Serving as your TIG’s Webmaster

How to access your TIG’s site:

1. Log on to the AEA Website using your username and password

2. Once logged on, enter the URL provided to you for your TIG into your browser (cut and paste it in – you may also want to paste it in here for future reference:

3. Once on your TIG’s site, you can add to the TIG HOME, TIG LEADERSHIP, and TIG RESOURCES pages

4. Note that your LIBRARY and EGROUPS will be turned off until your website goes live

5. Your CONTACT US page is already set to have information go to your main webmaster.

6. Your DIRECTORY will automatically be populated by your membership

How to edit your TIG’s site:

1. Once logged on, and having navigated to your TIG’s site as above,

2. Click either “Edit this page” or “Add to this Page” on the TIG HOME, TIG LEADERSHIP, or  TIG RESOURCES pages (see Figure I)

a. ADD: You will add a new piece of content. This should be your starting point if you page is empty. You can also add new pieces at any time. By default, each new piece will be added to the top, just like a blog (ask us if you want this changed)

b. EDIT: This allows you to edit any existing piece of content on the page


TIP: If you are a novice, we recommend adding ONE piece of content to the page and then continuously editing that one piece. In that way, your editing experience will be very much like working in a web processor.

3. Adding or editing will bring up the website editor. Adding will bring up the editor ‘empty’ of content, editing will bring up first a list of pieces that you can edit and then the editor pre-populated with the existing content ready for you to edit. (see Figure II on next page)
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Adding and Editing Pictures

1. From your TIG’s site, click the EDIT or ADD button at the top of any page

2. Once in the editor, click on the image manager (see Figure I)

3. Then click on the UPLOAD button (see Figure II)

4. Click in any of the three boxes in the wizard that will appear and it will allow you to navigate to wherever you have a picture and to select your picture. Once you have an image selected, click the “Common_Add” button at the bottom to add the picture to your image library.

5. Once the picture is in your image library, you can insert it by clicking on the Image Manager button, clicking on any picture in the library, thus highlighting it, and clicking the INSERT button at the bottom of the Image Manager. (see Figure II)

6. Once you have inserted an image, right click on it to bring up the options for formatting it so that it appears on the page the way you wish.
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FIGURE II:
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AEA is thrilled to have a new Resource Library and eGroups Forum!

We hope that everyone will take advantage of the new sections of the AEA website. To complete your Community profile please follow the steps below:

Steps to Complete your Community Profile:

4. Log on to the AEA Website using your username and password

5. Once logged on: 

c. Under Members Only Content: Click Go to Resource Library

6. Once on the Resource Library Page click on Profile under the Directory heading  

(View first screen shot below)

7. Update your profile

 (View second screen shot below) 
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Second Screen Shot- Profile Page





Update your picture: Cannot exceed 600px x 600px. If you are having trouble formatting please contact office@eval.org





Update personal information by clicking links 





Edit Contact information by clicking the link





First Screen Shot- Resource Library Home Page





This section is where you will actually enter your content – your words, pictures, etc. It is very much like a word processor. See the next page for picture info.





Checking “Show” means that the title shows, otherwise, the title will be hidden. 





Type your title in here – this is basically a subheading on the page. 





Click here to UPLOAD or add a new image to your image library





Select here who can see your content. Note that ‘everyone’ includes the public.





Click here to ADD a new piece of content





Click here for Image Manager





Click here to EDIT an existing piece of content





Checking “Hide” means that the ENTIRE item (what is below too) will be hidden. It is a way to ‘delete’ things and yet save them for later or hold things while working on them.





By default you are editing in html – this will be similar to a word processor. You can embed links using the link icons on the toolbar. However, you can also have a content piece be an uploaded file or a stand-alone hyperlink. For the advanced user, it could be a User Control. Please note that we do not administratively support or coach those using User Controls – you must have experience with that level of site development to use the User Control options.





Select an image from the list at left, thus highlighting it, then click INSERT below to add it to your page. 
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