Garden Webs

A Society UseGuide To Web Content Management
for gardenontario.org

The purpose of this section of your OHA Society Manual is to provide basic instruction
in the editing of your society informatiam the gardeontario.org website.

Important Information i please read

1. You must have a login and password to perform these functions. Contact your
District Directorfor more information.

2. YouMUSTuse Microsoftds I nternet Explorer toc
Internet browsers (Netscaperefox, etc.) are supported.

3. You are responsible for your own Internet connectivity (getting access and using
the Internet). The instructions contained herein are for adding, editing, and
deleting information to the gardenontario.org web site only. Ifhaue difficulty
connecting to the internet, contact your Internet Service Provider (ISP).

4. SeeExtra Information About Permission for information onthe permission
rights associated with your login.

5. You are your own editor. Please be careful of your gramand spelling. You
are representing your society and organisation to the world.

6. Please refer to Help screens where available, as your first line of enquiry.

7. Please contastebmaster@gardenontario.orgf you need assistance
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Logging In To The Webgateway

1. From any page on the gardenontario.org web site, clitktbie link in the upper
right corner of the window OHA Log-in (figure 1)

gardenentario il Q

ONTARIO HORTICULTURAL ASSOCIATION ON THE WEB

Fiqure 1

2. When the WebGateway login screen appears (figure 2), enter your login ID and
password.

Errail:
Idistrict#@gardenont

Password:
I********

Forgot my password

» Return to gardenontario.org

Figure 2

Your societylogin is the email addreg®ur societyprovided to OHA. You may &s
the webmaster to create an alias email linked to your personal email address.
format of thealiaslogin will be:

societyname@gardenontario.org (e.g. bolton@gardenontario.org)

Password notes:

1. The password is casensitive. This means thaasswrd would be different
from passwordand fromPASSWORD

2. M 1 ¢ you forget your password & click ont
email will be sent to your gardenontario.org address with a new passused.
your new password to get into tMANAGE USER area of the
Web Gatewaywhere you cachangeyour passwordo one you G
select

3. Trouble logging in? Make sure your CAPSLOCK and NumLock
are not active.

,
23
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Getting Familiar With The OHA Extranet

(fondly

known as the

Upon sucessful entry with your login and passwoydu will seethe following screen

(figure 3). The welcome text will shoyouracessn a me

aAmdy nrotwnfo .

gardengntario

ONTARIO HORTICULTURAL ASSOCI

Logout

Return to
gardenontario.orqg

OHA Extranet Home

Search Speakers
Directory

Manage Your District
or Society Web Site

OHA WebGateway

OHA Online

OHA Society
Resources

Figure 3

velcome Any Town!

This is the OHA Extranet - the site within a -
District or Society site ar ta the WebGatew:
page of the webGateway for an introdoction
Help page.

Please protect the OHA site - don't give you

If you have any guestions about content on
webmaster@gardenontario.org,

Thank waou!

This section provides an overview of the main Extranet page. Your options on this front
page(discussed below) of the OHA Extranet are:

I. Logout

ii. Return to gardenontario.org
iii. OHA Extranet Home

iv. Search

Speakerb6s Directory

v. Manage Your District or Society Web Site
vi. OHA WebGateway

vii. OHA Online(Removed in April 2011)

viii. OHA SocietyResources

Garden Web$ Web Data Management (Society)
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Garden Webs for Societ‘ires

i Logout

It is imperative that, upon completion of any work on the OHA Extranet, you logout.
Failure to do so risks a security breach to gardenontario.org.

FYI If you have your Internet browser open but have had 40 minute _

more of inactivity, you will be automaticgllogged out of the £ ’{n iy
Extranet. %j

e
\\\

If Logout does not appear in the left panel, sekmtk to WebGateway
and selecLogout.

ii. Return To gardenontario.org

This |Iink is here to facilitate your f@Agoing
when you makeany changes to your area of interest and you cliciStéwe Changes
button (figure 4), you may be curious as to how your changes look.

Save Changes I

Fublish: @ ves Mo

Figure 4

UsingReturn to gardenontario.org allows you to go to the main web site, look at your
change and use your browsé@ack button (figure 5) to return to your editing screen.

=
Back

-

Figure 5

For further information, se€xtra Information About BACK at the end of this
document

ii. OHA Extranet Home

This link will return you to the home page of the Extranegfer to figure3. If you are
feeling a little lost, click this link and try again.

iv. Search Speakerdés Directory

This link will allow you to search the Speaker Directoryy district or by topic. A
terrific resource, indeed.

Garden Web$ Web Data Management (Society) Page6 of 33
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V. Manage Your District or Society Web Site

This is the link(figure 6)that will
take you to the area where you will
add, edit, delete informatiam
yourSsoci et yoés
web site. Please contact the

webmaster@gardenontario.org to

gardenontario.

activate your gardenontario.org

website.

Vi. OHA WebGateway

District/Society Website Management

Please select the type of site vou wish to manage:

# District

* =Sucietfi

or g

Figure 6

This link will take you to the area where you will be able to edit the content on the main

(Al iveo)

Log Out

Return to
gardenontario.org

OHA Extranet Home

WebGateway Home

Help

MANAGE EVENTS

MANAGE CONTACT
INFO & USERS

Manage Societies

Manage Users

MANAGE WEB SITES

Manage Society and
District Sites

Figure 7

web

S i

t e

(figure

7).

You are in the WebGateway, a secure site for managing Gardenontario.org.

There are five modules for managing web content in the main site. What you

level of access.

MANAGE MAIN SITE CONTENT

Web Text: In this module, you can edit text in virtually all of the sections of 1
further instructions on how to transfer text from your word processing docur
can also upload photographs to these pages.

News: This section is for the news releases. You can edit existing releases, ai
releases. This module allows you to set an expiry date, after which the news 1
Although it will not be viewable on the site, the release will still be in the web s

Newsletter: The snippet of a story that displays on the home page originate:
module allows you to add, edit and delete articles and content, and create cat
sections. You can choose which stories will appear on the home page by choo
than one story has this feature, the stories on the home page will load seque
screen is refreshed.

Partners: This module permits you to upload names, descriptions and contac

This isthe starting place toavigate to areas where you aatit District or Society
information displayed on thgardenontario.org sifiee.g.Has your contact information

changed?Y our societyaddres® Want to change your password or email logluSe the

MANAGE CONATCT INFO& USERS section to make the necessary changes.

The MANAGE WEB SITESIink takes you to theareawhere you camanage your

7z

District or Societygardeonontario.orgg¢ye b si t e. So €& thi si
the main or public site as well as your District or Society web site.
Garden Web$ Web Data Management (Society) Page7 of 33
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viii.
A society can uploadocuments thahey want to share with other societiesuch as the
AFal |l FI ower Sh o ¥6beow.hreadditibnehés arearis wheregyau wid
find OHA official forms and other OHA resources as required. Keep an eye on this area,

Garden Webs for Societies;

OHA Society Resources

as it will continually dange.

Forms may be downloaded for your convenience.

Manage Resources

Fall Flower Show Schedule: Schedule 2004.doc (39 KB)
TEST

Form A - Annual Info Report: Form A - Annual Info Report.doc (281 KB)

Form B - Hort Society Info Report: Form B - Hort Society Info
Report.doc (254 KB

Garden Webs for Directors: Garden Webs for Districts.doc (224 KB)
DRAFT - final wersion release date October 1, 2004

Garden Webs for Societies: Garden Webs for Societies.doc (485 KB)
DRAFT - final version release date October 1, 2004

|ﬂ Gardenontario Bookmark: OHA bookmark.pdf (662 KB)
PDF file - Master sheet of 10 bookmarks per page. Print on card stock in colour,

OHA Speakers List 2005: OHA 2005 SPEAKER - current.doc (210 KB)

0OHA Workshop Sudbury: OHA Workshop Sudbury!l.doc (313 KB)
Volunteer Strategies for Today's Realities- Horticulturally Speaking!

Figure 8

How To Add A Society Resource

1. From the OHA Extranet, click onto OHA Society Resource! manage Resources
2. Click Manage Resource®sn the right(figure 17)
Figure 9
3. Then click ontcAdd a Document
4. Fields marked with a red tesisk* are required fields
Garden Web$ Web Data Management (Society) Page8 of 33
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Garden Webs for Societies 7

OHA Resources

Document - Add << Back

[ Add docurnent ]

Publish: O ves @No

*File Name: Spring Flower Show Schedule
Description: Our therme was "Spring Thaw',
*Diocurmnent: Epring Thaw Schedule.dd
*File Size: 128 KE

*Please complete all the mandatary fields (*) before submitting this form, Otherwise,
vou will lose the information you have entered on this page,

[ Add docurnent ]

Figure 10

Important :

I Some basic file management skills are required for this function. When you upl
®  document, you must know:

1.the fil ebdbs name

2.the filebds | ocati oowoao yfowm c thaarwdd
3.the filebdbs size in kilobytes.

To determine a fil-eldiscliaweeld ntilkel foibl
APropert i es ofthé shortcut rheau pbesentédp m

GRemembeé c | i Add Ddcumentbutton

Garden Web$ Web Data Management (Society) Page9 of 33
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About Help
Once you have entered the OHA WebGateway, a link appears on the left for Help.

Please refer to this area as your first line of defence if you need help.

Log Out

Return to
gardenontario.orqg

OHA Extranet Home
WebGateway Home

Help

)¢

Figure 11

Manage Your District Or Society Web Site
This section allows you to edit youndixict or Societyi whatever your permissions
allow. Accesghis functionf r om ei t her ¢é

e Manage your District or Society Web Sitérom the OHA Extranet
e Manage your District or Society Web Sitérom within OHA WebGateway

These are both located in theb a ¢ ki gust different links on the left panel.

1. Click the linkManage Your District or Society Web Site The following will
appear (figur0):

District/Society Website Management Note:

o et the ¢ i it Societies will only see
(== 1 e ] 2 Type O 51T yoau WIS O rmanage: t h e ﬁ S ocC | e t
* District . . . R

AnDi stricto
y M&B those who have district
level permissions.
Figure 12

2. Then select the type of site you wish to edit.

Garden Web$ Web Data Management (Society) Pagel0of 33
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Garden Webs for Societ‘ie‘

Notice that many Societies web sites are ligtethure 21 below. The circled link

i ndi cat es Initeisdekampgle, the ugehhasrights to edit Bolton only. The
looking glass icon at the right allows you to link directly to your site to see the results of
your edits.

3. Cl i c kedittltbneo . iSee figure1 below.

HOME | ABOUT | NEWSLETTER | EVENTS | JOIM US | LIMNKS | PROGRAMS

Society Site Management <= Back

Acton Horticultural Society YES P

Bolton & District Horticultural Society YES / % P\

Fernelan Falls Harticiltiral Society YFS \ b”dlt tterm

Figure 13

Figure22 shows the text editor screen for the society HOME page.

Site - Edit

Save Changes !

Publish: Foyes Ty . .
- S e items that show a red asterisk are
Society IBnlton & Digtrick Horticultural Society required flelds they cannot be |eft
HRL Ibdhs blank
. : e the text editor window where the bulk
Title: IGrow % Blaorn wWith Us!

of the typing is dongrovides some
control over formatting.

*Home Text:

Figure 14

e Current best practices say that simple is bésb many colours, too much
emphasis (bold, italics, underline)
ALL CAPST people interpret this &8HOUTING

e You may have 2 images on this pgfge more information regarding images, see
Extra Information About Images)

Garden Web$ Web Data Management (Society) Pagellof 33
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Garden Webs for Societ‘ie‘

4. Make any changes desired & remember to clicklaee Changesutton (one at the
top or bottom of the window). If you were succeksgifisaving the changes, you will
berewardedwi t h t he message fASite

M

has3.been

If you do not click thésave Changesutton, your changes will be lost!

*Site has been successfully updated.

b

Save Changes I

Fublish: % ve: T No

Figure 15

Notes about Publish i yes, no

If you selectPublish ¥4YES, theinformation will be live on your Society or District
web site (once you clickave Changeps

If you selectPublish¥aNO, t he changes wi l
working on a draft of your text or simply are not ready for the wiorkkee your changes.

Return to this area, seldetiblish¥a YESwh en youdr e

Changes

Publish Yes is tricky!

not yet

r ei savy .

I If you selectPublishi yes and you leave some required fields (red asterisks)
m  blank, the following error will ocau

At least one of the following errors ocourred:

vou have not completed the mandatory inforrmation rmarked
L*

the ermail you are trying to enter already exists

the email vou are trying to enter is not valid

vou must select a district/society or select "MSA"

Click Eere to go back and make corrections,

When this happens, ensure you useGhek Here link (see figue 24) to goback and fix
the problem. If you do not employ this method, you will be sent back to the
WebGateway and have to navigate your way batkdpage you were working on

Figure 16

Garden Web$ Web Data Management (Society)

Rev:April 2011

Pagel? of 33

succe

appeal

Donot f



Garden Webs for Societ‘ire‘si

Adding To Other Areas Of Your Web Site

Other pages on your web site that may be edited (f@fp)rappeaiat the top of the
Society SiteManagementscreen

HOME | ABOUY | HEWSLETTER | E¥ENTS | JOIM US | LINKS | PROGRAMS

Society Site Management << Back

Figure 17

These areas (discussed below) include:

I. Home
ii. About
iii. Newslette
iv. Events
v. Join Us
vi. Links

vii. Programs

i Home

This is information which will be displayed on the main or home page ofsgmigety
web site.

GRemembeé

¢ Items marked with red asteriskare required fields
¢ Decide whether you want the information publishigtitraway or later
e Save Changes

¢ If you want to see the change you have made, you may click the link on the
left Return to gardenontario.org. Then, us &8ACKdutton br ows er ¢
to come back to this page where you are editing.

Garden Web$ Web Data Management (Society) Pagel3of 33
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Garden Webs for Societie

il. About

This area (figue 26) is where you publish information about your Society, its Board of
Directors and when meetings are héldany information you think is relevant to the
world about your Society or District.

HOME | @DUT | MEMWSLETTER. | EYENTS | JOIN US | LINKS | PROGRAMS

Society Site Administration

About Us - Edit << Back

[ Save Changes ]

*about Us Intro Text;

BJ7 USE=E=E (ZiZ¢+# gy —e=
The 8DHS formed in 1995 to provide a forum for education about ”

horticulture amd gardening, to undertake civic beautification projects and
to hold competitions and exhibits in flower arranging and horticulture.,

During the past 9 years, we have welcomed members with every level of

Figure 18

GRemembeé Save Changes

ii. Newsletter

Edit Newsletter

1. Click onto the linkAdd a new itemor
theedit link if you are editing an item.
The instructions below demonstrate an

Save Changes I

Afedito.
2. Fillin all details, keeping in mind that |  Publish: & ves o
all fields marked with a red asterisk News P
. Teaser: Yes +No
are required. N
3. You may add one image per newsletter .. [Eeeting Octobar Spashar

item (please refer to thdELP link *Detail:
beside thé8ROWSE button if you are

experiencing difficulty with images). | i =

=imEE | | — =

For our October event, we're pleased to have

1

4. Click Save Changeso ensure your
item is saved.

Figure 19

Garden Web$ Web Data Management (Society) Pagel4 of 33
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Garden Webs for Societies

What 6s ai yeg ac®2&’r

A teaser is a clip that appears on the Home page of your Societstoct site

(whichever you are editing). It is meant to catch your atteiition example below,
notice the panel on the right, drawing
is a headline that makes you want to read more (which i& &olithe article).

The image below (figur28) shows a teaser currently arsocietysite (Aug.2004)

P

Bolton & District Horticultural Society i3

&

HOME ABOUT US NEWS & EVENTS JOIN US LINKS CONTACTS OHA LOG-IN

VIEW DISTRICT SITE  Grow & Bloom With Usl

WIEW OHA SITE

About our new
website ...
by Pamela Singleton

We are a young and very active society, Our monthly
o meetings include flower shows and speakers.
N e offer Aot coffee, warnr hospitality and coof youth
® group activities*.

The Ontario
Horticultural
Please join us for our October meeting - Thursday, October 7th at 7:45 Association on the
p.m. at the Caledon Centre (14111 Reg. Rd. 50, Bolton - 905-857-33132) Web

This is our FALL PLANT SALE meeting. Our speaker will talk about Fal -erh?:nk.g 'fl_D.ﬁ'. S
Pianting - Perennials and Bulbs. She will show and tell about some\of = i agut. it IE]LE-J“TF)
the plants available for sale. oundation

grant, OHA prepa

mor%. oo

Be sure to bring your money and notepads out to the CCRW at 7115 pm
on Oct.7 to shop and learn,

Figure 20

Society & District web site teasers come from their newsletters.

YES As a Society, if you seledteaser ¥aYES in your newsletter articleshe
infor mati on wi | | be on youBSavé&thangest v o s

~

It is not a fAmusto that you do this.

If many items are marked dgaser¥4YES, the teaser on the home page will
change whenever the home page stiseefreshed.

NO If you selecfTeaser¥s NO, the changes will not appear on the main home page.
They will only appear in youNewsletterarea.

Garden Web$ Web Data Management (Society)
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Garden Webs for Societies;

iv. Events

This feature has double impact! When you add an event to your District or Society site,
the evatispostedaut omati cally onto OHAGs gardenontar

1. Select the month in which you would like to add your event (fig@ye 2
Society Site Administration

Events <« Back

Browse: [Septernber o] [2004 2]

February -
March

Feature Event
TES B @

Decernber

Figure 21

2. Click the link toAdd a new event
3. Fill'in all details
4. Click theAdd Event button to save your changes.

C No need to wrry aboutremovingevents. When the date of the event passes, the
site removes the event associated with that date.

Note: Featured Eventsar e sel ected by the Webmaster on
gardenontario.org calendar

Garden Web$ Web Data Management (Society) Pagel6 of 33
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V. Join Us

Use this area (figre 30) to invite visitors to join your society. You could include
membership fees and evattach your membership form

HOME | ABDUT | NEWSLETTER | EYEMTS | JOIM US | LINKS | PROGRAMS

Society Site Administration

Join Us << Back

[ Save Changes ]

*1oin Us Text:

B/ U S==isiz¢#F L —e
Image: [ |[(Browse_ |
(It is recommended that image size not exceed 150 pizels in width &
130 pixels in height)
Mernbership | |[(Browse_. |
forrm;
Figure 22
GRemembeé Save Changes
Garden Web$ Web Data Management (Society) Pagel7 of 33
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Vi. Links

There are 2 parts to Linksan intro for the links home page as well as the vatiols

themsel ves. The intro. text may be somethin
Horticultural Society provides links here for your convenience. We are pleased to
recognise our local partnéidr usi ness, private and government

HOME | ABOUT | NEWSLETTER | EYENTS | JOIN US | LINKS | PROGRAMS

Society Site Administration

Links <+ Back

[
=

Link Home IntrE

Figure 23

The instructions fomtro are not provided here; they are very straightforward. Just enter
the text into the text editor window and remember to save the changes.

To place a link on your web site ¢é
1. Click Link T see figure31 above
2. Then clickAdd item (figure 32)

Society Site Administration

Links - Add << Back

Add Item I

*Title:

Exarnple: www . adhawk.ca, without "hitp: /™

|
*URL: |
!
|

*Category: - Plzase selec category —;I Edit Categories
=
*Description:
=

*Please complete all the mandatory fields {*) before submitting this form, Otherwise,
yvou will lose the information you have entered on this page.

Add Ttem I

Figure 24
3. Allfields are required here (ensure the web address of the link is cotrage you
tested it to ensure it is correct, no typos?)
Add a new category if those already present are not sufficient
5. Click Add Item to save your changes

Garden Web$ Web Data Management (Society) Pagel8of 33
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vii.  Programs

Use this area to publish information about the various programs that your Swciety
Districtis involved with. These are descriptions of yganeral programsather than
specific timerelated datesvents in your caleral Examples might include:

Monthly flower shows
Annual Garden Tour
A youth program

Alliances with other local community groups

1. To add a program, click the link fadd a Program (figure 33)

Society Site Administration

Add Program << Back
Add Itern I
Publish R T oves O g
*Title: |
*Detail:
B U/ S=E={Si2EE Tk —e
Figure 25
2. Enter the information about the program
3. Click Add Item to save your changes
Garden Web$ Web Data Management (Society) Pagel9of 33
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Delete An Item From Your Web Site

You have the authority to remove items from your District or Society according to your
permissions.

M You will be warned oncéi f you click YES, thatdés it
function.

Remember, yodo not have to delete Events. By their nature of being time driven, when
the event s date passes, they will automatic

The instructions below are the same throughout. This is an example of how to remove a
Program.

Society Site Administration
Programs << Back

*Program has been successfully added.

Add a Program

e | _Publish |
annual Garden Tour TES %ﬁ]

Figure 26 \/

To remove an item:
1. Click onto the icon that resembles a garbage bindiseledfigure above
2. You will be prompted with the only warning message:

Society Site Administration

Delete Program <= Back

COMFIRMATION

&re you sure you want to delete the following program?

Figure 27

3. Selecting NO will retain the item. Selecting YES will remove the item.

GRemembeé you wi | Ito UND® ontesgou hdve selected YES.

Garden Web$ Web Data Management (Society) Page20 of 33
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Manage Events

Add An Event to gardenontario.org Event Calendar

This section discusses howadd eventslirectly to themaingardenontario.org calendar.
Just to reinforce the previous point, if you post an event on§ociety or District site, it
will automatically appear in the main OHA calendar.

1. On the left panel of the OHA Extranet page, click ddtéA WebGateway
2. Click ontoManage Events(figure 36)

AFE RN A LN LEEELL B

WebGateway Home

Help

MAMAGE EXENTS

MAMAGE MEMBERS &
USERS

Manage Societies

Figure 28

3. Select the month in which you want to place the eaadtthen clickAdd A New
Event (figure 37)

GardenOntario Event Calendar

Browse: |September [=] [z004 =]

February "
March
Events f{~pril

May
Add a nd; .

Augu=st G
5 nora Exhibition
5 ﬁd':'ber Mawan Fair
overnber
5 Decemnber T4 Fair & Horse Show

Figure 29

4. Add the required and optional details of the event

5. Select theAdd Event button to ensure the event is posted. There is no Publish yes/no
herei the posting is live and instantaneous.
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Edit or Delete an Event to gardenontario.org Event Calendar

1. On the left panel of the Extranet page, click cotéA WebGateway
2. Click ontoManage Events

3. Select the event to be edited or deleted

GardenOntario Event Calendar

Bruwse:lﬁeptember;l |2|:||:|4;| EI

Events for September, 2004 dit Delete
Add a new event
Featured Event

Bolton General Meeting MO Bl
7 Pine Ridge general meesting MO B’ a
11 Chrysanthemum and Dahlia Society Show Mo B’ o
18 Mississauga Flower Show MO B
1a zrand River Third Annual vouth Outdoors o B’ &

Opportunity Day

24 TBG Fall Ferennials Plant Sale MO BT
26 Ikenobo Ikebana Japanese Flower Society Show ! o B a

Figure 30

If editing, make the necessary changes & didit Event to save and post tlehanges.

If deleting, select the respective garbage icon. You will be presented with a final
warning. There is no UNDO if you make an error.

Microzoft Internet Explorer Ed |

@ Are pou sure you want to delete thiz event’?
Carcel |

Figure 31
Important :
I You have the ability to delete any

B use courtesyral respect to ensure you edit or detaigy information thatyou
posted. The Webmaster, from time to time, will unpublish outdated files.
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Managing Your Account

This section of the Extranet allows you to change your login email & passwordas
well asany other details about your Society or District account.

As Society presidents and District Directors change, you would go in withcyoent
login and password and change all pertinent details to reflect the incoming people.

Change your password (or other details)

MANAGE CONTACT
1. Onthe left panc_al of the OHA Extranet, sele¢iA NEO R CERS
WebGateway(figure 40) ™
Manage Societies
Manage Users
2. SelectManage Users .
Figure 32

3. SelectEdit your account

4. Make necessary changes to your account profile

be careful of a password charigthey are caseensitive. Renmaber that

passwords different fromPASSWORDis different fromPassword After you

have made a change to your login or password, you will receive an email to that
account, confirming the change.

5

User Administration

User - Edit <= Back
Publish: GYes Mo

*Email: Idistrictlﬁ@gardenontario.org

Password: Ipassword here

*First Mame: |Liiza

#ast Mame: [walfgram

*District: IDistrict 15 -I

Figure 33

5. GRemembeé Save changes

Garden Web$ Web Data Management (Society)
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Note: If you forget your passwordlick the Forgot Passwordlink (seefigure 43) on
the login page You will receive a new, encrypted password sent to the email
address of recordYou could then keep that newly issued password or change it

to suit your needsasdirected above

Ernail:

Password:

Forgot my password

* Return to gardenontario.org

Figure 34
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Search Speakers Directory
This area of the OHA Extranet allows you to manage and search for speakers.

SelectSearch Speakers Directoryon the left panel

Logout

Return to
gardenontario.org

OHA Extranet Home

Search Speakers
Directory

Manage Your District
or Society Web Site

OHA WebGateway

OHA Online

OHA Society
Resources

Figure 35

Search

The following sceen will appear. Please note that you s@arch the speakers directory
EITHER by district OR by topi€¢ but not both simultaneously.

E{:@;arch Speakers Directory

Manage speakers

You can search by district or topic,

Dristrict:

R
Tapic: |Design - Flaral - Dried v|
Figure 36
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rast

Once you have refined your seafbly district or by topic)you may seéurtherdetails of
the speakethat interests yau

In figure 46 below, the example here was a search by fiojmterests Photography. .

Search Speakers Directory

# Go back

Speaker{s) in topic of Interests - Photography

Farsyth, Turid 3 Interests - Photography P

Grant, Laura 5 Interests - Photography P

Haferkorn, Laura 4 Interests - Photography P

Micol, Isabelle z Interests - Photography ( &;
Figure 37

Add A Speaker

1. SelectSearch Speakers Directory
2. SelectManage Speakers
3. SelectAdd A New Speake

Manage Speakers

Add a new speaker Back to search

District | Publish | _Action |
3 TES B o

Alguire, Dawid

Avery, Doug 3 YES B T

Carltnn. Sandwy 5 YFS B T
Figure 38

4. Enter all information, ensuring required fields (red asterisks) are filled in.

GRemembeé ¢ | Aidctk save bhanges
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Extra I nformation About é
This area provides some extra information about featucasitions advice.

Back

The BACK button in your browser allows you to move backwards to ¢ A
previous page that you have viewed. Back

When editing within the OHA Extranet, ensure you LOGOUT when you are finished.
Do not assume that wusingyotdute browser 6s BACK

Images

In the Site Administration, when you have the ability to upload images, use the link there
for HELP on Images.

Please refer to this as your first line of enquiry when seeking help on images.

Image: | Browse... | 7

¢ Filenames for images may only contalph&/numeric charactefsno spaces,
no special characters such as >@#3$&*!)( etc.

e Files must be in a .jpg format

e The pixel size of the picture cannot exceed 185x220. You may require special
software to do this (if you have a digital camera, this kihsbftware often
comes with the camera)
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Copy & Paste From Microsoft Word Etc.
All pages on the Extranet that allow you to enter a few paragraphs of information have a
small and simple text editor.

*Detail:

EE T — =

B U =

R

Important: Flease change font type to "¥erdana" and size to "9" Before vou copy
frarm your ariginal word file,

Some tips and notes about the text editor:

Due to he large variety of word processors on the market, there are some precautions you

should take if you decide to type your text in a winduter tharthat provided on the
gardenontario.org site (for examfléf you decide to do your typing in Microsoft W)

Before copying/ pasting into the web siteds t

1 Select all your text and change the font to Verdana 9pt.

1 When you press ENTER to end a paragraph and another ENTER to separate
one paragraph from another, you are placing 2 PARA marks into your
document. Use just orieremove the extra one between the lines. When you
copy and paste your text into the webds
Apaddi ngo between paragraphs that you n

e Keep your paragraphs shorthis is basic informationd on 6fiwr i t e a booko.
Provide readers with a contact name if they want more information

e Check your grammar and spelling (and ensure you check your Latin spellings on your
plant materials!)

e Do not use jargon and acronyms when writing
e Use plain Englisfi this is not the place to flaunt your vocabulary
o Keep the formatting simplieusebold, italics andunderlinefor emphasis

e NEVERUSEALLCAPS peopl e feel as though theyodore b
reading ALL CAPS
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Permissions
Presidents may é

e Edit their own Soeety information on the gardenontario.org site as well as their own
Society web pages

e Search for speakers

e Add/edit/delete their own local events on the gardenontario.org site as well as their
own Society web pages

e Download& uploaddocuments located in OHBocietyResources

District Directors may ¢é

Do all of the above plus ...
e Manage Society sites within their District

e Add/ edit/ del ete content on the gardenontar
v Links
+ Tips

Add new users to the District and Societies within thegtiidit

Add members

Downloadand uploadiocuments located in OHBocietyResources
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Advanced Features for web shells and Frequently Asked
Questions (FAQ)

Inserting an image into web shell text.
The image must reside on a web server and be accessibke wth browser.

Click the Insert Image button. (see below)

e

1— = —

i
i
Il
14
I
"

I
[T}
]
[Thd]
]

hal—e(@Oo
et image],

Manotick

F— = —

Input the URL to the image. Add Alternate text. Select the Alignment of text around the image.

A Insert Image -- Web Page Dialog

Image LIRL: | hkkp: A i, Dttawahnrt.n:nrga"newphn:ntn:nsx'sidehar.| [ ()4 ]

Alternate Test: |Ehr_l,lsanthemums | | Cancel

Lapout Spacing

Harizontal: I:I
Border Thickness: Wertical:

http:) s, gardenontario.orgfincludes/ht | & Internet

Aligrment;

Here is the outcome.

El
by
=
i
i
i
T
i
(Tl
"
Tkl
]

Ld —e OO

FIEMOTTCE A
W
>
Inserting a Table.
Click the table icon.
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The District 2 competition will take place at the 2009 District 2
Annual General Meeting,

Choose the number of rows acalumns, etc.

A Insert Table -- Web Page Dialog

AT
Cols: width: (100 || Percent | (e ]
C I
Laypout Spacing
Alignment: Cell Spacing:
Border Thickness: Cell Padding:

htbp: v, gar denontario.orgfincludes/htr | 49 Internet

Editing HTML

Be careful, as a precaution copy your text into a word processor and save it before editing
the HTML code directly.

If you know HTML, you can edit it directly. Click the View HTML Source button <>.
B/ U ESS|gEEE Tal—= @pogd

Society flower pots painted by Morma Davidson of Kanata—M
Horticultural Society

Tl
[l
¥

Edit the HTML code.

(LT N T Y

<>

=FONT zize=2x

“<P>=Society @‘HDWE?’ p-:uts| painted by Morma Davidson of Kanata-March
Horticultural

Society=/ P>

L=

This is the outcome.
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*Horme Text:

— p—

B I U = i—iITiEE Hdls —e QOO0
Eociety flower pots painted by Norma Davidson of Kanata-March M
Horticultural Society

111
Il
¥
]

How to put a link to a PDF file of a newsletter on your web page.

Upload the newsletter file asSciety Resourcdile (.pdf or .doc) remember the file
name. (example myhe01001-januarynews.pdffSee page #ijii. OHA Society
Resources

Once the file is uploaded, you can add a URL link to the newsletter file by prepending
http://www.gardenontario.org/docsb you link to
http://www.gardenontario.org/docs/myh@®1001-januarynews.pdf

and so people can download it.

Test the link in a web browser.
Insert the link into your web page using the link tool

Resizing an image
Get some software to resigrages. http://irffanview.comhas a free one.

Open your large image
click Image | Resize/Resample
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