Logon Instructions

1) Log in to Sitebuilder @ http://www.bergen.edu/login
2) Enter your user name and password issued by Warren Conditi 
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Note: once logged in, Sitebuilder automatically defaults to the College homepage 

3) Navigate to the page that you want to edit 

Inputting and Editing Content

1) There will be the following four icons on the bottom of the page.
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· The first icon is used for editing

· The second icon allows users to copy the page

· The third icon allows users to delete a page

· And the fourth icon allows the users to add a child (secondary) page underneath that page
2) To edit or add content to a page, click on the edit icon on the bottom of the page 
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3) The primary content of the page is then made accessible through an edit screen like below. 
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4) Add and/or edit content as necessary

5) Perform a spell check 
6) Perform a code sweep (these clears unnecessary font codes from the page)
a. Click on the second icon on the bottom left of the edit screen 
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b. Select all HTML Tags if you want to remove HTML code only (Note: this will erase all formatting and is NOT recommended)
c. Select Microsoft Word mark-up for text copied from word document or e-mail. This is definitely strongly recommended!

d. Bergen’s style sheet is already determined and should NOT be affected by editing the Cascading Style Sheet. 

e. It is also strongly recommended that you perform Font and Span Tag sweeps.
f. Click OK
7) Click on Save radio button (top and/or bottom of screen)
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8) If you want the changes published to the live page, Click on Publish radio button (top and/or bottom of screen)
9) Click on Back to Web site to view changes (top and/or bottom of screen)
       Adding Pages (AKA sub-links or child links)

1) Log on to parent page (the page you want the child links to navigate from)

2) Click on the add a page to this container page icon (bottom right of page). 
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This will bring you to the following dialogue page
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3) Put the name of the link in the dialogue box asking “what text should display in automated navigation links.” Note: It is best to keep link titles short, succinct, and intuitive
4) The next dialogue box calls for the positioning of the link – it automatically defaults to 99. This means that all child links will be ordered in alphabetic order. If you want to change it –you can designate a numerical sequence, ie 1,2, 3,…. . It is recommended that links be ordered in alpha order unless the content absolutely calls for a different sequence.

5) Page Status – keep active

6) What Template is this page based on?

a. Do not change – the template is set by the Webmaster.
7) Will this page contain other pages?

a.  This is important – basically it is asking you if you will be having sublinks (child pages) from this page. 
b. If you do not know – just say yes, this way the option is there.

8) Should this page open in a new browser window? 

a. Sitebuilder automatically defaults to no – unless you are linking to external pages or to a document, keep it this way. Otherwise you will significantly decrease the speed of the site. 
9) Start displaying on & Stop displaying On – This is a useful tool for times sensitive pages. For example, if you are posting a “Transfer Day” page, Sitebuilder will automatically take the page down after the Stop displaying On date entered. 

10) Click on Continue
11) Input content in new page as necessary

12) Click OK
13) Click Save
14) Click Publish
15) Click Back to Web site to check your work

Adding Hyperlinks (links to other Bergen pages or external links within the body of the page)
1) Once in the edit mode, highlight text that you want to hyperlink to another page or site
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2) Click on the link icon on the tool bar

3) Type in the Web address in the URL dialogue box
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4) Click OK
5) Click Save
6) Click Publish
7) Click Back to Web site to check your work
Adding Hyperlinks to e-mail addresses 
1) Once in the edit mode, highlight text that you want to hyperlink to another page or site

2) Click on the link icon on the tool bar

3) Type mailto: e-mail address (ie mailto:sgreve@bergen.edu)
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8) Click OK
9) Click Save
10) Click Publish
11) Click Back to Web site to check your work

         Changing the order of the links.


1) Click on the Navigation function (circled below in red) 
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2) Change the numerical order in the dialogue box for the positioning of the link. Note: Sitebuilder automatically defaults to 99. This means that all child links will be ordered in alphabetic order. If you want to change it –you can designate a numerical sequence, ie 1,2, 3,…. . It is recommended that links be ordered in alpha order unless the content absolutely calls for a different sequence.
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Changing the Name of a Link
Click on the navigation function (circled below in red)
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2) Change the name of the link title in the three areas circled. And then save it.
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Uploading Images

Click the image icon:
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Then choose the source:
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When the above window opens, click the Upload button
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Then browse for the file on your machine:
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You may want to check Insert the image into the editor… to automatically put your selected image into the page you’re editing.

That’s it.  You’re ready to go.

UPLOADING DOCUMENTS
1) Click on the Upload Document Icon
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2) Select the File to upload from your computer

3) Enter the Directory that you want to upload to
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4) Click Upload







