

Select the Create Content task.

Ilcon

DHTML

=T x¥

index mafir feublishedf
Work Area for john edit

Create Content...

el Library... b cont
M3 check Dut... afford:

"% view History... Jesign
site . ColdF
ola Preview Page...

Help...

s [ Properties...

Thi Logout... contel

management system, including the look and feel pars
who can edit what sections, and who approwves the «

When the Create Content task has been selected, you will be
looking at your user Work area as shown below.
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s delt Irek gt Fuploses

Create Content

o Select the folder where you want tn place the new Content Biock:

B bt/ og albast m X Porerian Lorbent Group Same: H;qulru:l
[ | ! Masn Category) Fagure
AT R e Catmgoryr Optional
[ aMPaver Halp SubEategorys Optional

[ A € ot Ebteon
@ ol daneral

il 1 M
3] [ [ temet p

4. Select a Content Group. To do this, select a folder from the
Folder tree in the left column of this window. This selection will
determine the Content Group the new Content will be
associated with. This is useful for categorizing your Content. In
addition, the Content Group selection determines which users
will have privileges to this Content. Only Content Groups that
you have privileges are listed for your selection. This selection
is required.

5. Select a Main Category. Again select a folder from the folder
tree to choose the Main category that the new Content will be
placed in. This selection is required.

6. Select the optional Category and Sub Category.
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NOTE The category and sub categories are optional and may not exist. The depth of the
tree structure is determined by the eMPower Administrator. Only the Administrator
can add categories and sub categories.

7. After selecting the appropriate Content Group, Main Category,
Category, and Sub Category click on the Next button.

Mext > |

j ‘Work Krea of pobr it - creeoft Tnbernet Baplorer ' ‘MH

Craate Content

B ' hsp Slocslhost’ sMPowerame Comtont Croup: Samiphe Site
B 3 5armpls 5ite Main Category) Aboat Us
B 1 gbaut Us Subf ategory 1 Spbonal

B I 3ok Listings Dafault Taxts
(ST Pled 33 I

o B 2akas/Mark sting

B Suppost

B 1 ganersd
B L ghScuer balp
O L 2 antact Ebtron
@ genaral

o | &

M e

8. Select a Template. Before you choose a template you are
given the option of previewing each selection. When you click
[preview template] the selected template will be opened into
the Web browser for viewing. After selecting the button of the
chosen template click the Next button.
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Croate Contant
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.r.. news display [preview template
_fjl'lrrplntu 1 [preview template
~ Tomplate 2 [preview template)
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9. You are now ready to enter Content into the eWebEditPro
Content Editor. When you select the Next button, the Content
Editor will be opened into your Work area. For more
information See Content Editor.

eMPower User Manual, Version 3.6 27



The Menu

i roet Inbernet Faplorer

LRBN o~ T ARl -QT (B BB
EEEE EEE ¢ 5 mooeme, -
Delsul Sivle = Hovmal ® TimesMew Roman ® 3[12pl) & Black -AlB lll

| B

]
M7 ewweme

eMPower User Manual, Version 3.6

28



The Menu

Library

Viewing the eMPower Library, uploading an image or a file, and
adding a hyperlink, can be easily done from the eMPower menu.

Ilcon

DHTML

Menu

index main fPublishedf

Work Area for john edit

Create Content...
El Library... Cr
M3MN Check Out... Ffo
h.LISI Yiew History... 2510
site ~al

plat

"Preview Page...
Help...

s Ei Properties...

The Logout... A

mananarmant svctam  inclhhidinn tha lank and faal n.

NOTE

The Library can also be accessed via the editor by clicking on the Library button

on the toolbar:

Once you have selected Library..., you will be taken directly to the
eMPower Library.

From here, you have four choices:

View contents of the Library
Upload an Image to the Library
Upload a File to the Library
Add a Hyperlink to the Library

P w DD PR
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View Contents of the Library

When you first access the Library, by default you are in the view
mode. To see all the images and files that are in the database,
simply expand each folder and see what is included.

3 Library - Microsoll InBernel Baplorer

B ehPower Help

Preview Area

&7 Applet skarted [ [ inkernet &
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—y Library (tems ready for Lse in site)
SR Giobal|
B Images
@ black arroey
@ cmz100 logo
-~ cm=200 logo
[y eMPowver logo
@ eiehEdit Pra logo
B[] Quicklinks

@ index.cim
g Mesw Corrtert Black
- Template 1 Index Cortert
@‘ Template 2 Index Content
B[] Sample Ste
(-] Quicklinks:
=- J Contact Ektron
B Quicklinks

@ contact_ektron.cfm
-] eMPovver Help

-] Quicklinks:

Fefresh |

As you can see, directly under the main root folder, there are two
groups, Global and Human Resources. By default, every user in
the system has access to files and images that have been
uploaded to the Global directory. Also, because the current user
that is logged in, belongs to the Human Resources group, he also
has permissions to view and add to that User Group.

To view a file, simply click on the file that you would like to preview,

and you will see the file in the preview area on the right hand side
of the Library.
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Upload a File

To begin the process of uploading a file, begin by clicking on the

Upload File button:

Once you have clicked the button, you will be taken to the Upload
File screen.

eMPower User Manual, Version 3.6 32



The Menu

:—] i File - Microsolt Intermvel Explorer

Filariarme:

| Browse.. |

File Description:

Content Group:
T Global

Sample Site
eMPower Help
Contact Ektron
Genaral

Preview | Upload |

s e e T

Preview Area

&1 0ore [ [ intemet P

To properly upload a file, follow these steps:
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1. First click on the Browse... button, and search for the file on
the system, or over your network.

Choose file
Lok jrn: i;_i documnents j - B B
m nclinistrabor, pof
: Instalistion. pdf
Hiskaiy (QuickSkart pdf
gp Feade.pdt
Des I':..tl:- p
&
My Documents
kdy L'_.:;:'u |::ur|3|
&=
- File pyae: User pf - Open
My Network P I J I_I
Files oftype: ~ [All Fles ) =| Carcel_ |
i
NOTE You are only allowed to upload types of files that the Administrator has set in the

eMPower Setup.

In this example, we will be uploading the eMPower Test Plan.

2. Double click on the file that you wish to upload, or select the file
then click on Open.
3. Next you must enter a description for the file that you will be

uploading.
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Filename:
|C:‘-,Inetpubhwnwru otebdFowersampletem  Browse. . |

File Description:
IeMPuwer User Manual

Content Group:
 Glohal

Sample Site

t"‘
" eMPower Help
T Contact Ektron
~

General

Fresiew Upload

4. Next, you must select the Content Group that you wish to
upload the file to.

If you select Global, the file will be available to all the users of
the Web Site. If you select a specific Content Group, then that
group will be the only one to access, and use the file in their
content.

5. If you would like to preview the file, you can do so by clicking
on the Preview button, and the file will be displayed in the
preview area on the right side of the screen.
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3 Lipboad File - Microsoft Internel Explorer

Filrame:
| & \inetpublwwwroctebdPowerSamplelern  Browse. I
File Description:

|ek-lF'uwar Liser Manual

Content Group:

= Global

' Sample Site

T eMPower Help

© Contact Ektron e H PO wer

© General

i User Manual
Preview | Upload |
5-«:’“7;“-@‘;-“
T et
S
LIRS L= || [ I=NIE
‘] Dona [ [ wnkemet =

6. When you are ready to upload the file, click the Upload button
and the uploading process will begin.

7. When the upload is complete, you will receive a message
saying that the image was properly uploaded.

The file was uploaded.
Filename: User.pdf
File Description: eMPower User Manual

Now when you are creating or editing a Content Block, you can

insert the file into the content so that people can download any
kind of file.
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Upload an Image

To begin the process of uploading an image, begin by clicking on
the Upload Image button:

Once you have clicked the button, you will be taken to the Upload
Image screen, which looks a lot like the Upload File screen.

3 Ligdoadd Inage - Microsolt Intermet Explorer

Irnage Filename:

! _Browss.._ |

Image Description (Al Test):
|

Content Group:
T Global
Sample Site

eMPower Help

Contact Ektron

s Te T T |

Genaral
Fraview | Upload |

Preview Area

=

[ [ [ internet P

To properly upload a file, follow these steps:
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1. First click on the Browse... button, and search for the image
file on the system, or over your network.

Choose file

Lok ir: i_:i exprecs j - E] ﬁ- -

g] i [eitron g

Histon

Dezktop

My Documents

File e Ickuuhgl ﬂ

m
Files of lype: | Pickures [* gil, gl =| ilj

NOTE Note: You are only allowed to upload those types of image files that the
Administrator has set in the eMPower Setup.

In this example, we will be uploading the Ektron logo,
EktronLogo.jpg.

2. Double click on the file that you wish to upload, or select the file
then click on Open.

3. Nextyou must enter a description for the image file that you will
be uploading.
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Image Filename:
|C:"-,D|:u::uments and Settingshdoneilihy T Browse. .

Image Description {Alt Text):
|Ektr|:|n Logo

Content Group:
T Global

Sample Site
eMPower Help

Contact Ektron

0 T TS TS |

General

Frewvieu LIpload

NOTE The image description is also used for the alt text when someone places their
mouse cursor over the image on the Web page.

4. Next, you must select the Content Group that you wish to
upload the file to. If you select Global, the file will be available
to all the users of the Web Site. If you select a specific Content
Group, then that group will be the only one to access, and use
the file in their content.

5. If you would like to preview the file, you can do so by clicking
on the Preview button, and the file will be displayed in the
preview area on the right side of the screen.
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3 Ui Trnvimge - Microsolt Intermet Explorer

Image Description (Al Tesxt):
[Exzran Loge

Content Group:

T Global

Irmange Filename: .
ChDocurments and Setngshdonedipdy C - Browse.. I

= aklian

' Sample Site
T eMPower Help
' Contact Ektron
T General

] Upinad |

#] Dore [ e intemet p

6. When you are ready to upload the file, click on the Upload
button and the uploading process will begin.

7. When the upload is complete, you will receive a message
saying that the image was properly uploaded.

The image was uploaded.
Image Filename: ektron.qgif

Image Description {Alt Text): Ektron Logo

Now when you are creating or editing a Content Block, you can
insert the image into your content.
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Adding A Hyperlink

Adding a hyperlink into the Library would allow you to go to the
library and directly insert the hyperlink into your content, instead of
always having to type it in. This is especially good for links that are
often used, and for links to other pages of your Web site.

To begin, first click on the Add Hyperlink button:

After clicking the button, you will be taken to the Add Hyperlink
page where you can start the process.

3 fudd Hyperlink - Microsolt Intermet Explorer

Hyperlink {URL}:
[ttgacfy
Lirnk Description:

Content Group:
Global
Sample Site

-

C

T eMPower Help
T Contact Ektron
&

Genaral
Prandew | Add
Preview Area
@] Do [ [ mtemet p
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To properly add a hyperlink, follow these steps:

1. 1. First begin by entering the URL of the hyperlink that you
would like to add into the proper field.

For this example, we will use the Ektron site as the hyperlink to
add.

Hyperlink (URL):
|http:mru'-.rm.el-:trun.cum

Link Description:

Content Group:

' Global

' Sample Site

" eMPower Help
" Contact Ektron
" General
Fressewm A

2. Next you must enter a description for the hyperlink that you will
be adding.

Hwperlink {URL):
|http:,f,."'uxﬁnwektn:|n.c:nm

Link De scription:
|Ektr|:|n's Wieh Site

i Glob al
Sample Site
eMPower Help

Contact Ektron

General
Freniew Al
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NOTE The link description is also used for the alt text when someone places their mouse
cursor over the image on the Web page.

3. Next, you must select the Content Group that you wish to add

the hyperlink file to. If you select Global, the file will be
available to all the users of the Web Site. If you select a
specific Content Group, then that group will be the only ones to
access, and use the file in their content.

If you would like to preview the link, you can do so by clicking
on the Preview button, and the file will be displayed in the
preview area on the right side of the screen.

3 fudd Hyperlink - Microsolt Intermet Explorer

Hyperlink {URL):

|hU3p;-".-"mw akiron.com
Lirsk Description:

|[Ektron's ‘Wb Site
Content Groufp:
® Global

T Sample Site

T eMPower Help
T Contact Ektron

© General

Prwilwiﬁ

Home | Sitemap—
E ktru“ Dynamic Web content management and WY SIWY(

Praducts Support Partners  Devalopars

Simplifying Web Content
Authoring and Management

Eliminate the complexity of keeping Web content
up-to—date with Ektron's affordable, quick-to-
deploy products,

First time wisitor?

* Web content authoring/management defined
* Product overview ® Success stores

* Customer testimonials ®* ROL analysis

* Partizl list of Ektron customers I

Product Updates — What's New!

¥ Ektran CMS200 for ASP

» eWebEditPro 2.1 Incloding: Intermational
Language Utility, Mew! Style Class
Selectors and maral

* gMPower 3.11 for ColdFusion

Lo ol T T L — _..A_ll_n-.._.-_..r

=

4

5. When you are ready to add the file, click on the Add button.
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6. After the hyperlink is added, you will receive a message saying
that the link was properly added

The hyperlink was added.

Hyperlink {URL):
http:/ /vaww . .ektron.com

Link Description: Ektron Web Site

Now when you are creating or editing a Content Block, you can
insert the link into your content.

Check Out

Content in an eMPower Web site can be in one of the many
different states. If a Content block is available for you to edit, and
the Content is Checked In, submitted for approval, or Published,
the Check Out menu selection will be displayed. In the Checked In
or Published states, the frame surrounding the Content will be
green. If the Content is awaiting approval, the frame will be yellow.
If a red frame surrounds the Content block, it is presently Checked
Out by another user and is unavailable for you to Check Out or
edit.

NOTE Once you have Check Out a Content block, that Content is locked from being
Checked Out or edited by other users. This lock out will stay in effect until you
Check In the Content or Submit it for approval.

To Check Out Content

1. Login into eMPower as described in Logging In and Out of
eMPower.

2. Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.
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3. Select the Check Out task,

Ilcon

DHTML

K I=Tal¥

index main fPublished]
Work Area for john edit

Create Content...
eMrl Library... [

o checicoe..

b.u5| Yiew History... it
site

plat

: Prewiew Page...

s Ei Properties...

The Legout.. 0
manadement svstem. including the look and feel

When the Check Out task has been selected, the document will be
opened into the eWebEditPro Content Editor, inside your work
area. There will now be a variety of tasks available to you. From
this work area you will be able to edit Content, Save the changes,
Checkin the Content, Submit it for approval, Undo the Checkout,
and access the Library. See Content Editor for more information.
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3 Work furea ol john edit - Mecrosoll Inbernel Explorer

o Title: [indies rrigin I;&;:: II -
Keywords: | End Date: oy
P Catord

PBEM oY ARl -@m (B @E

LR == 2y (e ReTME -

* Homal * bl - 1@ rmmvﬁlnqu

fvelcome to eMPrwer

eMPower s a full-featured, easy-to-use Web content management software bringng 2
mew level of afordabidity to busineszes, organizations, and corporations. Designed for Web
sites and intranets running on the Macromedia ColdFusion platfomm.

= End-to-end content control;
Tha Webmaster can control all aspects of the content management system, ncluding the
look and feel parameters, who can edit what sections, and who approwes the content.

= Streamline process for multiple authors;

Ektron"s eMPower allows multiple business users to update tha site's content wath a check-
infcheck-out system that streambines and saves valuable time - translating to more
participation and better content.

# Eliminates bottlenecks and frees tachnical staff:

eMPower streamnlines the content editing process. By allowing business users to update the
cite's content and then directly publich to the Wab, tha technical ctaff is freed up to
concentrate on the technical aspects of the site.

| ®

of

2] Dore loading

[ [ mntemet

P

Submit

Content must be submitted for approval before being published.
Each Content block has a separate list of approvers. Selecting this
task will start the approval chain and send the Content to each
appropriate user for their approval. The final user to approve the

Content will be the one to finally Publish it.
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To Submit Content

1. Login into eMPower as described in Logging In and Out of
eMPower.
2. Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.
3. Select the Submit task,
Icon DHTML
_? Menu
= index mairn fChecked Inf
Work Area for john edit
Create Content...
2P Library... Et
M3N: Che ck Out... f':_'
g svbrit..
sites Yiew History... ol
pla :
Prewview Page...
. Er Help...
The Properties... Tn
Mani I:ug-uut... . i p
whn ran adit what cactinns and whn annarmvas th
4. After the Submit task is selected that Content will be opened
into your work area for your review.
5. When you are ready to Submit the Content, select the Submit
button.
[*Submit
6. You will then be given the opportunity to attach a “History

comment” to that Content. If desired, type your comment into
the displayed text box and click the Save Button, when you are

finished.
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7. By clicking this button, the comment will be saved and the title
of the Content will appear in the Publish Content area, of the
work area of those users who are in the approval chain for that
Content. If those users have requested “email notification” in
their Personal Profile area then an email requesting approval
will be sent to that user.

3 Work furea ol john edit - Mecrosolt Inbernel Explorer

Title: ndex main

o Keywords:

Start Date: Always displays
End Date: MNever Expires

Taxk:
welcome to elPower
o eMPower s a full-featured, easy-to-use Waeb content management software
bringing a new lavel of affordability to buzsinesses, organizations,

and corporations. Designed for Web sites and imtranets running on the
Macromedia ColdFusion platform.

® End-to-end content cont rol:
The Webmaster can control all aspects of the content management system,
including the look and fesl parameters, who can edit what sections, and who

o approves the content,

= Streamline process for multiple authors:
Ektron's elMPower allows multiple business users to update the site's comtent with a
check-infcheck-out system that streamlines and saves valuable time - translating

to mor@ participation and batter content,

® Eliminates bottlenecks and frees technical staff:
gMPower streamlines the content &diting process, By alowing busingss users to
a update the site's content and then directly publish to the Web, the technical staff
is freed up to concentrate on the technical aspects of the site.

® Simple to implement and use:
Ektron’s eMPower is designed to be easy to use by both non=technical business
users whio are creating the content and the webmasters who are controlling the

process, =
-

] 0o [ |4 intemet

8. When you submit a Content for approval, the Menu box
surrounding that Content will turn yellow so that other users will
know its current status. If you click on a yellow Menu link, the
user who submitted the Content and the user group who is
responsible for approving it will be displayed in the Menu task
list.

eMPower User Manual, Version 3.6 48



The Menu

index main [Submitted]
Work Area for john edit
Create Content...

eMIl Library... 1 ©0
Mal check Dut... ffon
buis Submitted {john edit) B3I

;IIFE:?: Pending Approval by publishers Colc

Yiew History...
Preview Page...

e FE

The Help... -ont
mar Properties... | pa
wico Logout... the

9. You can send an email to the user group responsible for
approving the Content, by clicking the “Pending Approval”
menu task. A new window will open, displaying the user groups
and users. When you select the User’s name, your e-malil
message center will open and you will be given the option to
send e-mail to that User.

Delete

When this task is selected, the Content will be submitted to an
approval chain to be deleted.

To Delete Content

1. Login into eMPower as described in Logging In and Out of
eMPower.

2. Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.
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3. Select the Delete task.

Ilcon

DHTML

Menu

- index fatest news [Publislred]
w [ Work Area for App Administrator

Drea Create Content...
that

ermp

Library...
Check Out...

ocioee..

Yanc yiew History...
conte

onlin PrEYiew Page...

Help...

= 1Properties...
pPoOwWE

Intri Logout...

4. When the Delete task is selected, the Content to be deleted
will be displayed in your work area.

5. If you are sure that this Content should be submitted to the
approval chain for deletion then scroll to the bottom of the
Content and select the Delete button.

6. A dialog box will appear asking you, “Are sure you want to
delete this Content from your page?” Select OK to continue
with the deletion process or Cancel to return to the “Content to
Delete” in the user work area.

7. When you select OK, the “Content to Delete” will disappear
and the message “Content submitted for deletion” will
replace it. This Content will now make its way through the
approval chain.
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3 Work furea ol App Admandstrator - Microsoll Intenvel Explorer

Content to Delete

o-n

» Ektron empowvers Wanguard University with Web content management for online Seaming

that allow Web developers to empover busmess usrers

»  Interme tWeek highlghts power of Elitron products in Intranets

»  a'WabEditPro bringi & nav leval to WrSIwrd HTHL editers  Cold Fusion Developar s Jourmall

Hl_'lm [ [ intemet P

View History

All past revisions of Content blocks that were checked into
eMPower are available for you to review. This capability allows you
to compare the current Content with the past revisions of that
Content block. Your ability to view the history of a Content block is
determined by the privileges that each user is given.
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To View the History of a document

1.

Log in to eMPower as described in Logging In and Out of
eMPower.

Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.

Select the View History task,

Ilcon

DHTML

Menu
index main feublishedf
Work Area for john edit
Create Content...

eMP Library... car
Mari check Out... F':_'r':
gl viow vistory. i
sites . woldl
Prewiew Page...
platf
Help...
Properties...
®En P
The Logout... St

management system, including the look and feel par

wilm m = AATE bk membiAmes A wiblks s A e E s

4. When the View History task has been selected, the Document

History window will be displayed. There are three specific
areas visible in this window.

In the left column is the Document History area which displays
a list of each dated version of this Content, the last user, and
the status on that date. The Published Version of the Content is
displayed in the upper right corner of the window. The
Historical Version will be displayed in the lower right corner of
the window.

Select a version of the Content that you want to view, by
mouse-clicking once on the appropriate date, from the list in
the Document History area. The Content of this selected
version will be displayed in the Historical Version area. You
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can continue to select other versions for viewing. Each newly
selected version will replace the previously viewed historical
version.

7. If you have a selected Content version shown in the Historical
Version area that you would like to restore, then select the
Restore button shown below. This Historical version will then
be placed back into the editing processes and will need
another submission for publication to occur before it will
replace the current published version. The ability to Restore a
Content block is determined by the privileges given to the user
by the application administrator.

EE Restore

8. To close the Document History window, mouse-click once on
the X in the upper right corner of the window. You will be
returned to the previous window that you were working in.
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1 [rocwment History - Microsolt It ermet Explorer

Document History Published Yersion: Published on November 13, 2
index main welcome to eMPower
/130
LRI Pt | sirtee Publishad aMPower s a full-festured, sasy-to-use Web cantent management
1L/ 1350 software bringimg a new level of affordability to businesses, organizations,
iohr eds fubmitted and corporations. Designed for vWeb sites and intranets running on the
adiziel Macromedia CobdFusion platform
johm edit Chaduad In
11/ 1301
_l-.‘:-\._:T chatkad In ® End-to-end content control:
e sa T The webmaster can control all aspects of the content man agement system,
apmndmlmmaw R including the look and feel parameterc, wino can adit what cections, and who
n':'u o1 ) approves the content,
jahr edit Subrmitbad N N
11/ 1301 * Streamline process for multiple authors:
ohm edit chedsed In Ektron's eMPower allows multiple business users to wpdate the site's content
L 240 with a check-in/check-out system that streamlinges and saves valuable time
App Adeministrater publishad - translabing bo more participatior and better content. -
Historical Version: Published on MNovember 13, 2001 -
([ Restore]
welcome to sMPower
eMPower s a full-featured, easy-to-use Web content management
software bringimg a new level of affordability to businesses, organizations,
and corporations. Designed for Web sites and intranets running on the
Macromedia CobdFusion platform k|
* End-to-end content control;
The Wabmaster can contral all aspects of the content management system,
ncludimg the look and feel parameters, who can edit what sections, and who
dPproyves the content,
& Streamline process For multiple authors:
Ektrons eMPower allows multiple business users to wpdate the site's content ‘:j
] Do | & Internet 4|

Preview Page

You can preview a document to see how it will appear within a Web
page, before it is published.

To preview a document

1. Loginto eMPower as described in Logging In and Out of
eMPower.

2. Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.
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3. Select the Preview Page task.

Icon DHTML

Menuy

index main feublished]

Work Area for john edit

Create Content...
elP Library... C
Man: Check Out... fo
t'_US'r Yiew History... sl
sites . 0
platf

Help...
s En Properties...
The Logout... . or

4. A new browser window will open and the current Content will
be displayed on the Web page.

eMPower User Manual, Version 3.6 55



The Menu

3 eFPawer Samiple Sibe -

Flicrosolt [nk-emet Explorer

| B Edt Vew Faortes Took beb

e -+ - Q@ &

Dyzeacch [SiFavorkes (Priwory |- FE - = § 2

_.ﬂd:l'e:: |E] Fkpe: J 152 168, 0L 158 emporers smple ind=x . cfmimodespar e

aMPowar Halp Contact E ktron

Sample Site

Homie

Products

Support

Mews /Events

Ab=out Ls

Properties

Welcome to eMPower

eMPower is a ful-featured, easy-to-use Web content
rmanagement software banging a new level of affordabilicy to
businesses, organizations, and corporations. Designed for \eb
sites and imtranets nenning on the Macromedia ColdFusion
platforrn.

* End-to-end content control:

Tha Wabmaster can control all aspects of the contant
rmanagement system, including the look and fesl parameters, who
can edit what sectiorns, and who approves the content.

® Streamline process for multiple autkhors:

Ektror's eMPower allows multiple butiness users to update the
site's contant with a check-in/check-out systam that streamlines
and saves waluable time - translating to more participation and
better conbent

5. When you are done previewing the document, close the
window by mouse-clicking once on the X in the upper right
corner of the window. You will be returned to the previous

window that you were working in.

Latest MNews

W Eleboe, sounosiil ae

DpegmWegvar gxlengigns
thaat allow wek desslopers to
smpowsr bupmess ursre

® fktron srmpowsrg
wanauaed Uniygrsity with Wak
cortsnt mansgemant for
orline larnin g

#  Intermat i sek highlights
pusnar ul Ektron produd b in
Imtraneis

B aWabEdRP brings & new
e ved to WSTWhYG HTML

additar

LoldFusion e vebopsr's Toamal

This task allows you to view a detailed list of information pertaining
to the Content title specified in the Menu. This information includes

the Content ID and Title, Status of that Content, the date that

Content was last modified, Start Date, End Date, Content Group,

the Content location, and the required Approval Chain for that

Content.
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To View Properties of a Document

1. Log into eMPower as described in Logging In and Out of
eMPower.

2. Look for the Menu box surrounding a Content area that you
have privileges for, and drag the cursor over the Menu link. The
Menu will pop-up displaying a list of tasks.

3. Select the Properties task.

Ilcon DHTML

Menu

index main frublished]
Work Area for john edit
Create Content...

eMP Library... C
mMarn: check Out... fo
h_ug'r Yiew History... =l
sites . 0
Preview Page...
platf
Help...
M properties... |
The Logout...

ar

4. After the Properties task is selected, the user work area will
open up and the detailed information of the Content will be
displayed inside. If you select the User’s name, your e-mail
message center will open and you will be given the option to
send e-mail to that User.
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:] Work fuorea ol john editt - Mecrosolt Inbernel Explorer

Gontent 10:
o Title:

Keywords:
Status:
Last Modified:
Start Date:
Emnd Date:
Content Group:

Gontent
Category{s):
Approval Chain:

1

index m-ain

Approved by App Administrator
11/13,/2001 03:10:54 PM

Always displays
Newar Expires
Sample Site
Genaral

~publishers-Admin group-

@] Dore

[ [ mtemet

Logout

This task allows you the convenience of logging out of eMPower
from the Menu.
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Scheduling Content

How it works:

When content is referenced in an eMPower site, it now checks a
schedule ID within the content tags of eMPower. If this tag is
enabled, it will supply dates to the application, which will then use
it's logic to display the content based on the allowed schedule.

By default, all new content enable the schedule id by setting the
date fields to blank and allowing you to select your desired
schedule. Setting date and time when editing the content, will allow
you to build a schedule that will tell you when that document is
allowed on the site. When a document is off of the allotted
schedule, you will not see it on the site or in the searches but will
still see it when logged into eMPower.

Creating Scheduled Content:

To set a schedule on a document, you will need to enter the edit
mode. Start and End date fields will have a button to a calendar
below each of them.

S WL Tl LRUuL

i

— start |

Date: |§% Calendar
— a

End Date: |§% Zalendar
=R s
O

When selected, another browser window will open and you will be
able to select a date and time for the selected field.

eMPower User Manual, Version 3.6 59



Scheduling Content

<3 eMPower Calendar: November - 101 x|

SN

b
M|M||-i
B ks flen ] e ] e

27

|naj;|15j ;|11j|Pw1j

|@ Dare l_l_lﬂ Interret g

Once the document has been submitted and approved, it will be
available according to the schedule provided.

Start Date:
The start date is used to set the beginning date and time when that
content is to begin displaying on the site. If blank, it will display
immediately and be up until the end date (if specified).

End Date:

The end date is used to set the desired expiration date of the
content. If blank, it will display from the start date (if specified) and
display infinitely.

NOTE If both date fields are blank, the content will always display. All new content blocks
default to blank.
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Scheduling Configurations:

The following is a table of possible scheduling configurations.

Start Date End Date Result

[blank] [blank] When no dates are entered the content
will always show up.

06/22/2001 02:35:20 PM [blank] Content will begin to show up on the site
on June 22nd, 2001 at 2:35 PM and never
expire.

[blank] 06/29/2001 02:39:20 PM Content will show up on the site

immediately and expire from the site on
June 29th at 2:39 PM.

06/22/2001 02:35:20 PM 06/22/2001 02:35:20 PM Content will begin to show up on the site
on June 22nd, 2001 at 2:35 PM and will

expire from the site on June 29th, 2001 at
2:39 PM.
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Content Editor

The eMPower Content manager comes with its own Content editor,
eWebEditPro. With this editor, you can add and modify your page
Content with WYSIWYG ease-of-use. You can access the editor
from many different areas of eMPower. When you select the
Create Content, Checkout, or Edit tasks from the Menu, the
Content Editor will be opened into your user work area and contain
your Content. From any of these areas, New Content, Edit Content
or Publish Content, select the edit icon and the Content Editor will
open into your user work area and display with your Content inside
it.

Using eWebEditPro

You will be using the Content Editor when you need to Create a
new Content or Edit an existing Content. There will now be a
variety of features available to you, to make these tasks easier and
more productive. From this work area, you will be able to edit a
Content, Create a new Content, Save the changes made, Checkin
the Content, Submit it for approval, Undo the Checkout, and
access the Library
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When the Content Editor is opened inside the work area, the
following buttons will be available to you at various times. These
buttons and their specific functions are described below.

Click the Save button after editing a Content to save any changes

that you have made. The Content will not be checked in. It will
remain checked out and locked from other users until you Check In
the Content or Submit it for approval.

_ Click the Save & Preview button after editing a Content to save

any changes that you have made, and to preview the content to
see how it will look on the Web site.The Content will not be
checked in. It will remain checked out and locked from other users
until you Check In the Content or Submit it for approval.

Click the Save and Checkin button to save any Content changes

made and Checkin the Content. You will then be given the
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opportunity to attach a “History comment” to that Content. If
desired, type your comment into the displayed text box and click
the Save button, when you are finished.

By clicking this button, a dated entry of this Content version will be
made in the Document History area. When you checkin the
Content, it will again be available to other users. If you are not fully
finished with a document do not check it in. Instead, Save the
document so that you can work on it later.

B save & Submit Click the Save al_nd Submit bu_tton to save any Con_tent changes
made and submit the Content into the approval chain to be
published. You will then be given the opportunity to attach a
“History comment” to that Content. If desired, type your comment
into the displayed text box and click the Save button, when you are

finished.

By clicking this button, the comment will be saved and the Title of
the Content will appear in the Publish Content area of the work
area of those users, who are in the approval chain for that Content.
If those users have requested “email notification” in their Personal
Profile area then an email requesting approval will be sent to that
user.

- Click the Undo Checkout button to restore the Content back to its
i ungo checkout | previous state. You can do this even after you may have saved the
Content many times, as long as you do not check the Content in
before clicking undo checkout. The version of Content that existed
before you started editing will remain the same. It will appear to
have never been checked out.

Click the Library button to access the image, file, and hyperlinks

EHELHJJ library. The library allows you to select and insert these items into
your Content. The Administrator decides who receives what
privileges of this library. See the Library section for more
information.

You will notice in the image, the Title and Keyword fields. The
Content entered here can also be modified. Place your cursor
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inside the field and edit or enter any new Content you desire. The
Title field is required.
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Introduction to eWebEdItPro

eWebEditPro is a browser-based, web content editor designed
for dynamic Web sites. It lets you create and publish your own
web content in any language supported by the operating
system and your web site.

More specifically, ewebEditPro lets you perform web page
editing functions, such as

* copy content from any Windows-based application

* cut, copy, and paste

e search for text

* check spelling

* change font style, size, attributes (bold, italics, underline),
and color

* begin lines with bullets or numbers
* adjust indentation
* right, center, or left justify text and images

* apply specialized formatting such as superscripts,
subscripts and strikethrough

* add a bookmark, hyperlink, image, or table

* view your text as WYSIWYG or HTML code

* insert or clean HTML code

You gain access to these functions either from the toolbar at

the top of the editor window or from a menu that appears when
you right click the mouse inside the editor.

Using eWebEditPro

eWebEditPro is like many other word processing applications.
You type text and then use toolbar buttons (illustrated below)
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and menu options to change the text's appearance or perform
functions on it, such as spell checking.
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Understanding the Toolbar,
Menus and Dialog Boxes

This section explains the toolbars, menus and dialog boxes that
you see in eWebEditPro.
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Toolbar Buttons

This section explains how to use the buttons and drop-down
lists on the toolbar. (The toolbar is the row of buttons across the
top of the editor window, illustrated below.)

fREA oY reell - @8 [He BB
ISIEEEESE=E4 0 hpeeME; - €
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The buttons let you perform functions such as cutting and
pasting text, inserting images, and creating tables.

All buttons may not appear. Your Webmaster determines which
buttons appear on your toolbar.

This section explains

e Selecting Text
* Applying Formatting Attributes to Text

e Table of Toolbar Buttons and Drop-Down Lists

Selecting Text

You select text before performing an action on it, such as
copying it.
* To select all information on a page, press Ctrl+A.

* To select a portion of the information on a page, you have
two choices.

- Hold down the left mouse button and drag the cursor
across the data you want to select.
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- Hold down the Shift key and the right arrow key (E]) until
the desired data is selected.

* To select a single word, place the cursor on the word and
double click the mouse.

Selected text has different background and foreground colors, as
illustrated below.

Horizontal s the horizontal position of the entire

Alignment

Border Color || Sets the color of the table borders
Haless {loa Nafanlf alaric rherclad

Applying Formatting Attributes to Text

Several buttons apply formatting attributes to text, such as bold
and italics. There are two ways to apply these attributes.

* Enter the text. Then, select the text and press the toolbar
button. The button is now in a “pressed in” condition, and the
text has the formatting attribute.

* Press the toolbar button. Then, begin typing the text. As you
type, the formatting is applied.

To stop applying the formatting, press the button again. This action

changes the button to a “pressed out” condition and terminates the
formatting.

Table of Toolbar Buttons and Drop-Down Lists

The following table explains each toolbar button and drop-down
list.
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Button Equivalent Function For more
Keystroke information, see
(Internet
Explorer only)
¥ Cut Ctrl+X Remove selected text and graphics.
Place that data into temporary memory,
also known as the “clipboard.”
(If you later cut or copy more information
onto the clipboard, the new information
overwrites the original information.)
c Ctri+C Copy selected text and graphics into “Copying from Other
opy temporary memory. Leave selected data Applications” on
where it is. page 80
(If you later cut or copy more information
into memory, the original information is
lost.)
E Past Ctrl+V Insert the most recently cut or copied text
= Faste and graphics at the current cursor
location.
i Find Ctrl+F Search for text on the page. “Finding Text” on
page 81
3 Und Ctrl+z Reverse the most recent action, as if it
ndo never occurred. You can undo as many
actions as you wish.
Ctrl+Y Reverse the undo action.
¥ Redo
HE Begin spell checker. “Checking Spelling
vl Spe:l Check Upon Demand” on
(manual) page 85
Turn on or off spell check as-you-type “Checking Spelling
REC
- tSpeIIt_Check feature. as You Type” on
(automatic) page 84
,ﬁ Bookmark Create a bookmark. “Using Bookmarks”
ookmar on page 185
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Button

Equivalent
Keystroke

(Internet
Explorer only)

Function

For more
information, see

% Edit Hyperlink

Change information about a hyperlink.

“Using Hyperlinks”
on page 189

% Remove Hyperlink

Remove a hyperlink.

“Removing a
Hyperlink” on
page 192

~ Horizontal Line

Insert a horizontal line.

) Insert or modify a picture. “Inserting Pictures”
o
Picture on page 107
Table Insert or edit a table. “Introduction to

Tables” on page 139

E Table Borders

Display table borders while in edit mode if
the table’s border size is set to zero (0).

“Assigning Border
Size” on page 164

= Show Invisible

Display some characters that do not
appear when the user views the page,

Elements such as end of line characters.
Pressing this button does not display
characters that indicate a bookmark.

B View as Display the page content as WYSIWYG

hat Y Is What Y .

WYSIWYG (What You See Is What You Get)

WYSIWYG is the ability to see in the
editor what will appear when user views
the web page.

@ View as HTML

Display the page content as HTML.

“Viewing and Editing
HTML” on page 194

View Preferences

Display a dialog box that lets you set
default values for font, color and size
when viewing as HTML. These settings
are ignored when you view as
WYSIWYG or when the user views your
web page.

This button is active only when the View
as HTML button is pressed.

“Viewing and Editing
HTML” on page 194
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Button

Equivalent
Keystroke

(Internet
Explorer only)

Function

For more
information, see

E—]

= Number

Begin the line on which the cursor rests
with a number. If the line above this line
is

® not numbered, assign this line 1

®* numbered, assign a number one
more than the line above

Begin the line on which the cursor rests
(or all selected lines) with a bullet (= ).

Increase or decrease the current line's
distance from the left margin.

Left, Center, and Right
Justify

Align paragraph so that it is arranged

® evenly on the left side (uneven on
the right)

® in the center of each line

¢ evenly on the right side (uneven on
the left)

® evenly on right and left side

x Superscript

Make the text superscript,

*2 Subscript

Make the text gypscript-

nbsp

Insert a blank space character.

Although you can add spaces in the
editor using the <space> bar on the
keyboard, those spaces are ignored by a
browser when it displays a page.

IEI Copyright

Insert copyright symbol.

Registered

Trademark

Insert registered trademark symbol.
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Button Equivalent Function For more
Keystroke information, see
(Internet
Explorer only)
™ Insert trademark symbol.
i £ Insert special characters (such as
I -
and T

Special Characters

fp N) from a drop down list.

To view the list, click the black down
arrow.

- Display a dialog box that shows your
© About play 9 : y
WebEditP version of ewebEditPro and your
evve It=ro license keys.
Form This will insert the form tags. “Inserting a Form” on
page 116
|
Button This will insert a button that you may set “Inserting a Button”
a value to. on page 118
B

Submit Button

S5

This will insert a Submit button into the
form.

“Inserting a Submit
Button” on page 120

Reset Button

R

This will insert a Reset button into the
form.

“Inserting a Reset
Button” on page 121

Hidden Text Field

=

This will insert a hidden text field into the
form.

“Inserting a Hidden
Text Field” on
page 123

Text Field

[ab

This will insert a text field into the form.

“Inserting a Text
Field” on page 124

Password Field

o

This will insert a password text field into
the form.

“Inserting a
Password Field” on
page 126
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Button Equivalent Function For more
Keystroke information, see
(Internet
Explorer only)

Text Area This will insert a text box into the form. “Inserting a Text

Area Field” on
page 128

Radio Button

This will insert a radio button into the
form.

“Inserting a Radio
Button” on page 130

iv
Check Box This will insert a check box into the form. “Inserting a Check
Box” on page 132

W~
Select List This will insert a select list into the form. “Inserting a Select

Bz

List” on page 134

File Upload

Ei

This will insert a text field and a browse
button to allow you to upload a file.

“Inserting a File
Upload Field” on
page 136

Style
Default Style

Display a list of styles. Users can select
from the list to apply a style to selected
text.

Note that the list can change depending
on the formatting of the selected line.

Your Webmaster determines which styles
are available.

Heading Size

| Morrnal j

Change the heading size. Your
Webmaster determines which heading
sizes are available.
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Button

Equivalent
Keystroke

(Internet
Explorer only)

Function

For more
information, see

Times New Roman, j

Font Style

Change the font style. Your Webmaster
determines which fonts are available.

Note: If more than one font appears in a

selection, the browser on the reader’'s PC
tries to display text using the first font. If

the browser cannot find that font, it tries

to use the second, etc.

afzp) = -

Size

ont

Change the font size. Your Webmaster
determines which font sizes are
available.

Select Calar - =

Change the font color. Your Webmaster
determines which colors are available.

Font
Color
Note: Your Web Master may disable one
or both of the font color toolbar options.
A Change the font color.

s Font Color

B 5old Ctrl+B Make the text bold.
¥ . Ctrl+l Make the text italic.
Italic
+ i .
U Underline Ctrl+U Make the text underlined
Appl i to the text.
'ﬁStrikethrough Pply strketarough to the tex
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The Context Sensitive Menu

This section explains the functions available on the menu that
appears when you right click the mouse within the ewebEditPro
editor. Because this menu can change depending on what you
are doing, it is called a context-sensitive menu.

b enLiz

Cuit
Copy
Pazte

Select Al

Clean HTRL

Hyperlink....

Edit HTHL

[v Yiew as WYSIWYG
Wiew as HTML

Picture. ..

NOTE A different context-sensitive menu is available when your cursor is within a
table. That menu is described in “The Table Context Sensitive Menu” on
page 149.
The following table lists the menu options and where to get
more information on each.
Menu Option Lets you For more information,

see

Menus

View all toolbar menus.

“Using eWebEditPro
without a Mouse” on
page 198
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Menu Option Lets you For more information,

see

Cut Remove selected text and
graphics. Place that data into
temporary memory.

If you later cut or copy more
information into memory, the
information in memory is lost.

Copy Copy selected text and graphics “Copying from Other
into temporary memory. Leave Applications” on page 80
selected data where it is. (If you
later cut or copy more
information into memory, the
original information is lost.)

Paste Insert the most recently cut or
copied text and graphics at the
current cursor location.

Select All Select all information on your
page. After you select it, you
can cut it, copy it, etc.

Clean HTML Remove unnecessary HTML “Cleaning HTML” on
tags page 196

Hyperlink Create a link to another web “Using Hyperlinks” on
page or a spot within the current page 189
page

Edit HTML Edit your page’'s HTML “Editing a Section of a

Page” on page 195

Insert HTML Insert HTML onto the page at “Inserting HTML" on
the cursor location. page 196

Check Spelling Compare words in the editor to “Checking Spelling” on
Microsoft WORD spelling list. page 84

View as WYSIWYG/HTML View and edit your page’s “Viewing and Editing HTML”"
HTML on page 194

Picture Insert a picture “Inserting Pictures” on

page 107
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Using eWebEditPro’s Advanced
Features

Most of ewebEditPro’s features are easy to learn. For example,

to make your text bold, you select the text, and click the bold
button (B).

However, some of eWebEditPro’s features are more complex.
For example, when creating a table, you must make several
decisions: the number of rows and columns, the size of the
border, the spacing between cells, etc.

This section explains how to use the features of ewebEditPro
that require a more detailed explanation.
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Copying from Other Applications

You can copy information from most other Windows
applications into ewebEditPro and retain the formatting from
the original application. In general, copying from another
application involves these steps.

Sign on to the application in which the information resides.
Select the information to be copied.

Press <CtrI>+<C>.

Go to eWebEditPro.

ok w0 nh e

Press <CtrI>+<V> to paste the selected information.

Here are some points to remember when copying from another
application.

* If you want to copy images, you must first upload them to
the server, using the image upload feature. (The Image
Upload feature is described in the ewebEditPro Installation/
Integration manual for the platform you are using.)

* You can only copy content, not background information that
generates content.

So, for example, you can copy the values in a spreadsheet
but not the formulas used to generate those values. Also,
copying dynamic fields from Microsoft WORD would
retrieve the current value of the fields but not the variables
that generate those values.

It's a good idea to experiment with copying from different
sources to test the results.
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Finding Text

To find text on your web page, click the Find button (#4) (or
<Ctrl>+<F>). When you do, the find dialog box appears.

2l x|
Find what: || Eird et |

[T Match whale word anly E;-Ihrectu:nr o
™ Match case Up {+ Down

Type the text that you want to find on the page and click Find
Next. The search stops at the next occurrence of that text.

The dialog box also lets you specify

e a search direction

* if the search considers the case (upper or lower) of the
search term

¢ whole word match

NOTE If you click the mouse on the web page outside of the editor and press
<CtrI>+<F>, the find looks for matching words on the web page.

Specifying a Search Direction

The search begins where the cursor is when you click Find
Next. To make sure you locate every occurrence of a term,
place the cursor at the beginning of the page before you begin
the search.
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If you begin the search from somewhere other than the top of the
page, use the Direction field to search from the current location to
the top or bottom of the file.

21x]

Find wehat: || Fird Mewt |
[~ Match whole word only [ [;-lfectlunr Cancel |
™ Match caze Up & Down

To search from the Click this option in the

cursor location to the Direction field

end of the page Down

top of the page Up

Considering the Case of a Search Term

By default, the search ignores the case (upper or lower) of a
search term. In other words, if you enter Bob in the Find What
field, the search finds bob, Bob, BOB, etc.

If you want the search to be case sensitive, use the Match case
check box on the Find window. If you enter Bob in the Find What
field and place a check in the Match case box, the search only
stops at Bob, not bob or BOB.

Il

Find what; || Eired et
™ Match whole word only [;-lfectlunr Cancel
[ I Match case ] dp £ Doen

Whole Word Match

By default, the search finds any occurrence of the text that you
type into the Find what field. For example, if you enter the, the
search finds the word the, as well as those letters embedded in
other words, such as others and theater.
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If you want the search to find only whole word occurrences of the

text you type into the Find what field, click the Match whole
words only box in the Find dialog box.

Find what | Firid et |
™ Match whale word only Sliaon Cancel |
" Up & Down
batch caze
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Checking Spelling

The eWebEditPro editor can check your spelling as you type or
whenever you want to check it. To use either spell checking
feature, your computer must have Microsoft Word 97 or a later
version installed.

The spell checking feature refers to the standard and custom
dictionaries in the version of Microsoft Word installed on your
computer.

The rest of this section explains

* Disabling Script Blocking

* Check Spelling as You Type

* Checking Spelling Upon Demand
* Spell Checking Selected Text

Disabling Script Blocking

If Norton Antivirus ™ 2001 is installed on your computer, you
need to disable script blocking in order to use the spell checker.
To do this, follow these steps.

Launch Norton Antivirus ™ 2001.
From the first window, click Options.
On the next window, click Script Blocking.

N RE

On the script blocking window, uncheck Enable Script
Blocking.

5. Press OK.

Checking Spelling as You Type

You can have the editor check spelling as you type. To turn on
the spell-check-as-you-type feature, click the automatic spell

check button(#:#).

When you click the button, the spell checker reviews every
word in the file. A wavy red line (-~ ) appears under any word
whose spelling is not found in the system’s dictionary.
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The spell checker continues to review each word as you type it,
underlining any words not in the dictionary.

NOTE Depending on the speed of your computer, there may be a short delay between
the time you type an incorrect word and when the wavy red line appears. Also, the
spell check does not check a word until you enter a space character to indicate
the end of a word.

Fixing Spelling Errors

There are two ways to fix a spelling error (indicated by a wavy red
line).

* Click the misspelled word and then right click. A menu displays
words that are similar to the misspelled word. Click the correct
word.

e If you know the correct spelling, type the correction.

Checking Spelling Upon Demand

If you do not want to use the spell-check-as-you-type feature, you
can begin spell checking whenever you wish. To do this, click the

spell check button ().
When you do, the system checks each word in the file. If the spell

check finds a word not in any of the dictionaries, it displays the
Spelling dialog box.
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M at in Dictionary:

Iinfu:urmasicun lgrore
[grore Al
Suggestions;
LChange
Change &l
Cancel

The Spelling Dialog Box
The Spelling dialog box displays

* the word not in the dictionary (in the Not in Dictionary field).

* suggested spellings for the word (in the Suggestions field).
The most likely replacement is selected at the top of the list.

e huttons that let you ignore the word, change the word, or exit.

If you want to Do this

=

Replace the word with one of Click the suggested word.
the suggestions and continue 2. Click Change.
spell checking the page.

Replace every occurrence of 1. Click the suggested word.
the worq with one of the 2. Click Change All.
suggestions and continue spell
checking the page.

Correct the spelling of the word 1. Click in the Not In Dictionary
by typing it and continue spell field.

checking the page. Correct the spelling.

Click Change.
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If you want to Do this

Leave the word as is; continue Click Ignore.
spell checking the page.

You would normally do this if a
word (such as a company
name) is spelled correctly even
though it is not in the dictionary.

Leave the word as is; continue Click Ignore All.
spell checking the page,
ignoring all other occurrences of
the word.

Stop spell checking. Click Cancel.

Spell Checking Selected Text

To check the spelling for a single word or a group of words, follow
these steps.

1. Select the text that you want to spell check.

Press the manual spell check button (%7).

The spell checker reviews the words in the selected text and
stops at any word not in the dictionary. For documentation of
options when a misspelled word is found, see “The Spelling
Dialog Box” on page 86.

4. When the spell checker finishes reviewing the words in the
selected text, it displays the following message

Finished checking selection. Do you want to check the rest of the
document?

Click Yes to spell check the rest of the document (including text
above the selected text).

Click No to stop the spell checker.
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The Library

Before inserting images or files into your content block, they must
first be uploaded to the eMPower library. This can be done either
via the eMPower menu, or the editor. This section will explain the

use of the library in the editor.
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Accessing the Library via the Editor

1. To access the library in the editor, begin by invoking the editor
by either creating a new content block, or editing an existing

one.
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| P
=
&] Do oading | )

2. Once the editor opens, click on the Library icon on the editor’s
toolbar.

(AR - @= @
K;|||nl:usp@®kﬁv1 £ - 'e'|

3. Once you have clicked the button, the library will open in a new
window.
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:—] Library - Mitrosall Internel Explorer

-|'_t|--|:| Global
BH_"] Sarmple Ste
BH_" sPorwer
Preview Area
Fetrach
&) Applet startad [7 [y Treemer =

NOTE

From here you will be able to add images, files, and hyperlinks to
the eMPower library, as well as insert them into your content.

Depending on your permissions, you may not have the ability to perform all library
tasks.

Viewing the Library

When the library opens, it's default landing area is in the view
library area. From here, you will be able to view all the uploaded
images and files, as well as hyperlinks and quicklinks that have
been added to the eMPower library.
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:—] Library - Mitrosall Internel Explorer

Ly (fems ey for Lse I sde) iﬁlr‘tl
EH ) Gioal

| - [Br Fi- Chestah

Ry

: i-iiﬂfﬂ':d!u
| i-[ B RC Sportster
o [gr Ty e
B Saenpia Ste
| B Grackines
EH_ " ettPorver
E};_"']&.-:H-:s
i~ {Br contsct-ekiron cim
i oo ha
[y e Femtures of ebPowves

2] Dore

[ et

Inserting Objects into your Content

When viewing images, files, and links, if you wish to insert them

into you content, click the Insert button that is located above the
object in the preview area of the library.

Insert |

Uploading Files

To begin the process of uploading a file, begin by clicking on the

Upload File button:
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Once you have clicked the button, you will be taken to the Upload

File screen.

2} Upload File - Microsolt Inkernet Explorer

Filename:

| Browse...
File Description:

Content Group:
™ Global
T Sample Site
T eMPOwWEr
Freview I Upload IFAutu Insert

Preview Area

Eoore .

To properly upload a file, follow these steps:
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1. First click on the Browse... button, and search for the file on
the system, or over your network.

Choose file
Lok jrn: i;_i documnents j - B B
m nclinistrabor, pof
: Instalistion. pdf
Hiskaiy (QuickSkart pdf
gp Feade.pdt
Des I':..tl:- p
&
My Documents
kdy L'_.:;:'u |::ur|3|
&=
- File pyae: User pf - Open
My Network P I J I_I
Files oftype: ~ [All Fles ) =| Carcel_ |
i
NOTE You are only allowed to upload types of files that the Administrator has set in the

eMPower Setup.

In this example, we will be uploading the eMPower User Manual.

2. Double click on the file that you wish to upload, or select the file
then click on Open.
3. Next you must enter a description for the file that you will be

uploading.

eMPower User Manual,

Version 3.6 93



Filename:

IE:"-,EMF"DwerH.E"-,pde"-,User.pdf Browse. .. |

File Description:

|eMPuwer 3.6 User kanual

Content Group:

" Sample Site

 eMPower

Frewview

Lpload

W auto Insert

4. Next, you must select the Content Group that you wish to
upload the file to.

If you select Global, the file will be available to all the users of
the Web Site. If you select a specific Content Group, then that
group will be the only one to access, and use the file in their

content.

5. If you would like to preview the file, you can do so by clicking
on the Preview button, and the file will be displayed in the
preview area on the right side of the screen.
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3 Ugload File - Microsoft Inbermel Explorer

Filename:
|E YehMFPowerd Bypdis\User pd Browsa... I

File Description:

kP ower 36 User Manusl
Content Group:

# Global

T Sample Site
' gMPower

Ektron
U ePowsr

User Manual

Version 3.6

3 I I I P I 7| T = [
2] Dores [ [@mene

6. If you check off the Auto insert box, then the file will be
immediately added to the content block once it has been
uploaded. Un-checking this box will allow you to keep
uploading files to the library.

7. When you are ready to upload the file, click the Upload button
and the uploading process will begin.

8. When the upload is complete, you will receive a message
saying that the image was properly uploaded.

The file was uploaded.

Filename: User.pdf

File Description: eMPower 3.6 User Manual
http://192.168.0.156/empowersample/emplibrary fUser.pdf
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9. Once the file has been uploaded you can insert it into your
content. Once you have, the file will appear as a link that will
open the file.

JJ Default Style = Marmal = Times Hew

eldFPowrer 3.6 TTzer hanual

Upload an Image

To begin the process of uploading an image, begin by clicking on
the Upload Image button:

Upload Imagel

Once you have clicked the button, you will be taken to the Upload
Image screen, which looks a lot like the Upload File screen.
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3 Upload Image - Microsall Internet Explorer

———— e ———— e ————— e —————

Image Filename:

Image Description (Al Tesxt):

Content Group:
T Global

© Sample Site
T aMPower

'Fi'ﬂ“l&"'] WI'MI W auto Insert

Preview Area

To properly upload a file, follow these steps:
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1. First click on the Browse... button, and search for the image
file on the system, or over your network.

Choose file

Lok ir: i_:i exprecs j - E] ﬁ- -

g] i [eitron g

Histon

Dezktop

My Documents

File e Ickuuhgl ﬂ

m
Files of lype: | Pickures [* gil, gl =| ilj

NOTE Note: You are only allowed to upload those types of image files that the
Administrator has set in the eMPower Setup.

In this example, we will be uploading the Ektron logo,
EktronLogo.jpg.

2. Double click on the file that you wish to upload, or select the file
then click on Open.

3. Nextyou must enter a description for the image file that you will
be uploading.
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Image Filename:

|C:".,D|:n::uments and Settingsi\doneilhDe:  Browse.. |

Image Description (Alt Text):

|Ektr|:|n's Logo
Content Group:
@ Global

' Sample Site
T eMPower

Frewiew Upload | W auto Insert

NOTE The image description is also used for the alt text when someone places their
mouse cursor over the image on the Web page.

4. Next, you must select the Content Group that you wish to
upload the file to. If you select Global, the file will be available
to all the users of the Web Site. If you select a specific Content
Group, then that group will be the only one to access, and use
the file in their content.

5. If you would like to preview the file, you can do so by clicking
on the Preview button, and the file will be displayed in the
preview area on the right side of the screen.
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3 Upload lmage - Microsolt Intemel Exgplorer

Image Description (Al Tesxt):

|Extron's Logo ~aktran
Content Group:

@ |clobal

© Sample Site

© aMPower

P"G"”E""'I Uplond |7 syto Insert

Image Filename: %,_
|C'|.Du:ul:uman15 and Sefingsidoneif0e:  Hrowsae.. I &f‘

& Dore [ |4 mriemet i

6. If you check off the Auto insert box, then the image will be
immediately added to the content block once it has been
uploaded. Un-checking this box will allow you to keep
uploading images to the library.

7. When you are ready to upload the file, click on the Upload
button and the uploading process will begin.

8. When the upload is complete, you will receive a message
saying that the image was properly uploaded.

The image was uploaded.

Image Filename: ektron.qgif

Image Description (Alt Text): Ektrons Logo
http://192.168.0.156 /empowersample femplibrary /ektron.gif
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9. Once the image has been uploaded, you can insert it into your
content block. Once you choose to insert it, the library will close
and you will be taken back to the editor screen where you will
be able to make some modifications to the image if you wish.

Modifying the Picture

1. Once you have chosen to insert the picture from the library, the
image will then be inserted in the picture properties box for you
to make any changes before it is inserted into the content

block.
Picture Properties El
— File Selection Ok
fempowerzample/emplibran/ektron.gif Cancel
— Layout — Picture
width: |e2 |

Height: |an ﬁ?\\j}
Border Thickness: IEI h

Alignrment; I j

~"ektron
Beset I
— Spacing
Harizomtal: II:I
Wertical: ID j
Title: IEktrn:nns Logo

2. From this dialog box, you can edit the image’s size, border,
alignment, spacing, and title.

3. Once you have finished making modifications, if desired, click
the OK button to finish the insertion process.
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Adding A Hyperlink

Adding a hyperlink into the Library would allow you to go to the
library and directly insert the hyperlink into your content, instead of
always having to type it in. This is especially good for links that are
often used, and for links to other pages of your Web site.

To begin, first click on the Add Hyperlink button:

After clicking the button, you will be taken to the Add Hyperlink
page where you can start the process.
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5 Auld Hyperlink - Microsall Intemel Exgplorer

Hyperlink (URL):
[ttt
Link Description:

Content Group:
T Global

© Sample Site
T aMPowEr

Prendew I Add IF Auto Insert

Preview Area

& Dure [ e

To properly add a hyperlink, follow these steps:

1. 1. First begin by entering the URL of the hyperlink that you
would like to add into the proper field.

For this example, we will use the Ektron site as the hyperlink to

add.
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Hyperlink {URL):

|http:,.f,."mﬁw.ektrc| H.Carm

Link Description:

Content Group:
" Global

" Sample Site
 eMPaower
Frewiew Add

M auto Insert

2. Next you must enter a description for the hyperlink that you will

be adding.

Hyperlink (URL):

|http:,-",."1ww.ektrl:un.|:|:um

Link Description:

|Ektron Wb Site

Content Group:
& Global

' Sample Site
" eMPaower
Frewiew Add

MV auto Insert

NOTE The link description is also used for the alt text when someone places their mouse
cursor over the image on the Web page.

3. Next, youm

ust select the Content Group that you wish to add

the hyperlink file to. If you select Global, the file will be

available to

all the users of the Web Site. If you select a

specific Content Group, then that group will be the only ones to

access, and
4. If you would

use the file in their content.
like to preview the link, you can do so by clicking

on the Preview button, and the file will be displayed in the
preview area on the right side of the screen.
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3 Auld Hyperlink - Microsalt Intermel Exgplorer

Prendew I Add IF Auto Insert

i

Hyperlink (URL): Home | Sie Map | Dewaload/Buy | Contict Us
|hﬂ;:-;-'.ﬁnw.aldrun.cum -
Link Description: @
|[Extron Web Site [ acien PRODUCTS | SUPPORT | PARTNERS
Content Group:
w
¥ Global . Improve your Web
€ Sample Site site with business
T aMPower user authoring!

R e : | Ektron provides web

developers with
components and
applications needed
to give business
users the ability to
author and publish
thiir owr Wb

Featured Links  Latest News ) =|

content, Your

| company can reduce

cost, daq*easa

update time, and

aukomate content

publishing workflow e
while enabling the

Web team to

mairttain control,

2] Do

| ; v
[ e

5. If you check off the Auto insert box, then the hyperlink will be
immediately inserted to the content block once it has been

added

. Un-checking this box will allow you to keep adding

hyperlinks to the library.

6. When you are ready to add the hyperlink, click on the Add

button

7. After the hyperlink is added, you will receive a message saying
that the link was properly added

The hyperlink was added.
Hyperlink {URL):

http:/ fwww . ektron.com

Link Description: Ektron Web Site
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8. Once the hyperlink has been added to the eMPower library,
you can now add it to the content. When the hyperlink is

added, it will appear as a hyperlink where, when clicked on, will
open the Web page.

7 |

Il
I
1+
]
AL
]

i
il
bk
i

Elctron Web Site|
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Inserting Pictures

To insert a picture into the editor, place the cursor where you
want the image to appear and click the Insert Picture button

(). When you click the button, one the Picture Properties
dialog box illustrated below appears.

Picture Properties i x|
— File Selection ok
Canizel

— Lapout — Picture

wdidth: IEI

Height: IEI

Border Thickness: IEI

Alignment; I j

Rezet I

— Spacing

Horizontal: IEI

Wertical: IEI
Title:

You can also access this dialog box to modify a picture after
you insert it. To do this, follow these steps.

=

Click the picture.

N

Right click the mouse.
3. Click Picture from the menu.
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Inserting Pictures

Inserting Pictures into your Content

For information about inserting images and other types of media
into your content blocks, see “Library” on page 29.

The Picture Properties Dialog Box

You can use the Picture Properties dialog box to

* adjust the picture’s width, height, border thickness, and
alignment

* reset the image’s properties width, height, border thickness,
and alignment to their original specifications

* set spacing between the picture and surrounding information
on the page

* enter or edit the picture’s title

* view technical information about your connection

Adjusting a Picture

The layout area of the Picture Properties dialog box lets you adjust
a picture’s width, height, border thickness, and alignment.

— Layout
"width:

I'IE—
Height: I'lE—
IEI—

[

Border Thickness:

Alignment; I Mot zet

R ezet

You can use the following fields to adjust the picture before
inserting it into the editor.

To make this change Use this field

The width of the picture, in pixels Width
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Inserting Pictures

To make this change

Use this field

The height of the picture, in

Height

pixels

Add a border around the picture Border Thickness

For more information, see
“Setting a Border” on page 110

Adjust the alignment of the Alignment
picture For more information, see
“Aligning the Picture” on
page 110
WARNING! If you substantially adjust the picture’s height and/or width, the picture may be
distorted when users view your web page.
Pixels

A pixel is a single point in a graphic image.

Computer monitors display pictures by dividing the screen into
thousands of pixels, arranged in rows and columns. The pixels are
so close together that they appear connected.

Below is an image shown at regular size and then enlarged so you
can see the pixels that make up the picture.

=

regular size

enlarged to show pixels
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Inserting Pictures

Setting a Border

To add a border around a picture, enter the border’s thickness in
pixels in the Border Thickness field on the Picture Properties
dialog box.

— Layout

width: I'I B
Height: |'| E

(El:urder Thickness: IUJ
Alignment; I Mot zet j
Fezet |
. . . . K
Here is a picture with a 1 pixel border.

Here is the same picture with a 10 pixel border..

If the picture is not a hyperlink, its border is black. If the picture is
also a hyperlink, the border is the same color as a hyperlink (for
example, blue or purple if visited).

Aligning the Picture

To align a picture, use the Alighment field on the Picture
Properties dialog box.
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Inserting Pictures

— Layout
Width:

I‘I g
Height: I‘I =4
Border Thickness: IEI

I

[&Iignment: I Mat SEEI

Reszet

When deciding how to align a picture, you need to become familiar
with these terms.

* baseline of text - the imaginary line on which the text lies.
Some letters (such as g, p and y) have descenders, segments
of letters that extend below the baseline

¢ bottom of text - the lowest section of a line to which a
descender extends

e top of text - the highest spot of a line to which any segment of a
letter extends

* vertical center - the midpoint between the top and bottom of the
line

_ - top
vertical _
center baseline

bottorn
The following table lists your alignment choices.
To align Click this in the lllustration
Alignment field
The picture on the left margin, allowing Left
subsequent text to wrap around it & lett

eMPower User Manual, Version 3.6 111



Inserting Pictures

To align Click this in the lllustration
Alignment field

The picture on the right margin, allowing Right

subsequent text to wrap around it ot &

The top of the picture with the top of the Text Top, Top

text & texttop

The vertical center of the picture with the Middle &

middle

baseline of the text

The vertical center of the picture with the AbsMiddle

vertical center of the text & absmidde

The bottom of the picture with the Bottom, Baseline

baseline of the text (This is the default
alignment)

The bottom of the picture with the bottom AbsBottom

of the text &
absbottom

Resetting Width, Height, Border Thickness, and Alignment

If you adjust the picture’s width, height, border thickness, and/or
alignment and later want to restore all of those settings to their
original values, click the Reset button.

bottom
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Inserting Pictures

= Lapout
Wwidth:

IED—
Height: IE'U—
IEI—

[

Border Thickness:

Alignment; I Mot zet

ﬂ Reset |J

Note that you cannot selectively restore some settings -- the Reset
button automatically restores all of them.

Adding Space around the Picture

On the Picture Properties dialog box, you can use the Spacing
fields (Horizontal and Vertical) to add space around the picture.
You enter a number of pixels to determine spacing value.

Spacing
Huarizontal: I 1]
Yertical I 1]
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Inserting Pictures

The following graphic illustrates the effect of adding spacing to a
picture.

This image has no vertical or honzontal space |

B
This image has 20 pels of vertical space, no hortzontal space

This image has 20 pmels of honzontal space, no vertical space |

=]

This image has 20 pels of vertical space and 20 poels of honzontal space

Editing the Picture’s Title

The title that you entered in the Insert Media Item dialog box
defaults into the Title field of the Media Selection dialog box. You
can edit the title in this field if desired.

NOTE The title is also the al t text for the image. The al t text appears in place of the
image on the web page if the image itself cannot display for any reason.

Deleting a Picture

If you want to delete a picture, follow these steps.

1. Move the cursor over the picture.
2. Click the mouse to select the picture.

3. Click the Cut button (d).
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Creating Forms with eMPower

eMPower comes with a special Form Element toolbar which allows
you to easily set up a form in any of your content blocks.

Form Elements

=} ﬁA‘J.ls.JII‘IﬁIEIWI7 BN}

x|

By default, the Form Elements toolbar is only enabled for
Administrators in the Sample site, but they may be enabled for any

other User Group desired.

Form Elements Toolbar Buttons

Shown in the table below is a brief description of each toolbar

button.
Button Description More Information
Form This will insert the form tags. “Inserting a Form” on page 116
i}
Button This will insert a button that you may set a “Inserting a Button” on page 118
value to.
B

Submit Button

S|

This will insert a Submit button into the
form.

“Inserting a Submit Button” on
page 120

Reset Button

R

This will insert a Reset button into the form.

“Inserting a Reset Button” on
page 121
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Button

Description

More Information

Hidden Text Field

=

This will insert a hidden text field into the
form.

“Inserting a Hidden Text Field”
on page 123

Text Field

[ab

This will insert a text field into the form.

“Inserting a Text Field” on
page 124

Password Field

[

This will insert a password text field into the
form.

“Inserting a Password Field” on
page 126

Text Area

This will insert a text box into the form.

“Inserting a Text Area Field” on
page 128

Radio Button

This will insert a radio button into the form.

“Inserting a Radio Button” on
page 130

is
Check Box This will insert a check box into the form. “Inserting a Check Box” on
page 132
~
Select List This will insert a select list into the form. “Inserting a Select List” on

EE

page 134

File Upload

Ei

This will insert a text field and a browse
button to allow you to upload a file.

“Inserting a File Upload Field”
on page 136

Inserting a Form

To begin, you must first insert the form into the editor. To do this,
first click on the Form button on the toolbar.

eMPower User Manual, Version 3.6

116



o
‘i|.ru.sJ.mll_l_ﬁl|f‘ VE B

Once you have clicked on the Form button, a window will open
where you will be able to specify the required attributes of the form:

<} eWebEditPro Form - Microsoft Internet Explorer : - 10| x|
=
Form
IMarme |
Action I
Page
Iethod
get
applicationfcwn-form-urlencoded [(default)
EncType multipartform-data (required far INPUT TvPE=FILE)
teodplain (for mailto: anhy)
Inser |
[/

Fill out the form with the following information:

Field Description

Name Enter a name for the form.

Action Page Enter the url where the data from the form will be
processed by a CGl script or gateway system.

eMPower User Manual, Version 3.6 117



Field Description

Method Select the method you want the data to be sent to the
server.
EncType Select the media type of the information being

processed by the <FORM> tag.

When you have filled out and selected all those fields, click the
Insert button to insert the form into the editor.

o/ esw|m~E ~FE &

<form action="mailto :\webmaster@acme.com"
enctype="post" name="mail"">
<fform:>

From here, you will be able to add the rest of the elements to the
form you have just created.

Inserting a Button

To begin, click on the Button button on the Form Elements toolbar:
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fn:urm)|

o fform

After you click on the button, a window will open with two fields you
will need to fill out.

A ewebEditPro Form - Microsoft In O] =]
Button
MNatme |
Button Caption |
Inser |

Fill out the fields according to the information shown below:

Field Description

Name This is the name of the button that will be used when the
form is being processed by the server.

Button This will be the text that will placed on the button.
Caption

Once you have filled out all these fields, click the Insert button to
insert it into the form.
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5o Close Window

— WYSIWYG

N EEE

form

<INPUT name=close type=button
value="Close Window"">

Inserting a Submit Button

To insert a Submit button into your form, begin by clicking on the
Submit button on the toolbar.

Jjﬁm%mll_lﬁﬁlﬁ v E &
form >

Once you have clicked the submit button, you will be prompted
with the following window.
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<} eWebEditPro Form - Microsoft I - 10| x|
submmit button
EButton Capt:ionl
Insert |

On this screen, enter the caption that you would like for the Submit
button, then click Insert.

|o|ssn [ BFE¢FE &

: Click Here to Submit

Close Window I

HTML

<INPUT type=submit
value="Click Here to Submit">»

o, fform

Inserting a Reset Button

To insert a Reset button into your form, begin by clicking on the
Reset button on the toolbar.
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E

Once you have clicked the Reset button, you will be prompted with
the following window.

<} eWebEditPro Form - Microsoft I -0 x|
Eeset button
Button Captionl
Inser |

On this screen, enter the caption that you would like for the Reset
button, then click Insert.

|0 Bsr [ BFE|* vEE G

HTML

<INPUT type=reset
value="Click Here to Reset">-

< ,-’fcurm|
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Inserting a Hidden Text Field

To insert a hidden text field, begin by clicking on the Hidden Text
Field button on the toolbar.

ﬂﬁlﬂﬂﬂl%ﬁﬁlﬁ vIEE| &

form )|

Once you have clicked on the Hidden Text Field button, a window
will pop up where you may enter information necessary for the
field.

A ewebEditPro Form - Microsoft I o ]
=
Hidden Text Field
Mame |
Walue |
Ed

Use the table below to properly fill out this form:

Field

Description

Name

This is the name of the field that will be used when the
form is being processed by the server.

Value

This will be the default text that will be placed into the
field.

When you have properly filled in the fields, click the Insert button.
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|5 Bsir|[RFE

|Hidden Text

Click Here to Submit I Cloge YWindow

form

Click Here to Reset |

HTML

o Sform

<|NPUT name=Hidden
type=hidden value="Hidden Text">

Inserting a Text Field

To insert a text field, begin by clicking on the Text Field button on
the toolbar.

¢ v | gl

JJEalm.ﬁJ.mll_EQF
|-fnrm)|

Once you have clicked on the Text Field button, a window will pop
up where you may enter information necessary for the field.
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<} eWebEditPro Form - Microsoft I - 10| x|
=
Tezt Field
IMatne |
Walue |
size I
Insert |
id

Use the table below to properly fill out this form:

Field Description

Name This is the name of the field that will be used when the
form is being processed by the server.

Value This will be the default text that will be placed into the
field.
Size This will be the size, in length, of the text box

When you have properly filled in the fields, click the Insert button.
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Click Here to Subrmit | Close Window
HTML

<IMPUT name=Text value=Text>

Click Here to Reset |

I ,-’fn:rrm|

Inserting a Password Field

To insert a password field, begin by clicking on the Password
Field button on the toolbar.

JJE1|.BJ.ﬁJ.EJ||_|E;|_*I‘:J&|F vVE B
|-fn:|rm.>|

Once you have clicked on the Password Field button, a window will
pop up where you may enter information necessary for the field.
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<} ewebEditPro Form - Microsoft I =10] x|
FPaszsword
Iame I
Value |
=ize I
Insert |

Use the table below to properly fill out this form:

Field Description

Name This is the name of the field that will be used when the
form is being processed by the server.

Value This will be the default text that will be placed into the
field.
Size This will be the size, in length, of the password text box

When you have properly filled in the fields, click the Insert button.
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Test Field: [Text Field

Hidden Text Field: [Hidden Text Field

Click Here to Reset | Click H&g to Submit | Close Window |

NEED <INPUT name=password
type=password value=Password>

HTML

Inserting a Text Area Field

To insert a text area field, begin by clicking on the Textarea button
on the toolbar.

ﬂalm&mlrlﬁ%lﬂ vIE &
|-fnrm>|

Once you have clicked on the Textarea button, a window will pop
up where you may enter information necessary for the field.
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Text Area Field
Iame ||
YWalue |
Colutnns I
Eows I
Inser |
Use the table below to properly fill out this form:
Field Description
Name This is the name of the field that will be used when the

form is being processed by the server.

Value This will be the default text that will be placed into the
field.

Columns This will be the amount of columns the text area box will
span

Rows This will be the height, in rows, of the text area box.

When you have properly filled in the fields, click the Insert button.
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Text Area Field A WYSIWYGS

Fassword: I’””“'””””r

Teut Field: [Text Field

<TEXTAREA cols=35 name=TextArea rows=3>
Text Area Field<iITEXTAREA>

HTML

Hidden Text Field: [Hidden Text Field

Click Here to Reset I Click Here to Submit | Close WYindow |

o Sform

Inserting a Radio Button

To insert a Radio Button, begin by clicking on the Radio Button
button on the toolbar.

JJE1|.BJ_5J.EJ||_|EF|%|7@|W|
|-fnrm)|

Once you have clicked on the toolbar button, a window will pop up
where you may enter information necessary for the radio button.
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Eadio Button

Hame |

Value I

Default 15
Checlced

Insert |

Ed

Use the table below to properly fill out this form:

Field

Description

Name

This is the name of the field that will be used when the
form is being processed by the server.

Value

This is will be the data sent to the server if the radio
button is checked.

Default is
Checked

Check off the box if you want the radio button to be
checked off by default.

When you have properly filled in the fields, click the Insert button.
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WY SIWYG HTML
T True <INPUT name=radio1 type=radio value=true>&nbsp;True<BR>
' False <INPUT name=radio2 type=radio value=False>&nbsp;False
Text Area Field |
Text Area Field =
Fazsword: |

Test Field: [Text Field
Hidden Text Field: 1H| dden Text Field

Click Here to Reset | Click Here to Subrmit Close Window

. fform

Inserting a Check Box

To insert a Check Box, begin by clicking on the Checkbox Button

button on the toolbar.
o | s =i R F F%@IW

form >
C Trae
" Falze

Once you have clicked on the toolbar button, a window will pop up
where you may enter information necessary for the check box.
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| »

Checl: box

Hatne |

Yalue |

Drefanlt 12
Checled

Inser |

kd

Use the table below to properly fill out this form:

Field Description

Name This is the name of the field that will be used when the
form is being processed by the server.

Value This is will be the data sent to the server if the checkbox
button is checked.

Default is Check off the box if you want the check box to be
Checked checked off by default.

When you have properly filled in the fields, click the Insert button.
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| form

d:
¥ | eMPower 3.5 <INFUT CHECKED name=check1 type=checkbox
M eldPower 3.11

value="elMPower 3.5">&nbsp; eMPower 3 5<BR>
<INPUT name="elP ower3.11" type=checkhox
MPower is Creat? value=empower31 1>&nbsp; ehP ower3.11
| True
| Falze

Text Area Field d

Inserting a Select List

To insert a Select List, begin by clicking on the Select button on
the toolbar.

=TT el e S F%W
form >

Once you have clicked on the toolbar button, a window will pop up
where you may enter information necessary for the select list.
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select

Iame I

SiEE I

Allow Iulitiple T

Ciption Mame |
Display Value |

Opton Mame |
Display Value |

Display Value |

Option Mame |
Display Value |

Insert |

Use the table below to properly fill out this form:

Field Description

Name This is the name of the field that will be used when the
form is being processed by the server.

Size The size, in rows, the list will display as.
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Field Description

Allow Checking off this box allows people to select more than
Multiple one option on the select list by using the Ctrl button
Option This is will be the data sent to the server if the option is
Value selected.

Display This is the name that the will be displayed on the list.
Name

When you have properly filled in the fields, click the Insert button.

s lpsr T EFEFFE @ |B= BB
N WYSIWYG
[ HTML
E:J:-‘bgjd;::ﬁﬁu T f <sELECT name=products size=1> N

<0PTION selected value=ewebeditpro1=eWebEditPro 1.8</0PTION=
<0PTION value=ewebeditpro20>eWebEditPro 2.0</0PTION=
< 0OPTION value= cms100forasp>cms100 for ASP</OPTION=
<0PTION value=cms100forcf=CMS100 for CF</0PTION=>
<OPTION value= CMS200>CHMS200</OPTION-

<0PTION value=eMPowe r>eMPower</OPTION=

</SELECT=

Chz100 for CF

Text Area Field |

Test Area Field |
Password: [

Text Field [Text Field

Hidden Text Field: [Hidden Text Field

Click Here to Reset | Click Here to Submit | Close Windaw

Inserting a File Upload Field

To insert a File Upload field, begin by clicking on the File Upload
button on the toolbar.
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Once you have clicked on the toolbar button, a window will pop up
where you may enter information necessary for the file upload

field.
43 eWebEditPro Form - Microsoft -10] x|
File
Hame I
oize I
Inger |

Use the table below to properly fill out this form:

Field Description

Name This is the name of the field that will be used when the
form is being processed by the server.

Size The size, in columns, the list will display as.

When you have properly filled in the fields, click the Insert button.
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WYSIWYG
Browse. . E
HTML
<INPUT name=FileUpload type=file>

|eWel:|EditF"m 18 TI

Have You Downloaded:
IV eDPower 3.5
M erdPower 3.11

eldFPower 15 Great?
& True
" Falze
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Introduction to Tables

Sometimes, the information on your web page looks better
when displayed on a table. Here is an example.

City Baseball Team Hockey Team
Boston Red Sox Bruins

New York Yankees / Mets Rangers
Chicago White Sox / Cubs Black Hawks

This section explains

* Creating a Table
* Deleting a Table

* Inserting a Table within a Table

See Also: “Table Dialog Boxes and Menus” on page 143,

“Manipulating Your Table’s Format” on page 152, and “Working

with Table Cells” on page 165.

Creating a Table

To create a table, click the table button () then click Insert
Table from the menu. When you do, the Insert Table dialog box

appears.
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Introduction to Tables

Insert Table x|
—Size
k.
B 2
Cancel
Colurntg: 2
— Lapauk — Borders
idth |1 00z [+ Usze Default Color
ECrErEEs
i~ Mot Specified Barder Calar: HEHHHHH
{* Peicent
" Pigels Border Size: 5
Harizontal &lighment: center j Cell Badding: Z
Cell Spacing: Z
— Custorn Backagraund
TR ;
B ackground Colar: Sreoeias Iv Unassigned
B ackaround Image:

You can also access this dialog box after you insert it. You would
do this if you wanted to edit any of the information entered in the
dialog.

To access this dialog after insertion, follow these steps.

1. Click the table.

2. Right click the mouse.

3. Click Table Properties from the menu.
When creating a table, you can specify the

e number of rows and columns
e width

* horizontal alignment on the page
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Introduction to Tables

* background color or background picture

e border size and color

For more information about managing tables, see “Manipulating
Your Table’s Format” on page 152.

For more information about managing individual cells within a

table, see “Working with Table Cells” on page 165.

Deleting a Table

To delete a table, follow these steps

1. Move the cursor over the table until the cursor becomes a four-
headed arrow (4‘).

2. Click the mouse button. The table becomes selected (small
squares appear around it).

@)

(@

3. Press <Delete>.

Inserting a Table within a Table

You can insert a table within a table. You might want to do this to
arrange text in columns.

Horizontal
Alignment

Fight

Left

Center

text

text

text

NOTE HTML does not let you use tabs or spaces to align text in columns. You must use

a table to align columns. You can remove the table’s border, so that no lines

appear between the columns and rows.
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Introduction to Tables

To insert a table within a table, follow these steps.

1. Place the cursor in the cell into which you want to insert a table.

2. Click the Insert Table button (E).
3. Click Insert Table from the menu.

Inzert Table...

[nzert Fow

|nzert Colurm
[nzert Cell

Delete Rows
Delete Columns
Delete Cells

rergeRels
Split Cell

T able Properties..
Cell Properties...

4. The Insert Table dialog box appears.
5. Edit the fields in the dialog box as needed. Then, click OK.
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Table Dialog Boxes and Menus

This section explains the menu options and dialog boxes you
use to manipulate tables and cells. In most cases, you are
referred to another section that describes the feature in more
detalil.

This section explains

* The Insert Table Menu
e The Table Properties Dialog Box
* The Cell Properties Dialog Box

* The Table Context Sensitive Menu

The Insert Table Menu
You access the Insert Table menu by clicking on the Insert

Table button () when the cursor is inside a table. When you
do, the following menu appears.

T Insert Table...
g‘“: Inzert Fows

uﬁu Inzert Caolurmn
E‘“’ Inzert Cell

= Delete Rows
"U" Delete Colurns
g Delete Cells
L7 ergeEelz
=3 Split Cel

@ Table Properties...
@ Cell Properties. ..
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The following table lists the menu options and where to get more

information on each.

Menu Option Description For more information, see

Insert Table Inserts a new table where the “Creating a Table” on page 139
cursor is currently resting

Insert Row Creates a new table row above the “Adding or Removing Rows and

row in which the cursor is currently
resting

Columns” on page 153

Insert Column

Creates a new table column next to
the column in which the cursor is
currently resting

“Adding or Removing Rows and
Columns” on page 153

Insert Cell Inserts a cell to the left of the cursor
in a table
Delete Rows Deletes table row in which the “Adding or Removing Rows and

cursor is currently resting

Columns” on page 153

Delete Column

Deletes table column in which the
cursor is currently resting

“Adding or Removing Rows and
Columns” on page 153

Delete Cells Deletes the selected cells

Merge Cells Combines the contents of two or “Merging Two Cells” on page 181
more selected cells into one

Split Cell Divides a cell into two. Each cell “Splitting a Cell” on page 180

occupies one half the size of the
original cell.

Table Properties

Displays and lets you edit table
properties, such as the number of
rows and columns, cell padding,
and borders.

“The Table Properties Dialog Box” on

page 145

Cell Properties

Displays and lets you edit cell
properties, such as width and
alignment

“The Cell Properties Dialog Box” on
page 146
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The Table Properties Dialog Box

The Insert Table dialog box lets you manipulate most elements of a
table‘'s appearance.

X
k.
B oz 2
Cancel
Colurntg: 2
— Lapaut —Borders
width: |1 00 [v Use Default Color
ECrEFrEEs
" Mat Specified Border Calar: Srcamian
{* Percent
" Pigels Border Size: 5
Harizontal &lighment: center j Cell Badding: Z
Cell Spacing: Z
— Custorn Backagraund
TR :
B ackground Colar: Sreoeias Iv Unassigned
B ackaround Image:

The following table lists the fields on this dialog box and refers you
to the section that explains each field.

Field(s) Lets you specify For more
information, see

Size: Rows, Columns | The number of rows and “Choosing the Number
columns in the table of Rows and Columns”
on page 152
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Field(s) For more

information, see

Lets you specify

Layout: Width Table width “Specifying Table Width”

on page 154

Layout: Horizontal
Alignment

The table’s alignment
across the web page

“Setting Horizontal
Alignment” on page 176

Background Color The background color of

the table

“Specifying a Table's
Background Color” on
page 159

Background Image A background image for

the table

“Specifying a
Background Image
for a Table” on
page 161

Whether or not to use
the default color (gray)
for table borders

Borders: Use Default
Color

Border Color If you do not use the
default, the color of the

table border

“Assigning Border
Color” on page 162

Border Size The size of the table “Assigning Border Size”
border on page 164

Cell Padding The space (in pixels) “Assigning Cell
between the cell text Padding” on page 184
and a cell’'s border

Cell Spacing The space (in pixels) “Assigning Cell

between a cell and
surrounding cells

Spacing” on page 184

The Cell Properties Dialog Box

The Cell Properties dialog box lets you manipulate most elements
of a cell's appearance.
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Cell Properties x|

—Span

Ok

Bows Spanned:
Cancel

Columtg Spanned:

— Lapauk — Borders
width I [+ Usze Default Color
{* Mot Specified Baorder Colar:
" Percent
W 'word Wiap " Pigels
Harizantal Alignment; I j
Wertical Alignment; I j
— Custorn Backagraund
[ETTECETT ;
B ackground Colar: Sreoaias v Unassigned
B ackaround Image:

The following table lists the fields on this dialog box and refers you
to the section that explains each field.

Field(s) Lets you specify For more
information, see

Rows Spanned If the cell spans two or “Spanning Rows or
more rows Columns” on page 174

Columns Spanned If the cell spans two or “Spanning Rows or
more columns Columns” on page 174

Width The minimum cell width “Specifying the Width of

a Cell” on page 165
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Field(s)

Lets you specify

For more
information, see

Word Wrap

Whether text moves
down to the next line
when it reaches the
specified width of a cell

“Word Wrap” on
page 181

Horizontal Alignment

The alignment of data
across a cell

“Setting Horizontal
Alignment” on page 176

Vertical Alignment

The alignment of data
up and down within a
cell

“Setting Vertical
Alignment” on page 178

Background Color

The cell's background
color, if you want it to be
different from the table’s
background color

“Specifying a Cell’'s
Background Color” on
page 170

Background Image

A background image for
the cell

“Specifying a
Background Image for a
Cell” on page 171

Use Default Color

Apply the table border
color to this cell border

Border Color

Apply a color other than
the table border color to
this cell border

“Setting a Cell's Border
Color” on page 168
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The Table Context Sensitive Menu

The following menu appears when you right click the mouse while

the cursor is in a table.

bl enus

Cut
Copy

Pazte

Select Al

Clean HTHML

Hyperlink...

[nzert HT kL

Inzert Table...
Inzert Fow
Insert Colurn
Inzert Cell
Delete Rows
Delete Columns
Delete Cells
ferge Cellz
Split Cell

T able Properties. ..
Cell Properties. ..

| v View as WYSIWYG
View az HTML

Picture...

The following table lists the menu options and where to get more

information on each.

Menu Option

Description

For more information, see

Menus

Displays toolbar menus. Click a menu to
display it options. Then, click a menu option
to perform its function, such a copying text.

“Using eWebEditPro without a
Mouse” on page 198
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Menu Option

Description

For more information, see

Cut

Removes selected text and graphics. Places
that data into temporary memory, also known
as the “clipboard.”

(If you later cut or copy more information
onto the clipboard, the new information
overwrites the original information.)

Copy

Copies selected text and graphics into
temporary memory. Leaves selected data
where it is.

(If you later cut or copy more information into
memory, the original information is lost.)

Paste

Inserts the most recently cut or copied text
and graphics at the current cursor location.

Select All

Selects all information on your page. After
you select it, you can cut it, copy it, etc.

Clean HTML

Removes unnecessary HTML tags

“Cleaning HTML" on page 196

Hyperlink

Creates a link to another web page or a spot
within the current page

“Using Hyperlinks” on page 189

Insert HTML

Inserts HTML onto the page at the cursor
location.

“Inserting HTML" on page 196

Edit HTML

Edits your page’'s HTML

“Editing a Section of a Page” on
page 195

Insert Table

Inserts a new table where the cursor is
currently resting

“Creating a Table” on page 139

Insert Row

Creates a new table row above the row in
which the cursor is currently resting

“Adding or Removing Rows and
Columns” on page 153

Insert Column

Creates a new table column next to the
column in which the cursor is currently
resting

“Adding or Removing Rows and
Columns” on page 153

Insert Cell

Inserts a cell to the left of the cursor in a table

“Inserting a Cell” on page 167

Delete Row

Deletes table row in which the cursor is
currently resting

“Adding or Removing Rows and
Columns” on page 153
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Menu Option

Description

For more information, see

Delete Column

Deletes table column in which the cursor is
currently resting

“Adding or Removing Rows and
Columns” on page 153

Delete Cell Deletes the selected cells “Deleting a Cell” on page 167

Merge Cells Combines the contents of two or more “Merging Two Cells” on
selected cells into one page 181

Split Cell Divides a cell into two. Each cell occupies “Splitting a Cell” on page 180

one half the size of the original cell.

Table Properties

Displays and lets you edit table properties,
such as the number of rows and columns,
and their width

“The Table Properties Dialog
Box” on page 145
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Manipulating Your Table’s Format

This section explains how to manipulate your table’s format by
specifying

* anumber of rows and columns

* awidth

* horizontal alignment

* a background color or image

e Dborder color and size

NOTE You can also apply most of these properties to individual cells within a table.
See “Working with Table Cells” on page 165 for details.

Choosing the Number of Rows and Columns

Use the Size section of the Insert Table dialog box to specify
the number of rows and columns in the table.

Insert Table

Size
Blons; 2
Columnns: 2

A row is a horizontal series of cells, while a column is a vertical
series.

|
Fows

Columns
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If you know how many rows and columns the table will be, enter
those numbers. If you don’t know the number of rows and columns
you need when you create the table, estimate how many you need.

You can add or remove rows and columns later.

Placement of Inserted Row or Column

If you add a row, it appears above the row in which the cursor was
resting when you pressed Insert Row.

If you add a column, it appears on the left side of the table.

Adding or Removing Rows and Columns

To add or remove rows and columns after you create the table,
follow these steps.

1. Place the cursor in the cell from which you want to add or
delete.

2. Right click the mouse. A menu appears.

[0t
Eapy
Easte

Select All

Inzert Haw
Inzert Calurmn

Delete Bows
Delete Columns

it

iergelEelz
Split Cell

Table Properties. ..
Cell Froperties...

Hyperlink...
Picture...

Clean HTKL Code. .

Inzert HT ML
Yiew azs HTRL
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3. Click the appropriate action from the menu. For example to add
a row, click Insert Row.

Specifying Table Width

When you create a table, you can set its width by specifying one of
the following:

* percentage of the window: the table’s width varies as a user
adjusts the browser size

e fixed number of pixels, the table’s width stays the same as a
user adjusts the browser size

You can also not set a width but instead let information you enter
into the table’s cells determine its width.

NOTE To set the width of a table column, adjust the width of one of the cells within the
column (as described in “Specifying the Width of a Cell” on page 165). Usually,
this change affects all other cells in the column.

Specifying Table Width by Percentage

Specify table width by percentage if you want the table to be
resized as the user resizes the browser.

NOTE In order for the table to resize with the browser, the Word Wrap attribute must be
turned on in all of a table’s cells. For details, see “Word Wrap” on page 181.

For example, if you specify that a table is 100% wide, and your
browser displays 14 inches across when it is maximized, the table
fills the screen (except for the browser border).
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Eie Edt Yiew Go Communicaton Help

Back

Relaad Harme

s O

Securily Shap

[
Seasch  Metscape  Prark

:

Tahle Propeérties

Horizontal Alignment

.Elnrl:ler Color
Border Size

Cell Padding

Cell Spacing
Background Caolor

Background Image

Sets the horizontal position of the entire table

.SEIS the color of the table borders unleszs Use Defauf Color is checked.
.Sets the thickness af the table borders in pels.

Sets the spacing around the text in a table cell

.SEIS the spacing between cells in the table

.SEES the backoround color of the table unless Unassoned is checked.

Sets the image to be displayed in the table's background

If you resize the browser to half the screen, the table will be about
7" wide. You still see both columns, but some of the data is moved
down.

#- Metzcape
File Edit “ew GEo Communicator Help
<« » A D4 N
Back Fonward Reload Home Search  Metzcape
Table Properties
Harizontal Sets the horizontal position of
Alignment the entire takle.

Sets the color of the table
borders unless Lise Defaul
Color is checked.

Border Colar

Border Size Sets the thickness of the tahle
borders in pixels.
Zell Padding Sets the spacing around the

text in a table cell.
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Setting Table Width by Percentage
To specify table width by percentage, choose Percent in the layout

section of the Insert Table dialog box. Then, specify the percentage
at the Width field.

Inzert Table

—Size
Biowz: 2
LColumnsz: 2
— Layout
width: |1 00
Mot Specified
% Percent
" Pigels
[ N B I FE Il’tF!r‘lrF!r

Specifying Table Width by Pixels

Specify table width by pixels if you want the table to remain the
same size if a user resizes the browser.

For example, if you specify that a table is 610 pixels wide, and the
user’s browser is set to low resolution (640 x 480 pixels), the table
occupies the full width of the browser when it is maximized.

If the user resizes the browser so that it only occupies the left half
of the screen, only the left half of the table appears. A scroll bar
appears at the bottom of the browser. The user must move the
scroll bar to see the rest of the table.
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i Netscape
File Edit Yiew Go Communicator Help
« 2 A I =2 N
Back Forward Reload Hame Search  Metzcape
Table Properties
Horizontal Alignment _ _
Sets the horizontal posi
Border Color Sets the color of the tak
Border Size Sets the thickness of th
Cell Padding Sets the spacing aroun
Cell Spacing Sets the spacing betwe
Background Calar Sets the background cc
EBackground Image Sets the image to be di:
1| | i
[ [=D=| |Docume =| -3 i

If you set table width by pixels, do not set it to more than 610
pixels. Otherwise, the table will not fully display on a monitor set to
low resolution (640 x 480).

Setting Table Width by Pixels
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To specify table width by pixels, choose Pixels in the layout section
of the Insert Table dialog box. Then, specify the number of pixels at
the Width field.

Specifying Horizontal Alignment

You can specify your table’s horizontal alignment (left, right, or
center) within the browser.

Inzert Table

— Size
Bows: 2
LColurmnz: 2
— Lapaout
width: 610
" Mot Specified
" Percent
* Pigels

Alignment

Example

left

right

center
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If you specify right or left justify, you can wrap text around the table.
To do this, move the cursor to the right or left of the table and begin

typing.

Table Properties
Horizontal Sets the horizontal position of the Eﬂ;ls}jxmllpétﬁ
i i £ table 13 [e
Alignment entire table. ustified, so this
Border Color || Sets the color of the table borders text appears to
unless Use Defaulf Coloris checked. the right of the

tahle.

Border Size

Sets the thickness of the table borders
N pixels.

Specify the table alignment at the Horizontal Alignment field on
the Layout area of the Insert Table dialog box.

- Layaut
width: |1E“35"°’
" Mot Specified
{+ Percent
" Pizels

[H orizontal Alignrment: center 4

Table Backgrounds

You can specify a background color or image for your table.

Specifying a Table’s Background Color

Width

You can assign a background color to a table to make it more
pleasing to the eye. Here is an example.

Sets the width of the table on the page in terms of a
percentage or by pixel width.

Horizontal Alignment | Sets the horizontal position of the entire table. For example,

Border Color

left, center, right.

Sets the color of the table borders unless Use Default Color
is checked.
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NOTE If you apply a dark background color to a table, you may want to apply a light

foreground color to the text. Use the font color button (é) to change the text
color.

To assign a background color to your table, click the Background
Color field on the Insert Table dialog box.

— Cuztom Background

Eackground Calar: ¥ Unassigned

When you click that field, a color dialog box appears. Click the
color that you want to apply to the background of the table.

Follow these steps to get help on how to use the color box.

1. Click the question mark in the top right corner.

oo G|

Baszic calors:

[l
M TN
T ..
HMENEEE N
HEREEEEN N
WEEENT .

Custom colors:

Define Cugtom Colars > "

0k, | Cancel |

A large question mark appears next to your cursor.

Drag the question mark to the area of the dialog box that you
want to learn about.

4. Click the mouse button. A box appears with instructions for that
area.
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Deleting a Table’s Background Color

To delete a table’s background color, click the Unassigned box in
the Custom Background area of the Insert Table dialog box.

— Custom B ackground

e ¥ Unassigned
ErEEEE..

B ackground Caolor;

Specifying a Background Image for a Table

If you want a background image to appear in all table cells, use the
Background Image field of the Insert Table dialog box.

B ackground Colar;

EETECREE 3
Aromame v Unassigned
ErEeEEes

Gau:kgmund Imange:

To insert a background image

1. Enter the path or URL of the image you wish to use for the

background.

2. Click OK.
Note that when you apply a background image to a table

it applies to the entire table, including the borders.

if the table is larger than the image, the image repeats until it
fills the table.

if the image is larger than the table, the top left corner of the
image aligns with the top left corner of the table. The rest of the
image fills as much of the table as possible.

you can also apply an image to individual cells (see “Specifying
a Background Image for a Table” on page 161).

make sure that the image does not obscure user’s ability to
read the table text.
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Deleting a Background Image

1. Move the cursor to any cell on the table and right click the

mouse.

2. Click Table Properties from the menu.

>

ITIEEIL L LILri
Inzert Cell
Delete Rows
Delete Columte
Delete Cells
herge Cells
Split Cell

T able Prooerties...

Cell Properkes. .

[ View as WYSIWYG

"iew as HTML

Picture. ..

Select the value in the Background Image field and press

<Backspace>.
3. Click OK.

Setting Table Borders

You can specify a border color or size for your table.

Assigning Border Color

A table border is the line that separates the table from the rest of
your web page. By default, table borders are gray. You can change
the color of table borders.

tahle border

Jlaris checked.

If you want a table’s border to “disappear,” set it to the same color
as the page’s background color. This technique is often used to

cell border

format text on a web page.
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Assigning a Cell Border Color

Each cell also has a border that separates it from the other cells
and the table border. By default, a cell's border color matches the
table border. However, you can individually change a cell border

color (see “Setting a Cell’'s Border Color” on page 168).

To assign a color to your table’s border, click the Border Color
field on the Insert Table dialog box.

— Borders

[FTErETT
ECrECrEER
Barder Calar: EEEEEEEE

Border Size:

When you click that field, a color selection box appears. Click the

color that you want to apply to the table’s border. Follow these

steps to get help on how to use the color box.

1. Click the question mark in the top right corner.

Color | x| |

A large question mark appears next to your cursor.

Basic calors:

TN .
M TN
T ..
HMENEEE N
HEREEEEN N
WEEENT .

Custom colors:

Define Cugtom Colars >

0k, | Cancel |

2. Drag the question mark to the area of the dialog box that you
want to learn about.
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3. Click the mouse button. A box appears with instructions for that
area.

Assigning Border Size

You can also adjust the size of a table border. Size is measured in
pixels.

one pixel 14 pixel
tahle horder table border

To assign a border size to your table, enter a number of pixels into
the Border Size field on the Insert Table dialog box.

— Borders

Border Calar; HH

[El:urder Size: 5 j

If you set a table’s border size to zero (0) but wish to view the
table’s boundary lines while you are editing it, select the table and

click the border button (Eﬂ), Boundary lines will appear while you
are editing but disappear when a user views the page.
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Working with Table Cells

Along with functions for managing tables (described in
“Introduction to Tables” on page 139 and “Manipulating Your
Table’'s Format” on page 152), eWebEditPro also lets you
perform actions on individual cells within a table.

You can perform the following actions on individual table cells.

e Specify a width.

* Insert or delete cells.

* Specify a border color.

* Specify a background color or image.

* Have a cell span two or more columns or rows.

* Specify horizontal and vertical alignment of the data within
the cell.

e Split a cell into two cells.
* Merge two cells into one.
e Turn word wrap on or off.

* Set cell padding and spacing.

NOTE HTML does not allow you to adjust the width of a cell's border.

You can also select several cells or a row of cells and change
them as described above. However, you cannot select and
change a column of cells.

Specifying the Width of a Cell

As described in “Specifying Table Width” on page 154, there
are several ways to set the width of a table. Within a table, you
can also specify the width of an individual cell.

When you set a cell width, there is no guarantee that the cell
will occupy that width when displayed in a browser. This is
because the cell is part of a column, and changes to other cells
in the column can affect the cell whose width you set. Setting
cell width only guarantees that the cell will not be less than the
width you specify.
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If you want to ensure that a cell’s size does not change, set all cells
in a column to that width.

To specify a cell's width, follow these steps.

1. Place the cursor in the cell whose width you want to set.
2. Right click the mouse.

3. Click Cell Properties from the menu.
INZEMT Lol

Inzert Cell

Delete Rows
Delete Columns

1 Delete Cellz

terae Cells
Split Cell
T able Froperties. ..

Cell Proper

v View asWOVSIWAE

Wiew as HTRL

Ficture. ..

4. The Cell Properties dialog box appears.

Cell Properties

—Span

Bows Spanned:

Calumnz Spanned:

— Layout

[ﬂidth: | J

' Mot 5pecified
" Percent
7 wierd Wairan " Pigels
5. In the layout section of the dialog box, enter the cell width at
the Width field. You can enter the width in pixels or percentage.
These choices are explained in “Specifying Table Width” on
page 154.

6. Click OK.
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Inserting and Deleting a Cell

Inserting a Cell
To insert a cell, follow these steps.

1. Move the cursor to the right of where you want the new cell to
appear.

2. Right click the mouse.
3. Click Insert Cell from the menu.

The new cell appears to the left of the cell in which the cursor
resides when you click Insert Cell. The cursor cell and all cells to
its right shift right to make room for the new cell.

In this example, the cursor was in cell “b” when the user clicked
Insert Cell.

Before

a b clrsar C

d E f

a hew call kb c

d £ f

Deleting a Cell

To delete one or more cells, follow these steps.

Move the cursor to the first cell you want to delete.

To delete only that cell, proceed to the next step. To delete
several contiguous cells, select them. Contiguous cells can
Cross rows.

3. Right click the mouse.
Click Delete Cells from the menu.
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Any cells to the right of the deleted cells shift left to occupy the
vacant space.

In this example, the cursor was in cell “b” when the user clicked on
Delete Cells.

Before

a b cursor C

d E f

Setting a Cell’s Border Color
A cell border is the line that separates it from other cells.
By default, the color of a cell’'s border matches the color of the

table border. However, you can change the color of any cell border
individually.

NOTE When viewed in Netscape Navigator, cell borders are gray, regardless of any
change you make on the Cell Properties dialog box.

This example illustrates the effect of different cell border colors

within a table.
N

Sets the color of the table be

Sets the thickness of the tab

|th—~ the revacine arcnne e

If you want a cell’'s border to “disappear,” set it to the same color as
the table’s background color.
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To change the color of a cell's border, follow these steps.

1. Move the cursor to the cell and right click the mouse.

2. Click Cell Properties from the menu.
INSEMT Lol
Inzert Cell
Delete Rows
Delete Colurmns
1 Delete Cellz I
tderae Cells
Split Cell
Table Froperties...

Cell Properties. ..

v View 2 W¥SIWAG

Wiew as HTRL

Picture...

3. Click the Border Color field on the Cell Properties dialog box.

Barders
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4. When you click that field, a Windows Color selection box
appears. Click the color that you want to apply to the cell
border.

See Also: “Using the Color Box” on page 173
7 <]

Bazic colors:
BTN
N i
Nl imd ||
...

Define Cugtomn Colars »» "

ak. | Cancel |

Specifying a Cell’'s Background Color

“Specifying a Table’s Background Color” on page 159 explains how
to apply a background color to a table. You can also apply a
background color to a cell.

To apply a background color to a cell, follow these steps.

Move the cursor to the cell and right click the mouse.
Click Cell Properties from the menu.

Click the Background Color field on the Cell Properties dialog
box.

— Custom B ackground

Eackground Color; B V¥ Unassigned
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4. When you click that field, a Windows Color selection box
appears.

See Also: “Using the Color Box” on page 173

|

B aszic colors:

TN .
e
T

Define Cugtomn Colars »» "

ak. | Cancel |

5. Click a color to apply to the background of the cell.

Deleting a Cell’s Background Color

To delete a cell's background color, click the Unassigned box in
the Custom Background area of the Cell Properties dialog box.

— Custom B ackground

[+ Unassigned

B ackground Caolor:;

Specifying a Background Image for a Cell

“Specifying a Background Image for a Table” on page 161 explains
how to apply a background image to a table. You can also apply a
background image to a cell.

Your Webmaster determines which images are available.

To insert an image into a cell, follow these steps.
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Move the cursor to the cell and right click the mouse.

Click Cell Properties from the menu.

Move the cursor to the Background Image field of the Cell
Properties dialog box.

EETEEE ;
CEEmEE v Unassigned
EEEEEN

mEE
mam

B ackground Colar;

Gau:kgmund Imange;

4. Enter the file path or URL of the image.
5. Click OK.
Note that when you apply a background image to a cell

* Ifthe cell is larger than the image, the image repeats until it fills
the cell.

e If the cell is smaller than the image, the top left corner of the
image appears in the top left corner of the cell. The rest of the
image fills as much of the cell as possible.

* Make sure the image does not obscure a user’s ability to read
the cell text (if any exists).

Deleting a Background Image

1. Move the cursor to the cell and right click the mouse.

2. Click Cell Properties from the menu.
INSEMT LOImN

Inzert Cell

Delete Rows
Delete Colurmns
Delete Cellz

terge Cells

Split Cell

T able Froperties. ..

Cell Properties. ..

v View asWOVSIWAE

Wiew as HTRL

Ficture. ..
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3. Select the value in the Background Image field and press
<Backspace>.

Using the Color Box

Follow these steps to get help on how to use the color box.

1. Click the question mark in the top right corner.
Coo @M
Bazic colors:

RN .
N i
T
il 5 5 0 0B
AN EEEEE N
WEEENT .

Custom colors:

Define Cugtom Colars > "

0k, | Cancel |

2. A large question mark appears next to your cursor.

Drag the question mark to the area of the dialog box that you
want to learn about.

4. Click the mouse button. A box appears with instructions for that
area.
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Spanning Rows or Columns

You can create a table cell that stretches across more than one
row or column. In the following table, notice how the row that
contains “Sports Teams” spans three columns.

Sports Teams

City Baseball Team Hockey Team
Boston Red Sox Bruins

New York Yankees Rangers
Chicago White Sox Black Hawks

You can also create a column that spans several rows, as
illustrated below. Notice that Boston spans three rows.

Colleges

City Name

Boston Boston College
Northeastern University
Boston University

New York Columbia University

Spanning More than One Row or Column

To have a table cell span more than one row or column, follow

these steps.

1. Place the cursor in the cell that will span rows or columns.

2. Right click the mouse.
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3. Click Cell Properties from the menu.
INSEMT Lol
Inzert Cell
Delete Rows
Delete Colurmns
1 Delete Cellz I
fderge Cellz
Split Cell
Table Properties. .

Cell Properties...

v View as WFSIWYG

Wiew as HTRL

Ficture...

4. The Cell Properties dialog box appears. In the Rows Spanned
or Columns Spanned field, enter the number of rows or
columns that you want this cell to span.

Cell Properties

Span

Bows Spanned:

Colurmnz 5 panned:

5. Click OK.
Effect of Spanning a Cell

When you set a cell to span rows or columns, the editor does not
remove the cells that are in the way. Instead, it moves those cells
across or down to the next available position.

For example, the following table has two rows and two columns.
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If you set cell A to span two rows, note that cell C moves across to
make room for cell A. This action pushes cell D to the next column.

Aligning Text Within a Cell

Within a cell, you can specify how your text aligns horizontally and
vertically.

Setting Horizontal Alignment

In the Cell Properties dialog box, you can specify the horizontal
alignment of a cell. You have set the alignment to left, center, or

right, or

o left

e center
* right

* justify - the text is justified down both left and right edges. Many
books use this alignment style. (This alignment is not
supported by all browsers.)
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This example illustrates these choices.

To set horizontal justification of a table cell, follow these steps.

1. Place the cursor in the cell that you want to edit.

fext

text

text

Thiz text iz hath
left and right

jLstified.

right justified

center justified

left justified

justifyy

2. Right click the mouse.

3. Click Cell Properties from the menu

IFEEIT oI

Delete Caluring
1 Delete Cellz i
flerge Cellz

Split Cel

Inzert Cell

Delete Fowes

Table Froperties...

Cell Properties. ..

v View 2 W¥SIWAG

Wiew as HTRL

Picture...
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4. The Cell Properties dialog box appears. Click the down arrow
to the right of the Horizontal Alignment field.

Cell Properties

—Span

Bows Spanned:

Colurmnz 5panned: 2
— Layowt
width: a0%
" Mot Specified
' Percent
¥ word Wiap " Pizels

[H arizontal Alignment;

(s

5. Click your choice from the list and click OK.

Setting Vertical Alignment

In the Cell Properties dialog box, you can specify the vertical
alignment of a cell. You have four choices.

* top
e middle
e bottom

* along the baseline of the first line of text (the term “baseline” is
defined in “Aligning the Picture” on page 110)
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This example illustrates the choices.

text
Top
text Middle
Botiom
text
text Baseline

To set vertical justification for a table cell, follow these steps.

1. Place the cursor in the cell that you want to edit.

2. Right click the mouse.

3. Click Cell Properties from the menu.
INEEM LOiumn

Inzert Cell
Delete Fows

Delete Columng
1 Delete Cells I

flerae Cells

Split Cell

T able Froperties. ..

Cell Proper

v View asWVSIWAE

Wiew as HTRL

Ficture. ..

4. The Cell Properties dialog box appears. Click the down arrow
to the right of the Vertical Alignment field.
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Cell Properties

—Span

Bows Spanned:

Columnz Spanned:

— Layout

“fidth:

¥ whord Wiap

Harizontal Alignment;

50

" Mot Specified
* Pemcent
" Pizels

&ertical Alignmemt:

=
=

5. Click your choice from the list and click OK.

Splitting a Cell

You can divide a cell into two. If you split a cell, each cell occupies

one half the size of the original cell.

Row before split

A

Row after split

Al

AZ

To split a table cell into two cells, follow these steps.

1. Place the cursor in the cell that you want to split.

2. Right click the mouse.
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3. Click Split Cell from the menu.
INSEMT Lol
Inzert Cell
Delete Rows
Delete Colurmns
1 Delete Cellz I

fderge Cellz

Split Cell

Table Properties. .

Cell Properties...

v View as WFSIWYG

Wiew as HTRL

Ficture...

4. Two cells now appear where only one appeared before.

Merging Two Cells

You can merge two cells into one. If you merge two cells, the new
cell contains all of the information from both. The new cell’s width
equals the sum of the two cells that were merged.

Cells Before Merge

A B

Cell After Merge
AB

To merge two or more cells, follow these steps.

1. Select the cells that you want to merge.

2. Click the Insert Table button (E).
3. Click Merge Cells from the menu.

Word Wrap

Word Wrap is a text formatting feature of tables. It causes text to
move down to the next line when the width of the characters on a
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line equals the column width. For example, if you set column width
to 50%, with word wrap turned on, a table looks like this.

Harizontal Alignment Sets the horizontal position of the entire
tahle. Far example, left, center, right.

Border Colar Sets the color of the table borders
unless Lse Defaulf Color is checked.

If you turn Word Wrap off for the same table, you get this result.

Honzontal Sets the horizontal position of the entire table. For example, left, center
Alignment

Border =ets the color of the table borders unless Use Defawif Color is checlke
Color

If Word Wrap is turned off, text stays on one line until the user
entering table text presses <Enter>. That keystroke causes text to
move down to the next line.

By default, all cells have the Word Wrap feature turned on.

To turn Word Wrap on or off for a cell, follow these steps.

1. Place the cursor in the cell that you want to edit.
2. Right click the mouse.
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3. Click Cell Properties from the menu.
INSEMT Lol
Inzert Cell
Delete Rows
Delete Colurmns
1 Delete Cellz I
fderge Cellz
Split Cell
Table Properties. .

Cell Properties...

v View as WFSIWYG

Wiew as HTRL

Ficture...

4. The Cell Properties dialog box appears. Click or off the Word
Wrap checkbox and click OK.

Cell Properties

— Span
Bows Spanned:

LColurmnz Spanned:

— Layout

Wwidth:

v “wiord ‘Wiap

Setting Cell Padding and Spacing

Cell padding is the space between a cell's data and its border.

1the page
¥ pixel
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Cell spacing is the space between a cell and surrounding cells.
=T TITLILNT. |

g entire |

Assigning Cell Padding

To assign cell padding to your table, click the Cell Padding field on
the Insert Table dialog box. Enter the number of pixels.

— Borders
7 ilise Default Colo;
[T
Border Color: E:EEEEEE
Border Size: 5
[ceu Padding 5 J
Cell Spacing: 5

Assigning Cell Spacing

To assign cell spacing to your table, click the Cell Spacing field on
the Insert Table dialog box. Enter the number of pixels.

— Barders

Border Calar:
Border Size: 5
Cell Padding: 5

[EE" Spacing: 5 J
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Using Bookmarks

Use a bookmark to let a user “jump” from any word, phrase, or
image to another place in a file. On your web page, text
appears in a different color to indicate that additional
information is available at the bookmark’s location.

For example, if your web page includes meeting minutes, the
top of the page could list the meeting dates. You could then
assign a hyperlink to each date and a bookmark to each set of
minutes.

The user sees that a date is in a different color, so clicks the
date to “jump” to the bookmark that marks the location of the
meeting minutes.

“Creating a Bookmark” on page 185 describes how to set up a
hyperlink to a bookmark within a file. You can also set up
hyperlink to

e another web page. This procedure is described in “Using
Hyperlinks” on page 189.

* a bookmark within another web page. This procedure is
described in “Creating a Hyperlink to a Location Within a
Web Page” on page 191.

This section explains

* Creating a Bookmark

* Changing the Destination Window

Creating a Bookmark

When creating a bookmark, you must specify a

* source, the text or image that the user clicks to move to the
bookmark
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Using Bookmarks

* bookmark, the place to which the cursor jumps when the user
clicks the source

To continue with the above example, a meeting date is the source,
and the meeting minutes are the bookmark.

To create a bookmark, follow these steps.

1. Select the bookmark text or image.

Click the Bookmark button (ﬂ).
The Bookmark dialog box appears. Enter the name of the

bookmark.

Bookmark name;

October_2001_Minutes

Add Lelete Bename
Goto Cloze
4. Click Add.

5. The editor screen returns. (The bookmark does not appear on
the page.) Select the source text or image.

Click the Hyperlink button (%).
The Hyperlink dialog box appears.

Click the down arrow to the right of the Quick Link field and
click the bookmark you created in Step 3.
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Using Bookmarks

X
— Hyperlink [nformation
Ok
lipe: [ http: =l
) Cancel
Link: [t/
Bookrmark: I
Tent: I
T arget Frame: I j
Quick Link: [select fink] |
zelect link)
thiz page] Detober 2001 Minutzz

[his page] Top

9. If desired, you can use the Target Frame field to change the
window in which the destination text appears. For details, see
“Changing the Destination Window” on page 187.

If you leave the Target Frame field blank, the new window
replaces the current window.

10. Click OK.

Changing the Destination Window

While defining hypertext, you can use the Target Frame field on
the Hyperlink dialog box to change the window in which the
destination page appears.
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Using Bookmarks

X

— Hyperlink [nformation
Ok
lipe: [ http: =l
) Cancel

Link: I
Bookmark: IEI-:tu:uI:uer_EEIEI'I _Minutes
Text: I
T arget Frame: [ j

Mew Window [_blanlk]

Same ‘wWindow [_self] ||

Farent Win_u:h:uw [_parent]
Guick Link: I[th_is na Browser Window [ top)

L= LSS = L g Le B L L= I

The possible values that you can enter into the Target Frame field
are explained below.

If you want the destination Click this in the Target Frame
page to appear field
In a new browser window, on New Window/(_blank)

top of the current browser.

In the same position within the Same Window(_self)
browser window. The new Note: this is the default.
window replaces the current

one.

If your page contains frames, in Parent Window(_parent)
the frame that contains the
frame with the hyperlink.

If your page contains frames, in Browser Window(_top)
the full display area, replacing
the frames.

If your page contains frames, in Enter the name of the frame.
the frame with the specified
name.
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Using Hyperlinks

Use hyperlinks to let a user “jump” from any word, phrase or
image to another web page. The page can be within your
network (that is, on an intranet) or anywhere on the internet.

NOTE If you want to create jumps within a file, see “Using Bookmarks” on page 185.

For example, if your web page includes a jump to the Ektron
web site, you would enter the text to indicate the jump (for
example Ektron Web Site), then create a hyperlink to

ww. ekt ron. com When users see Ektron Web Site in a
different color, they can click the text to “jump” to the site.

Although most jumps go to the top of another web page, you
can also jump to a bookmark within a web page.

This section explains

* Creating a Hyperlink

* Testing a Hyperlink

* Creating a Hyperlink to a Location within a Web Page
» Editing a Hyperlink

* Removing a Hyperlink

* Preventing a URL from Becoming a Hyperlink

Creating a Hyperlink

When creating a hyperlink, you must specify a

* source, the text or image the user clicks to move to the
destination

* destination, the web page to which the display moves when
the user clicks the source
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Using Hyperlinks

To continue with the above example, Ektron Web Site is the
source, and the web page available at ww. ekt r on. comis the
destination.

To create a hyperlink, click the Hyperlink button (%). When you do,
the Hyperlink dialog box appears. From there, you can select from
a list of web pages (also known as Quick Links). Or, if the page you
are jumping to is not on the list, enter the url address of the
destination web page. Each choice is described below.

Entering a Hyperlink Manually
To create a hyperlink, follow these steps.

1. Select the source text or image.

2. Click the New Hyperlink button (%). The Hyperlink dialog box

appears.
.l
— Huperlink [nformation
Q.
Type [EE—
) Cancel

Link: [tp:

Bookmark: I

Text: I

T arget Frame: I j

Dtk Lot | fslect link] =l

3. Clickin the Link field after http://. Then, enter the address
of the destination web page. For example, to enter a hyperlink
to the ektron web site, enter ww. ekt r on. com
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Using Hyperlinks

4. If desired, you can use the Target Frame field to change the
window in which the destination text appears. For details, see
“Changing the Destination Window” on page 187.

If you leave the Target Frame field blank, the new window
replaces the current window

5. Click OK.

Testing a Hyperlink

Within the ewebEditPro editor, you can test a hyperlink. To do this,
double click it. That action launches the web page assigned to the
hyperlink.

Creating a Hyperlink to a Location Within a Web
Page

Sometimes, the destination web page contains bookmarks, and
you want to jump from your page to a bookmark on another page.
(Bookmarks are described in “Using Bookmarks” on page 185.)

To create a hyperlink that jumps to another page’s bookmark,
follow these steps.

Go to the destination web page.

Click the bookmark that you want to jump to. For example, on
the illustration below, the text Benefits to Partners jumps to a
bookmark further down on the page.

PARTMNER PROGRAM OYVERVYIEW

Welcome!

Executive Surmmary

Ektron Parther Programs Ektron Technology Parthers
Benefits to Partners

Ektron Products

¢ Partners in Learning Program
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Using Hyperlinks

3. When you click the bookmark, its full address appears in your

browser’s address bar. This bookmark’s address looks like this.
http://ww. ektron. coni singl e. cf nPdoc_i d=35#Benefits2

4. Click the address bar. The address is selected. Press
<CtrI>+<C> to copy the address into the Windows clipboard.

Go to eWebEditPro.
Select the text or image from which you want to jump to the
bookmark.

7. Click the Hyperlink button (ﬁ). The hyperlink dialog box
appears.
Move the cursor to the Link field.

Press <Ctrl>+<V> to paste the address you copied in Step 4
into the Link field.

10. Click OK.

Editing a Hyperlink

If you need to change a hyperlink’s destination web page or target
frame, follow these steps.

1. Click the Hyperlink button (%). The hyperlink dialog box
appears.

Edit the Link or Target Frame field as needed.
Press OK.

Removing a Hyperlink

If you want to remove the hyperlink from text or an image, select

the text or image and press the Remove Hyperlink button (%).
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Preventing a URL from Becoming a Hyperlink

If you enter a URL or an email address into eWebEditPro, it
automatically becomes a hyperlink. To prevent this, enter an extra
space in the URL or address.

For example, instead of entering sales@ektron.com, enter
sales<blank>@ektron.com.
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eWebEditPro creates pages for display on the World Wide Web
or an intranet. These pages use HTML (hypertext markup
language) to format text and images for display in a browser.
You do not need to know HTML to use eWebEditPro.

However, if you know HTML, you can view, insert or edit your
web page’s HTML code.

This section explains

* Viewing and Editing HTML

* Inserting HTML

e Cleaning HTML

* Inserting Content from MS Office 2000

Viewing and Editing HTML

When you choose to view your page as HTML, the editor
cleans the content using a method determined by your
Webmaster. (For more information, see “Cleaning HTML” in the
eWebEditPro Developer’s Reference Guide.)

To view your page’s HTML, follow these steps.
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¥Yiew Preferences

Faont Calar:
Font Size:

Faont M ame:

1. Click the View as HTML button (), or right click the mouse

and click View as HTML from the menu.
oelech Al

Clean HTRL

Hypeilink...

[nzert HTRL...

v View as WS WG
[ ViewasHTML

Dimbiirm

2. The HTML code appears. While viewing the code, you can edit

it using editor functions such as Cut, Copy, Paste and Find.

You can also set default values for the style, size and color in
which the HTML appears. To do this, click the View

Preferences button(). When you do, a dialog box appears in
which you can enter information about how the HTML code will
appear.

OF.

I 10 j Cancel

I Courier Mew j

Note that these settings are ignored when you view the page in
WYSIWYG mode and when the user views the page.

To return to normal view, click the View as WYSIWYG button
(E‘ ) or right click the mouse and click View WYSIWYG.

Editing a Section of a Page

If you want to edit only a section of the HTML on your web page,
follow these steps.

1. Select the portion of your web page that you want to edit.
2. Right click the mouse.
3. Click Edit HTML from the menu. The HTML code appears.
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4. Edit the HTML code as desired.
5. Click OK.

Inserting HTML

If you want to insert HTML code into your web page, follow these
steps.

1. Place the cursor at the spot on the page where you want to
insert the HTML.

Right click the mouse.

Click Insert HTML from the menu.
[Eot

Eeje]l]
Faste

Select Al

Hyperlink. ..
Picture...

Clean HTHML Code...
Inzert HT kL
Wiew az HT kL

4. The Insert HTML dialog box appears. Paste or type your HTML
code.

5. Click OK.

Cleaning HTML

eWebEditPro lets you “clean” the HTML code for your web page.
You would typically use this feature after entering HTML text or
pasting HTML code into eWebEditPro from another application.

The Clean HTML option removes unnecessary HTML tags,
ensures that all tags begin and end properly, and maximizes the
page for efficiency. As a result, the page should be error-free and
load more quickly in a browser. Also, the appearance of clean
HTML is more consistent when viewed in different browsers.

To clean your HTML, follow these steps.
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1. Right click the mouse.

2. Click Clean HTML code from the menu.
[ELIE

Eeje]l]
Fasie

Select Al

Hyperlink. ..
Picture...

Clean HTHML Code...
Inzert HT kL
Wiew az HT kL

3. eWebEditPro cleans your web page’s HTML content.

Inserting Content from MS Office 2000

If you paste text into ewebEditPro from a Microsoft Office 2000
application, such as Microsoft Word, the following window appears.

i Clean HTML Code |

HTML code generated by Office 2000 has been detected.
There is excessive HTML code that may prevent vou From changing kext farmat,

Yau may clean the HTML code laker by right-clicking and selecting 'Clean HTML Cade’,

Do wou want to clean the HTML code now?

For best results, click Yes.
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This section explains how eWebEditPro complies with Section
508 of the Rehabilitation Act (a law enacted by the United
States government that requires Federal agencies to make
their electronic and information technology accessible to
people with disabilities).

Specifically, this section explains how to use eWebEditPro
without a mouse.

Moving the Cursor into eWebEditPro

Using Internet Explorer

If the eWebEditPro editor is one of several fields on a page, and
your browser is Internet Explorer, move to ewWebEditPro by
pressing <Tab> until the cursor lands in the editor.

To move from the editor to the next field, press <CtrI>+<Tab>.

Using Netscape

If the eWebEditPro editor is one of several fields on a page, and
your browser is Netscape, your Webmaster needs to create
custom toolbar buttons that let you move into and out of the
editor. (This procedure is described in the eWebEditPro
Developer’s Reference Guide.)

Using eWebEditPro without a Mouse

As explained earlier, the ewebEditPro toolbar consists of one or
more toolbar menus. Menus have buttons that you click with
the mouse to perform actions, such as copying text.

This section explains how to perform those actions without
using the mouse.
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1. With the cursor in the ewebEditPro editor, press the application

key (@).

2. A menu appears.

b enus

Cut
Copy
Faste

Select Al

Clean HTHL

Hyperlink...

[hzert HTRL

| View as WYSIWYG
Wiew as HTML

Picture. ..

3. Press the down arrow key (Jv)to select Menus. Menus
becomes highlighted.

M enuz

Cut
anll
4. Press <Enter>. A new menu lists all toolbar menus available to
you.

If your Webmaster has given you access to all standard toolbar
menus, the menu looks like this.

E dit

Wiew Az
Faragraph Format
Formnat

Special Characters
Table

Fozition Objects

Text Direchion

eMPower User Manual, Version 3.6 199



Section 508 Compliance

5. Press the down arrow key (Jv)to select the toolbar menu that
has a button that you want to use.

6. A new menu appears, listing all options on the selected menu.
The following menu displays what might appear if you select
the Edit Menu. (Your Webmaster determines which menu
options are available to you).

Cut
Copy
Fazte
Find
Pririt

IIhda
Fedo

Check Speling
Check Speling &z You Type

B ook rmark:,
Hyperlink.
Femowve Link,

HF
Picture
T able

7. Press the down arrow key (Jv) until the desired option is
highlighted. Then, click the option to perform the action.
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