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Posting New Articles

You are here:

* Log In.

Your Profile . Advertise
Subscriptions . Links

® S C ro | | Formatting Help 3 Contact
Terms and Conditions Site Map

Create/Edit Best Practices Site Search

D O W n to Edit My Club Profile
oad a File &
“ U S e r :l:cadDo:nlﬂoad

Edit Articles
Edit Categories
IVI e n u ” Administer Club Profiles
L Administer Best Practices
Club Profiles Directory Export
Club Profiles Complete Data

 Click on

Club Profiles Email Address
Export

“Submit
Article”.
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Posting New Articles In a Category

[ J L I serving overseas Americans and
Og n . (o) Hi,

the international community since 1931

([ ]
Locate HOME v UNISSUES v USISSUES v GLOBALISSUES v PHILANTHROPY v MEMBERSONLY v JOINFAWCO v RESOURCES v

Category e
Page.

Human Rights v  Target Program v  Youth Program v

Diamond Sponsor

[ ] CI i C k O n FAWCO Youth Cultural Volunteers 2014 - July 18-27 in Shanghai
clement
“Add a New e e o ot W AL
Article to
Target Program FAWCO Foundation Domestic Violence GoingHome? Conference 2014

this

FANGD) — «
Y7 Human Rights ﬁ y ‘;}:.-.-.-:C:_‘» 1 7’3}\% x,\;&u
CategO ry . for Women II'!*I‘I | l g ; X U S A t(, R

Conference Dates
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) ) Diamond Sponsor
Submit Article ;
Editor (clements
* (Create Title *
G o ” ,
Title”. s
e |eave
. [Toggle Editor]
”AI|aS” @ B I US === =« Fomat < Styles 1
Font famly = Fontsize v |Aw 7«8 [ E-= I=visv A & (2] —
blank. SIEEY T
13 B =20 =B
* Write your
3 rt|C|e ' Content Box
Increase or decrease

worss0 , content box work size

Path:

myFlickr Article Image Page Break Read More Phoca Download File
JComments ON
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Create a Link in Your Article
To a Document

* Highlight the

text that will [Toggle Editor]

L N ) B I U S E E E = |« paragaph = Styles i
become the Fontfamily =« Fontsize v A s o [ tv E i=visiv A & Qv 0] —

P alw
L3

N N = R e =l 5«
Insert/Edit file

link. 1 OO i ka

* Click on lcon

o °
I n Se rt/Ed |t FAWCO's Environment Task Force aims to inform members about global environmental issues that
confront our planet, such as air, soil & water pollution, energy efficiency, conservation and waste
F| | e” O n t h e reduction, and the major issues of global climate change. Since we believe that each person can make

a difference, one of our main goals is to help members become more environmentally minded through
the choices they make in their daily lives. Please read the latest S = =0t =8

tool bar. \

* File Manager Fewe Words 74
BOX appea rs. myFlickr Article Image Page Break Read More Phoca Download File

JComments ON

empowering women worldwide since 1931
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Uploading a File for an Article using
File Manager Box

File Manager

File Advanced
Link

URL images/stories/environment/FAWCO_envrionment_cert_US.doc

e C(Click on e r
“Folders” (left

Layout & Icon 4 & | ™ Date

Date Class --Not Set-- s Size Class --Not Set--

column). ‘
° Ch Oose & File Browser

., Root> environment (O folders, 4 files) 't
— ) [ BV

olders 4 etails
“Folder”. o . 7 -

| club_articles

L4 club_loges

PY ° _, club_resources
I C O l l . conference
connactions

Ly ENVIROMENT PICTURES

“Upload” Icon. oo

L, erf
| er_flyer
Ly esc
., fawco_foundation

FAVAA Vbl e

@ Refresh || v Update % Cancel

empowering women worldwide since 1931
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 Upload Box
appears.

* C(Click on “Browse”.

* File Explorer Box
from your
computer opens.

* Choose file.
* Click on “Open”.

eors.. | Home Plans HOME...

File Manager

. « Documents » AWC » FAWCO » v ¢ Search FAWCO el

Bk fokder -~ [ @ [ Prop files here
A 2010-2011  2011-2012  2012- 2013 A
kric (W) s m @j T} j ] j ] j
FAWCO FAWCO FAWCO FAWCO FAWCO fawcoBusC
Timeline Timeline Water Water Water ard
. Project Project Project
E Fundrais@™ \ Fundraiser2  Fundraiser3
Ej |v_'|_:j @':“] @‘»“] 1] : ' £ Browse “ t Upload | X Close |
FAWCOPos finalFAWC finalRep Free the freetheGirls IDWriteUp
t Oct2012 Orep responsibili Girls bra
timelineno tiesrev) drive
vl
Y m m (w}-4] ¥ 41 o 41 (w} 4] v,
File name: | FAWCO Water Project Fundraiser v | AllFiles v
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File Manager

* Your file will —
a p p e a r i n t h e ‘ @] FAwWCO_water_Project_Fundraiser.doc
Upload Box.

* Click “Upload”.

* When the
upload is
complete a
green tick will

appear next to
the file.

=—=0 empowering women worldwide since 1931
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 The uploaded
file will appear
in center
column.

e Upon clicking
on the file, it
will be seen in
the box to the
right, “Details”.

File Manager

images/stories/environment/FAWCO_Water_Project_Fundraiser.doc

File Advanced
Link
URL
Target --Not Set--
Options
Text latest article
Title
Layout = Icon A= Text
Date Class --Not Set--
v
@l File Browser
Root > environment ( O folders
Folders

# | | conference

* | |) connections

#+ | | ENVIROMENT PICTURES

= |JJ environment

* Ly erf

* | er_flyer

* | esc

+ | | fawco_foundation

*+ | | FAWCO_Volunteers

L favco_youth

+ | food

+ | | forum

+ Fruit

empowering women worldwide since 1931

v
v || Z size [25kB J 2| [Eoate |20/02/2014, 17:21 -
v|(|® Size Class --Not Set-- vi||q
v |x v ¢
, 5 files) Lo | % Q
| @z 34 Name S Details
¥ FAWCO_Water_Project_Fundr... x
S doc File
J ::_ anne_van_oorschot.jpg Size‘: .25 KB -
& FAWCO_environment_cert_A4.doc Modified: 20/02/2014, 17:21 -
@] FAWCO_envrionment_cert_US.doc =
v B FAWCO_Water_Project_Fundr. &‘/\ )
] Kris_Colluro_Smith.jpg l

FAWCO_Water_Project_Fundraiser.doc h 7~

L&

Show All ¥
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* Once thefileis

chosen you will
be asked:

“Replace file
link text with v i
file name?” [ ]
* Click on “NO”.
 Clickon
“Insert”.

=—=0 empowering women worldwide since 1931
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* The highlighted

text is now blue  1o440e editon
and underlined @9 BB :1us

= E E = |« paragraph v Styles 4l J
. Fontfamily = Fontsize vA« /<R & DB~ =T A A 2| —
and is now — :

19 O S o] m i ka1~
.r.!

linked to the 15 = A — EEDESEseEE

chosen file.
FAWCO's Environment Task Force aims to inform me rs about global environmental issues that
° Th llch L/ confront our planet, such as air, soil & water pollutio nergy efficiency, conservation and waste
e a | n ) reduction, and the major issues of global climate change. Since we believe that each person can make
a difference, one of our main goals is to help members become more envirg?mentally minded through
" H the choices they make in their daily lives. Please read the latest Environmental bulletin.
Broken Chain”,

a n d “ I n Se r‘t/Ed It Path: p » a» spanwf_file_text

Words: 74 y

HPN
Flle Icons are myFlickr Article Image Page Break Read More Phoca Download File

now highlighted.

empowering women worldwide since 1931
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Google Doc Option In File Manger

File Manager

X

File Advanced

* If Google Docs
O pt i on i S ::;Et 'r-".::::i”esfB""a“’5-"‘3""°-b'v"a\'5_updat'ed_MAr:h_zo12.pdf
available, “Link

Text Read the updated By lavs
to Viewer” can
Layout =/ Icon J| |45 Text ¥ X Size 95.05KB hﬁ BDate 20/12/2013, 15:17 .}‘
b e C h OS e n to Date Class --Not Set-- v ;" Size Class --Not Set-- v _;:'
Google™ Docs --Not Set-- v v x v ¥

view the ‘

Link to Viewer
ows{ Embedded Viewer &

document BRle
online instead Eokdees S o

[

Details

(=

= =) Root i_” fa\tlco_bylaws_updated_MArch... %
. pdf File
Of h aVI n g t h e + |y aboutfavco G nevs_from_our_clubs Size: 95.05 KB -
* || advertising " 6_March_MONICA_-_HandbookforF. Modified: 20/12/2013, 15:17
fi I e d OW n Ioa d + | =geing_today - bylaws-chair-georgia-regnault.jpg =
° ¥ | aging - FAWCO_By-Lavs.pdf P
® i auction L fawco_bylavs_final_2008.doc E
% | best_practices v fawco_bylaws_updated_MArch_... k]
+ | | BioVisi i L
M BloVisionPicturex . ©| FOR_WEBSITE_CommunicationGui.
+ bl
i leg - HandbookforFAWCOGlobalTaskFo.
- Bylavs N
W & nancy_bylavs.jpg
+ nevs_from_our_clubs e

=7

® Citizenship

in

L . pam_bylaws.jpg
Show All ¥
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If Google
Docs Option
is used then
set your
“Target”.

Click on
“Insert”.

[Toggle Editor]

8.9 B
Font family Font si
SIS IENE |

) A s

E] v

FAWCO's Environm
that confront our p
vaste reduction, ar
person can make 3
environmentally m
latest Environmentd

Path: p »img

myFlickr Articl

JComments OFF

File Manager

File
Link

URL

Target

Options

Advanced

all frame¥
-
Layout & Icon Z Size 3,67 MB 4 Date 20/12/2013, 15 -~
Date Class --Not Set-- v Size Class --Not Set-- v
v v v
#. File Browser
Root > environment 0 folders, 4 files Je T 0
Folders iy Name Details
+ || club_logos 2 & #  FAWCO_environment_cert_A4 ~
+ club_resources doc File
e ¢ anne_van_oorschot.jpg -
+ conference 3 Modified: 20/12/2013, 15:16 =
— v & FAWCO_environment_cert_Ad4.doc fodified: 20/12/2013, 15:16
& connections . i
~ &  FAWCO_envrionment_cert_US.doc
* ENVIROMENT PICTURES
s Kris_Colluro_Smith.jpg ~
~ environment
* erf
+ er_flyer %
® | esc
+ fawco_foundation
+ FAWCO_Volunteers
— -
+ fawen wanth
4 Show All v
@ Refresh v Insert % Cancel

7
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Create a Link in Your Article
To an External Website URL

Title *

e Visit the web page you
wish to link to.
e Copy the whole URL

[Toggle Editor]

from the address bar. S AR ETE  JE I J T O

Alias

11

v[i=|v| Az A 45 lv|[Q

Font family = Fontsize

¢ T = | =
$ BWYy-=20=kE

 Make sure to include
he http: he link =
t e ttp '// O r t e I n reduction, and the major issues of global climate ch A Simeaa helieve that each person can make
a difference, one of our main goals is to help memb| Inseit/Edit link e environmentally minded through

H | I t k the choices they make in their daily lives. The Task Force also seeks to promote informed action within
WI n O WO r . FAWCO, at both global and local levels. Major past activities have supported carbon sequestration
through tree planting and water awareness in conjunction with the First Target Program.

* Highlight the text that N o
will become the link. g —

H “j : ” myFlickr Article Image Page Break Read More Phoca Download File
Click the “Link” Icon
RokCandy Macros

(”Chain”) to brlng up JComments ON JComments OFF

Link Box.
O Publishing
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* Paste your copied link
(complete with http://) m “
on the link tab. tnkc | Advalfla | popups

URL http://vww.globalissues.org/issue/168/environmen tal-issue L. =Y

Text Global Issues.Org

* Then choose a “Target” 5
from either: ] @

— “Open in this window” g B conten
which will replace your + S webinks
website page with the
site you are linking to.

— “Openinanew

WindOW” Which WiII Article Anchors  ---
Sta rt a n eW ta b a n d T:ege EJ'E:\ ?r;tc.;rrent vindow / frame

Open in new window

keep your website e es)
open. (Recommended)

* (Click “Insert”.

=—=0 empowering women worldwide since 1931
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Create a Link in Your Article
To an Existing Article on the FAWCO Website

* Highlight the text that will
become the link.

e Click the “Link”(“Chain”)
Icon to bring up Link Box.

* Click on “Content”.
* Find Article to be linked.

 Once clicked on, the link =
address will be seen in T o st .
the URL bOX. Attributes Bulletin # 4 - How to be Gt

 Choose “Target”.
e Click “Insert” or “Update”.

==0 empowering women worldwide since 1931
[ o)
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Inserting an Image in an Article

* Choose where
you WOUId Iike [Toggle Editor]

. D B|I |U|S

your image s Hoon_dlal
placed in your B Ga S =% 5 0 gy

L]
a rt I C | e b FAWCO's Environment Task Force aims to inform members about global environmental issues that
confront our planet, such as air, soil & water pollution, energy efficiency, conservation and waste

]
(1]
U
il
&

= Styles v 4
v|i=|v||Az| A

I-
q
b
)
q
It
Il
)

reduction, and the major issues of global climate change. Since we believe that each person can make
a difference, one of our main goals is to help members become more environmentally minded through

L
p u tt I n g yo u r the choices they make in their daily lives. Please read the latest Environmental bulletin.

cursor there. patn p i

myFlickr Article Image Page Break Read More Phoca Download File

¢ CliCk On JComments ON
. JComments OFF
“Insert/Edit
Image” Icon. Publishing

Category * - About FAWCO v

empowering women worldwide since 1931
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* |mage
Manager Box
appears.

 Choose an
image by
clicking on it.

* Set the image
properties as
required.

e Click “Insert”
to insert the
image.

Image Manager Extended

Image Rollover Advanced Popups

Properties

URL images/stories/environment/anne_van_oorschot.jpg

Alternate Text anne van corschot

Dimensions p x : # Proportional

Alignment --Not Set-- ¥ Clear

Margin Top ¥ Equal Values

Border

#. File Browser
Root > environment ( O folders, 2 files)

Folders # Name

Preview

Lorem ipsum dolor
sit amet, consetetur
sadipscing elitr, sed diam
nonumy eirmod tempor
invidunt ut labore et dolore
magna aliquyam erat, sed
diam voluptua,

ae | a |=2 | @

Details

BioVision Pictures i anne_van_oorschot

4 blog anne_van_oorschot.jpg

| Bylaws Kris_Collure_Smith.jpg

anne_van_oorschot.jpg h

Citizenship

, club_articles
club_logos
club_resources
conference
connections

L4 ENVIROMENT PICTURES

environment
erf

| er_flyer

empowering women worldwide since 1931

jpg File

Size: 12.88 KB

Modified: 20/12/2013, 15:16
Dimensions: 250 x 280
Preview:

@ Refresh v Insert " x Cancel)
7
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[Toggle Editor]

. ®.19 B I U S S & & = M Paragraph v | Styles « P ¥
[ J m - =T 1=
e I a e Font family |»  Font size A~/ & T : v B =ik A & e
. o BN [es b
. IR G MET SR | LT y
will be B 1GE A=+ a8 =B coE6E

: M FAWCO's Environment Task Force aims to inform members about global environmental issues
IS p aye I n that confront our planet, such as air, soil & water pollution, energy efficiency, conservation and

waste reduction, and the major issues of global climate change. Since we believe that each
person can make a difference, one of our main goals is to help members become more

M environmentzally minded through the choices they make in their daily lives. Please read the
e e I 0 r. |latest Environmental bulletin.

e Rescaling can
be done if
necessary but
it is better to
change the
Size in Image
Manager Box.

Path: p »img Words: 74

myFlickr Article Image Page Break Read More| Phoca Download File

JComments ON

JComments OFF

empowering women worldwide since 1931
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Linking a URL to an Image

* You may add a
link to an image

in the same way
that you make a
link.

 Simply click the
image to R
highlight it and

then click the
“Link” (“Chain”)
icon and follow

| v Update H ? Help x Cancel

the same steps ",
as making a link.

= ),



FAWCO Web Tutorial, Page 22

Uploading Images using the Image Manager Box

Image Manager Extended (%}

. Image Rollover Advanced Popups
* Click on
Properties Preview

“Insert/Edit -~

Dimensions x ¥ Proportional dolor sit amet, consetetur

V24
l I l a e sadipscing elitr, sed diam
L] Alignment --Not Set-- ¥ Clear v nonumy eirmod tempor

invidunt ut labore et dolore
magna aliquyam erat, sed

4 v
Margin Top Equal Values diam voluptua.

* Choose folder g .

the image Wi” gl File Browser

=) Root ( 57 folders, 239 files) — hed 5&9
be uploaded to. Fotders

a3 (33 Name =N m] Details
= (&3 Root ||y =aboutfawco o
+ | aboutfavco |y @advertising
o I n t h e I m a ge + | advertising |y =geing_today
+ | | ageing_today |y =ging
Manager Box o 8 i g
g ) * |y auction | best_practices
o * |4 best_practices ) 4y BioVision Pictures
Cl I C k O n + | | BioVision Pictures [l blog
+ Ly blog U L Bylavs
o V24 i |y Citizenship
Upload” Icon. + [ creensne =5 - P
* | ) club_articles . )
+ | | club_logos Show All V¥

$ Refresh H « Insert H x Cancel

empowering women worldwide since 1931
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* The Upload
screen appears.

Drop files here

e Click “Browse” to
open a file S e T e
browser on your  Em S
computer.

P Browse 1 upload i X Close

e Select the

T 4 « AWC » FAWCO » WebTutorial

image files you p——

9 Clonid Drvve o 891-pointin BRUSSELS - BrusselsWe ChoosingFi  Creatinglin ~ CreatingLin
le ks S_

. Bl Desktop g-finger- PPT bTutorial
wish to upload. oot || X Terpe
. Recent places u e I I m I ] -

S Creatinglin ~ Creatinglin ~ Creatinglin FAWCO FileManage  FileManage
4 Libraries ks_3 ks 4 ks_5 Web rBox rBox 2
« Documents Tutorial
J1 Music - n ‘ g
&= Pictures 2

FileManage =~ HomePage Images

: 5
. Videos v Box_3 e ages

File name: | 891-pointing-finger-design v AllFiles

empowering women worldwide since 1931
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Image Manager Extended

2

* Toremove
selected files —
before uploading e
click the red icon
next to the listed
files.

e Click “Upload” to
begin uploading
files. S e, [l

* When the upload
is complete a
green tick will

appear next to
the file.

£ Browse ‘ 1t upload ‘ %X Close

‘W-.
&
Q-

==0 empowering women worldwide since 1931
[ ),
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Alternative Text:

This becomes the alt
attribute for the image,
an important feature
for accessibility &

Image Manager Extended

Image Rollover Advanced Popups
Properties
URL images/stories/news/americaninbritain.png

Alternate Text americaninbritain

o . Dimensions 200 x 3 #| Proportional
compliance with web & — : )
ignment Middle v ear v
standards. Magin  Top
Border ) v

Dimensions:

Resize the image here:
normally 150x150 or
max 200x300. Keep
Proportional Box ticked.

@ File Browser

) Root: news (1 folders, 41 files)

Folders |18 @24 Name

=0 empowering women worldwide since 1931

B

Setting Image Properties in the Image Manager

¢ Equal Values
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Alignment: Sets the
image alignment- Left,
Right, Middle.

If left blank the align
attribute is not set.
Margin: This pads
spacing around the
image. Unclick "equal
values" and enter a "3"
or "5" in the margin
boxes on the sides of
the image that touch
the text.

,,a,.’

Image Manager Extended

Image Rollover Advanced Popups

Properties

URL images/stories/news/americaninbritain.png

Alternate Text americaninbritain

Dimensions ‘ X #| Proportional
Alignment Middle ¥ | Clear

Margin Top

Border = v

@l File Browser

) Root> news (1 folders, 41 files)

Cnldae-

o empowering women worldwide since 1931

Setting Image Properties in the Image Manager

¢ Equal Values
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Setting Image Properties in the Image Manager

Border: Frames
the image.

Choose line
thickness; line
type- solid,
dashed, dotted,
etc; and border
color.

Image Manager Extended 0
Image Rollover Advanced Popups
Properties Preview
URL images/stories/news/americaninbritain.png

Alternate Text americaninbritain

Dimensions x #| Proportional

Alignment --Not Set-- ¥ Clear v

Margin Top

Border | width 2 v g’ Style dashed ¥ Colour #000000
--Not Set--
none

@ File Browser solid

dotted

Root > news ( 1 folders, 41 files) double

groove
Folders O &g 33 N ionjt‘z:t
= (& Root v 7 ame ng
W aboutfavwco o AWAR_Villa_Taverna.jpg
#+ | | advertising - &7 AwCs-Logo.jpg
+ | | ageing_today ) &) AwWC_Dublin_check_presentation.j...
+ |y aging &7 blog.gif
* |y auction ) & brokovicherinfeb2012.jpg
* | | best_practices ’:j BWC_Trees.jpg
+ | | BioVision Pictures ™ ‘l; Cebu_daily_nevs_logo.png
+ |4y blog 0 Democracy_Now.png
+ | | Bylaws oy

empowering women worldwide since 1931

-~

#| Equal values

Lorem ipsum
dolor sit amet, consetetur
sadipscing elitr, sed diam
nonumy eirmod tempor
invidunt ut labore et dolore
magna aliquyam erat, sed
diam voluptua.

t

L
&=
mE | g | R o
" Details
americaninbritain x
png File
Size: 24.94 KB -
Modified: 20/12/2013, 15:16
Dimensions: 200 x 73 Bl
Preview:
~
pe
L%
&
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Publishing Your Article

 The Publisher part of

the Editor allows Publishing
some management
of the Article. Category * prre—
uthor's Alias
* Select a Category: e
choose from the pull- - Publshed
down IiSt. Featured Yes
° Select ”Status”' Start Publishing -

Finish Publishing

* |f you want your
article to be featured
On the hO me page, g;?»?;'rq?c-les default to the first position in the Category. The ordering can be
CI iCk ”yeS” for changed in backend.

"Featured Article”.

e Choose Access-
“Public” or
“Registered”.

Access Public

Language

Language All

empowering women worldwide since 1931
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Editing Articles Already Published

Find the article to be
edited.

Click on the Paper/pencil
Icon to open article.

If you don't see a “Pencil"
by a text, that means it is
NOT an article, it is rather
a Category Description.
You can edit the category
description down at the
user menu, "Edit
Categories" and search
the category name.

~ ’

Display # 10

Title

Environment Bulletin - February 2014

Environment Task Force Bulletin - Winter 2013

UN Millennium Development Goal on the Environment

Environment Task Force Bulletin - Decreasing Your Water Footprint February 2013

Environment Task Force Bulletin - April 2012 - Eco Touris m

Greening Your Thanksgiving

Women in the World: Going Green
Environmen t Task Force - May 2011 Bulletin (part 2 of 2)
Environmen t Task Force - May 2011 Bulletin

2011 World Water Day: Water in Cities: Responding to the Urban Challenge

Add a New Article to this Category

Page 1 of 5

o empowering women worldwide since 1931

Edit Article

Published
Sunday, 15 December
2013
Written by Laurie
Richardson

@@@E@@E@]Em

itask=article.edit8ia id=28408ureturn=aHR0cCUzQSUVRIUVRnd3dvSmYXdibvSvemclMkZnbGOiYWwtaXNzdWVZITIGZW52aXivbm1lbnQ=
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Environment

* Notice that the Editor

Category will

appear top left and Tite T ——————

title is filled in.
 Make your changes Toggle Editor]

to the article. @0/ c)n)z)a) s m=|E @l o v S
* Click “Save”.
» The page will e o oty e e

the issue and the current status of global efforts to achieve this development goal.

refresh and you
should then see it
as it appears with
the message
“Article successfully
saved”.

empowering women worldwide since 1931
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Helpful Joomla Editing Tips

e All links to external sites should be set to open in a new
window, not the same window.

* Resize images before you upload them. The smaller the
better, but no more than 300kb and resolution should be 72
dpi. Large size picture files makes our website heavy and the
images take a long time to load.

* When you create a file, any file, be sure to use underscores
instead of spaces.

* Use the available heading for text formatting as this will
create clean code.

* |tis recommend to using the .doc or .ppt or .xls extensions
rather than .docx or .pptx, because the older versions are
more universally compatible.

empowering women worldwide since 1931
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Helpful Joomla Editing Tips

* Text should only be underlined if it’s a link. People are
used to clicking on underlined text. They see an
underline so they assume it’s a link. If you need
emphasis, use bold, italics, a different color, all caps, or a
bigger size. But don’t use underline.

* Copying from Word directly into the Joomla editor
produces messy code so either: Copy the text into
Notepad first, then copy from Notepad into Joomla.

empowering women worldwide since 1931
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Helpful Joomla Editing Tips

Use the Paste button in the
editor (Clipboard Icon with
dropdown arrow). Instead
of using Ctrl+V to
automatically paste into the
editor window.

Use the "Paste as Plain
Text" option, found here as
a dropdown at the editor's
"Paste" button. Selecting
"Paste as Plain Text" opens
a popup where you can
then Ctrl+V your word text,
and THEN hit "Insert" and
the extra Word codes will
be filtered out on paste.
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Clipboard

Use CTRL+V on your keyboard to paste text into the window.




