SMC Handbook -'!M-

SITE MANAGEMENT CONSOLE

Log in at: SiteDomain/SMC (ie. www.name.com/smc)

Enter your user: and password:
Navigation Tree Plug-Ins for management Preview Area
current page your in Articles, Forms,

is highlighted and
also appears in preview

M( SITE MANAGEMENT CONSOLE Yars
3| arm -

= Content Mdnagement
|~ &dd NavWation
= Harme Page
Ermail Club
B Products
Classes
= Events
Contact Us
= Tips & Technigues
Shop Online

Store
Tell-a-Friend
= Hidden Pages
| Fils Manager
Release

= Marketing Managemant
| Redirectors
Statistics
=) E-Commerce
 Checkout Sektings
Orders

Some basic rules:

eAlways select the page you want to change and then select the Plug-in for that page
that contains the info you want to change (articles, forms, banner)

eThe SAVE button in each plug-in is your best friend! Always save after your changes!

Clicking RELEASE will update the site with changes you have made. They are instantly
viewable on the internet.



Adding anew article or editing an article

wab Sarvicas:

Blug-ing: %

1. Choose the page

«2.Click on Articles Plug-In
to add a new text/pictures
to page or edit the
AT e W A S R R text/pictures on the page

Back tor Horms Page

Web Services

|E! SN
Davalopment :
R The Complete Mix
Hogtin Cwr job is to find the rnght *rmis® of owr v

executing the right balance of design, d
sMyrksting gets you a result, Our detailed expereir
benefit when working with Intrcomm

Web Design

Wab design is a combmaton of skills thi
function. Cur proffesional services will |
business desires,

To Add a NEW Article To EDIT an existing Article

«Fill in the Article Name Blank, =Click the article name Link.

select the location and order

(weights top to bottom numerically) and
click the PLUS sign to add it.

<To Delete an article click the trash can
on the right

«To Show or Un-show an article click the
checkbox in the “show” column.
Checked boxes will appear on the
website.

Plug-Ins: ti Current User:

S Blarms Actions
/| . /

Fsls | overview / L A
/10 | Web Desion L A
7[15 | pevelopment *W
[#] /20 |  Content Management bady L 21
fzs | Hosting body *%
/30 | eMarketing bady 87

= [

FYI1: Some articleswill have a specific LOCATION on the page like a column, top, bottom or overview area. Y ou will
need to select the proper area when specified.



Adding aHyperlink to Article Text

Here you are in the Article Editor and you would like to hyperlink text in that article to another page of
your website or maybe an external site (www.yahoo.com)

1. Highlight the text you wish to hyperlink

2. Click the Globe and Chain icon (hyperlink icon)

" Save | B Source View
Title Article Two
Display Title ARTICLE TW O
£ Elsouce Bl mEle® sy B B ok 1 U]
=== miE===le/asiRo=sin Fle B E = &
‘= Shyle: - | Faormat - | Fant | Size - - -l @

Hedkirn toh allsu tohin corpig ja tacapin alramzo. Ornalma di calmin cor halingenil ohe, Toma wawlin cepo yvimel marpin ut siwa. Hedkirn tob
allsu tobin carpig ja tocapin alramzo. Ornalma di colmin cor halingenil obe. Tama wawlin cepa yvimel morpin ut siwa. Hedkirn tob allsu tobin
carpig ja tocapin alramzo. Ornalma di colmin cor halingenil abe. Toma wawlin cepa yimel morpin ut siwa. Hedkirn tob allsu tobin corpig ja
tocapin alramza. Ornalma di calmin car halingenil obe. Tama wawlin cepo yimel marpin ut siwa. Hedkirn tab allsu tobin corpig ja tocapin
alramzo. Ornalma di calmin car halingenil obe. Tama wawlin cepa yvimel marpin ut siwa. Hedkirn tob allzu tobin corpig ja tocapin alramzo.
Ornalma di colmin cor halingenil obe.

After clicking the hyperlink icon e - - S
you will get a Pop-Up box http://fsmc.intrcomm.net - Link - M...
such as the one to the right. Link

Link Info = Target  Adwanced
Link Type

First select protocol then enter URL URL [v]

For an INTERNAL PAGE (inyour ————— | Potocsl  UAL
website), you will select “other” " | cother (s ] /sitepagespidi phe
protocol and enter in the

following url:

| oK | | Cancel |

/sitepages/pidxx.php

Dane

The pid # “xx” for each page can be found
by mousing over the left navigation tree. - -
(number will pop up or show in lower left http://smc.intrcomm.net - Link - M...
corner of browser -

) Link

Link Info = Target Adwanced

To link to an EXTERNAL webpage Lirt: T

like Yahoo.com you will select URL [+]
“http://” protpcol and type in the E B
site address like example M pttpess (s |wenpahoo.com
When Finished hit OK and save | OF. | [ Cancel |

Dane




Uploading and Linking a PDF or other file

In the file manager select the proper folder where you want to upload your file.
Click the computer with arrow icon (Upload Icon)
Browse your computer for the file, select and then submit.

In the article type desired text for link like “Download file” Highlight that text to be
linked. Then Click the HYPERLINK icon (globe)

The Hyperlink Pop-Up box will appear.
Select the “other” protocol
In the WEB ADRESSS area type in the folder you uploaded to and the filename

SAMPLE: /docs/filename.pdf

First part is the Second part is the FILE NAME and the

folder the item is

correct extension

n

.pdf for a PDF
.doc for a Word Document

.ppt for a PowerPoint document

Example

-~

http://smc.intrcomm.net - Link ...

Link
Link Info | Taget Advanced

Link Tupe
LURL v

Pratocol URL /

<others [ | /docsfiename. pdf « |

Example of PDF file link

| Browse Server |

| ak. || Cancel |

Done




Adding a Photo or Graphic to an Article

1. Toinsert apicturein

an article click on the = save | B Source View Cancel
picture icon shown at i Article Two
H T Display Title ARTICLE TWO
right. eetldiis
i ¢ Elsource : 0 BB & S dh | B @ iB | 2| U el
Y ou can either upload = = = L R A
one |m®e 8(t the tl me Of S Stle + | Faimat ~| Font - | Size - 5 Ty~ g E @
| n%rtl ng or Up| Oad Hedkirn tob allsu tobin corpig ja tocapin alramza. Omalma di colmin cor halingenil ohe, Tamawawlin cepo yimel morpin ut siwa. Hedkirn tab
. . allsu tobin corpig ja tocapin alramzo. Ornalma di colmin cor halingenil obe. Toma wawlin cepo yimel maorpin ut siwa. Hedkirn tob allsu tobin
mU|t| pl e through the fl | e corpig ja tocapin alramzo. Ornalma di colmin cor halingenil obe. Toma wawlin cepa yimel marpin ut siwa. Hedkirn tab allsu tobin corpig ja
- tocapin alramzo. Ornalma di colmin cor halingenil obe. Tama wawlin cepo yimel morpin ut siwa. Hedkirn tob allsu tobin corpig ja tocapin
man@er d| rectly as alramza. Ornalma di colmin car halingenil ohe. Toma wawlin cepo yimel marpin ut siwa. Hedkirn tob allsu tobin corpig ja tocapin alramzo.
. Ornalma di colmin cor halingenil obe.
explained above.

http://smc.intrcomm.net - Image Properties - Mozilla Firefox

: | Ea——
2. Click Browse Server to upload — | "o9° TTOPEHEs

i vanced
and/or select the image Tu

foustomndimages/catgo. gif

3. Choose the proper folder(s) Aleralive Test
Where the | m&ge |S |0Cata:l Preview §
and select the image. e Megnus es, domine ot ludeblis vakde mana vitis ot sepieniee (@

tuae, et homo circumferens mortalitern suam, circumferens testimanium

H pecoati sui et testimonium, guia superbis resistis: et tamen laudare te wult homa,
4, Add propertl es (border, / Borer |0 aliqua portio creaturae tuae.bu excitas, ut laudare te delectet, quia Fecisti nos ad te

HSpace |10 et inguistum est cor nostrum, donec requiescat in te. da mihi, domine, scire et
H q)me, qume, and 10 intellegere, ukrum zit prius invocare te an laudare te, et scire te privs it an invocare
. VSpacs | te. sed quis te invocat nesciens te? aliud enim pro alio potest invocare nesciens.
Al | gnment Align Left |%| | an potius invocaris, ut sciaris? quomodo autem invacabunt, in quemn non
crediderunt? aut quomodo credent sine praedicante? et laudabunt dominum qui

requirunt eum. quaerentes enim inveniunt eum et invenientes laudabunt eum.
quaeram te, domine, invocans te, et invocem te credens in te: praedicatus enim es -

5. Hlt OK and save \ nhobisz. i_nvocat_t_g, ;Iomine,_ fi_des_mea, quam dec_listi |_'nihi, quam inspirazti mihi per ™
\ [ QK | [ Cancel |

Read sme.inkroomm. net

*All photos must be uploaded to the server

*Create appropriate folders for your pictures and graphics as over time you will have an
eas er time sorting through them all.

*Please correctly size all graphics and photos PRIOR to uploading and using for proper
display and quality. (photoshop or other image editing program)



Creating a New Page

In creating a new page you will be Naming the page, choosing what type of page and then Placing the
page where you want it in the Navigation tree.

Click on ADD NAVIGATION on left (text in green)

Set-up Step 1

2.. Name the Page as it will appear (short & direct name if appearing in main navigation, to the point.)

T

SITE MANAGEMENT CONSOL

004 Intrcomm

wooddale.preview.intrcomm.net

ent Managernent
~Add Mavigation
Splash Page
- Reputation
Design
Communities
- Models

- Gallery Step 2: Choose one
“ Reach Us

tep 1: Enter name of page or link you would like to create

szI:t:sPassage Zite Plan () Create new page using the following template: A
O Create external link to URL: I@Amclas :l
O Create internal link to page: @é:ﬁ:ﬁi}m{:gbnav
Farms
- Release Step 3: Place page under uz?:lspage

Photo gallery |

= Marketing Management
~ E-Letter | Splash Page - v l/

Mailing Lists @ as child O as Sibli
- Statistics

\StepB

Choose a Template for the Page: The main thing to kegp in mind here is
you are always selecting what page

Examples: UNDER this new page will fall and at what
level.

Step 2

Article: This is a general page you can add text, links,
graphics and pictures such as jpeg or gif Child means a sub-level underneath. In
the screen shot above 10373 Grant Drive

Forms: This is used to create a submission form like is & Child of Floor Plans.

the contact form or to generate a survey that will auto- A Sibling means on the same level
email a designated recipient. beneath. The Design page is a sibling to
Reputation.




Page Properties

Page properties of each page will allow you to edit:
epage titles

emeta-tags for search engines

swhere the page is located in navigation

swhat template is used

eshow or unshow the page

eother items.

wooddale.preview.intrcomm.net To Change the page title

B2 edit these blanks. Display
is what will show on the
page, console is what show
in the Nav Tree/Nav. Then
hit SAVE!

Plug-Ins: * Current User:

Display Name ® |H0me - |

Console Name 3 lore 2 | To Show or Unshow the
Show on Navigation 3 < page use this box

Release Page @

Secure Page 2 O

Move Page Under Show Pages g To Change the pages
Template location in the Nav, click
Username/Password [1 | 4] the Shoe Pages link and
Title Bar & | -« | then select new location.

Meta Tag Description ®

***Title Bar***

This is important for
search engines. Use a
title that has 3 to 8 words
and describes the content
of the page. Appears in
top blue area of browser.

Meta Tag Keywords

Nawvigation Graphic @ .. A Clear

. AcClear

Meta Tag Description
Add 1 or 2 sentences about the page content for search
engines to view. Use keyword or keyword phrases.

Meta Tag Keywords
Up to 15 “keywords” separated by a coma. Multiple words can be used in a phrase and
the separated by a coma.

Example: builder, custom homes, custom home builder, home builder Eden Prairie

You can always click the question marks for a pop-up
box explanation!



Custom Plug-In: Change, Add & Edit I[tems

1. Select the page where the item B
appears on or will appear on.

2. Toaddanitem, title itinthe |
top blank and click the PLUS %
Sign / [ ! L
' / El 12 Chocolate Berryblues ﬁ g ﬂ
3. To edlt |nf0rmat|0n on a / El 11 Dipping Mustard - Raspberry Wasabi '@ b
specific item, click on that items #[o" ] 15 Diseing Preteels - Chocolste el
tltle. 7 [T | I# Dipping Pretzels - Cinn Honey ﬁ g ﬂ
! El 10 Hot Pepper Raspberry Preserve i-l.l" Qﬂ
/ El £ Hub's Wirninia Peanuts T @

From there you can change any other
fields or images.

If ordering is available at the bottom of
the page you will notice you
can add pricing, options, and
select if it is taxable . Sile Managsmunl Cansol - Micresoft Intarnet Explorar

Current User:

Entertsin
F\sheg Online

N Gourmet Foods
snack Attack
Chaeseball & Dip My

Moist blusbescies dipped in milk chocolate
and & blusbercy pastal coating,

i promss... K Claar

%

Noist blushérries dipped in milk chocolate
and & blueberry pastal coating.

melease

Redirectors
E-tntter
Haiing Lists
Statistics

2D Cresign Management
sme.css

[ Templates

- Setings

S adwinistration
Groups
Users
Logging

EIE Commeree

Chackout Sattings
rders

prawse.. K Cloar lBrowse.., M Clear

SDPlug-In Managarmant Slow-up

Add Phageln v | oescription
< * - =
&+ 8 o




SMC E-commerce Order Retrieval
Follow the steps below to obtain the order information from your

N

SMC website. g

1. You will be notified by email that you have received an order for a class or product
in your email inbox.

2. Log onto The SMC console

3. Enter your user: and password: (case sensitive)

4. In the left side frame, click on ORDERS in the E-commerce Section.

5. Click on the Edit Order Icor and you will view the customer & order info. The
trash can DELETES! Be careful not to hit that.

6. Hit “Decode” to get their credit card number.

7. Once you have completed the order you can check the ORDER COMPLETE box
on this screen, then hit SAVE and it will be added to the completed orders list.
You can reverse this by un-checking the box in the completed orders and saving.

8. The COMPLETED ORDERS list is linked on the ORDERS page in the upper left

of the main viewing area. The same link takes you back.

These steps are all that need to be done to retrieve orders. Your initial email will also

cover almost all of this info except for the credit card #.

Checking Your Website Statistics

1.
2.

Click on “STATISTICS” in the left menu.

Enter your user and password of

USER: PASS: (all lower case)|

Select the areas you wish to view statistics for.



