
Garden Webs 

 

A Society User Guide 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 information on the gardeontario.org website. 

 

 

Important Information ï please read 

1. You must have a login and password to perform these functions.  Contact your 

District Director for more information. 

2. You MUST use Microsoftôs Internet Explorer to edit any information.  No other 

Internet browsers (Netscape, Firefox, 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.  If you have difficulty 

connecting to the internet, contact your Internet Service Provider (ISP). 

4. See Extra Information About Permission  for information on the permission 

rights associated with your login. 

5. You are your own editor.  Please be careful of your grammar and 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 contact webmaster@gardenontario.org if you need assistance.   
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Logging In To The Webgateway 
 

1. From any page on the gardenontario.org web site, click onto the link in the upper 

right corner of the window - OHA Log-in (figure 1) 

 

 

 

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

password. 

 

 

 

Your society login is the email address your society provided to OHA.  You may ask 

the webmaster to create an alias email linked to your personal email address.  The 

format of the alias login will be: 

 

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

 

 

Password notes: 

1. The password is case-sensitive.  This means that Password would be different 

from password and from PASSWORD.   

2. M  If you forget your password & click onto the ñForgot My Passwordò link, an 

email will be sent to your gardenontario.org address with a new password.  Use 

your new password to get into the MANAGE USER area of the 

Web Gateway, where you can change your password to one you 

select. 

3. Trouble logging in?  Make sure your CAPSLOCK and NumLock 

are not active. 

Figure 1 

Figure 2 
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Getting Familiar With The OHA Extranet  
(fondly known as the ñbackendò of the web site) 

 

Upon successful entry with your login and password, you will see the following screen 

(figure 3).  The welcome text will show your access name, and not ñAny Townò. 

 

 
 

 

 

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 Speakerôs Directory 

v. Manage Your District or Society Web Site 

vi. OHA WebGateway 

vii.  OHA Online (Removed in April 2011) 

viii.  OHA Society Resources 

Figure 3 
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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 minutes or 

more of inactivity, you will be automatically logged out of the 

Extranet. 

 

If Logout does not appear in the left panel, select Back to WebGateway 

and select Logout. 

ii. Return To gardenontario.org 

This link is here to facilitate your ñgoing back & forthò as you edit.  This means that, 

when you make any changes to your area of interest and you click the Save Changes 

button (figure 4), you may be curious as to how your changes look. 

 

 

 

 

 

 

 

Using Return to gardenontario.org allows you to go to the main web site, look at your 

change and use your browserôs Back button (figure 5) to return to your editing screen. 

 

 

 

 

 

For further information, see Extra Information  About BACK  at the end of this 

document. 

 

iii. OHA Extranet Home 

This link will return you to the home page of the Extranet ï refer to figure 3.  If you are 

feeling a little lost, click this link and try again. 

 

iv. Search Speakerôs Directory 

This link will allow you to search the Speaker Directory ï by district or by topic.  A 

terrific resource, indeed. 

 

Figure 4 

Figure 5 



                                                                                                         Garden Webs for Societies        

Garden Webs ï Web Data Management (Society)  Page 7 of 33 
Rev: April 2011 

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 information on 

your Societyôs gardenontario.org 

web site.  Please contact the 

webmaster@gardenontario.org to 

activate your gardenontario.org 

website. 

 

vi. OHA WebGateway 

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

(ñliveò) web site (figure 7). 

 

 

 

 

This is the starting place to navigate to areas where you can edit District or Society 

information displayed on the gardenontario.org site ï e.g. Has your contact information 

changed?  Your society address?  Want to change your password or email login?  Use the 

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

 

The MANAGE WEB SITES link takes you to the area where you can manage your 

District or Society gardeonontario.org web site.  So é this page gets you to everything ï 

the main or public site as well as your District or Society web site. 

Figure 6 

Figure 7 
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viii. OHA Society Resources 

A society can upload documents that they want to share with other societies ï such as the 

ñFall Flower Show Scheduleò in figure 16 below.  In addition, this area is where you will 

find OHA official forms and other OHA resources as required.  Keep an eye on this area, 

as it will continually change. 

 

Forms may be downloaded for your convenience. 

 

 
 

 

 

How To Add A Society Resource 

1. From the OHA Extranet, click onto OHA Society Resources 

2. Click Manage Resources on the right (figure 17) 

3. Then click onto Add a Document 

4. Fields marked with a red asterisk *  are required fields  

 

Figure 8 

Figure 9 
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Figure 10 

 

! 
Important : 
 

Some basic file management skills are required for this function.  When you upload a 

document, you must know:  

1. the fileôs name 

2. the fileôs location on your hard disk (the ñBrowseò function can assist) and é 

3. the fileôs size in kilobytes.  

To determine a fileôs size in kilobytes, right-click over the fileôs name & select 

ñPropertiesò (at the bottom of the shortcut menu presented). 

 

 

G Remember é click the Add Document button. 
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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. 

 

 

 

 

 

 

 

Manage Your District Or Society Web Site 
This section allows you to edit your District or Society ï whatever your permissions 

allow.  Access this function from either é  

 Manage your District or Society Web Site ï from the OHA Extranet 

 Manage your District or Society Web Site ï from within OHA WebGateway 

These are both located in the ñbackendò ï just different links on the left panel. 

 

 

1. Click the link Manage Your District or Society Web Site.  The following will 

appear (figure 20): 

 

 

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

Figure 11 

Č 

 

Figure 12 

Note: 

Societies will only see 

the ñSocietyò link. 

 

ñDistrictò appears to 

those who have district-

level permissions. 
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Notice that many Societies web sites are listed in figure 21 below. The circled link 

indicates ñeditò rights.  In this example, the user has rights 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. Click the ñEdit Itemò link.  See figure 21 below. 

 

 

 
 

 

 

Figure 22 shows the text editor screen for the society HOME page. 

 

 

 

 

 items that show a red asterisk *   - are 

required fields ï they cannot be left 

blank 

 the text editor window where the bulk 

of the typing is done, provides some 

control over formatting.   

Figure 14 

 Current best practices say that simple is best ï too many colours, too much 

emphasis (bold, italics, underline) is distracting and é NEVER, NEVER use 

ALL CAPS ï people interpret this as SHOUTING 

 You may have 2 images on this page (for more information regarding images, see 

Extra Information About Images)  

 

Figure 13 
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4. Make any changes desired & remember to click the Save Changes button (one at the 

top or bottom of the window).  If you were successful in saving the changes, you will 

be rewarded with the message ñSite has been successfully updated.ò (figure 23). 

 

M  If you do not click the Save Changes button, your changes will be lost! 

 

 

 

Notes about Publish ï yes, no 

If you select Publish  ¼YES, the information will be live on your Society or District 

web site (once you click Save Changes). 

 

If you select Publish ¼ NO, the changes will not yet appear live.  This is handy if youôre 

working on a draft of your text or simply are not ready for the world to see your changes. 

 

Return to this area, select Publish ¼ YES when youôre ready.  Donôt forget ï Save 

Changes. 

 

! 
Publish Yes is tricky! 

 

If you select Publish ï yes, and you leave some required fields (red asterisks) 

blank, the following error will occur. 

 

Figure 16 

When this happens, ensure you use the Click Here link (see figure 24) to go back 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 back to the page you were working on. 

 

Figure 15 
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Adding To Other Areas Of Your Web Site 

Other pages on your web site that may be edited (figure 25) appear at the top of the 

Society Site Management screen. 

 

 
 

 

 

 

These areas (discussed below) include: 

i. Home 

ii.  About 

iii.  Newsletter 

iv. Events 

v. Join Us 

vi. Links 

vii.  Programs 

 

i. Home 

This is information which will be displayed on the main or home page of your society 

web site. 

 

G Remember é  

 Items marked with red asterisks *  are required fields 

 Decide whether you want the information published right away or later 

 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, use your browserôs BACK  button 

to come back to this page where you are editing. 

 

Figure 17 
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ii. About 

This area (figure 26) is where you publish information about your Society, its Board of 

Directors and when meetings are held é any information you think is relevant to the 

world about your Society or District. 

 

 
 

 

 

G Remember é  Save Changes. 

 

iii. Newsletter 

1. Click onto the link Add a new item or 

the edit link if you are editing an item.  

The instructions below demonstrate an 

ñeditò. 

2. Fill in all details, keeping in mind that 

all fields marked with a red asterisk *  

are required.  

3. You may add one image per newsletter 

item (please refer to the HELP  link 

beside the BROWSE button if you are 

experiencing difficulty with images). 

4. Click Save Changes to ensure your 

item is saved. 

 

 

Figure 18 

Figure 19 
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Whatôs a Teaser ï yes, no???  

A teaser is a clip that appears on the Home page of your Society or District site 

(whichever you are editing).  It is meant to catch your attention ï for example ï below, 

notice the panel on the right, drawing attention to ñAbout our new websiteò below.  This 

is a headline that makes you want to read more (which is a link to the article). 

 

The image below (figure 28) shows a teaser currently on a society site (Aug.2004) 

 

 

 

 

Society & District web site teasers come from their newsletters. 

 

YES As a Society, if you select Teaser  ¼YES in your newsletter articles, the 

information will be on your Societyôs home (once you click Save Changes). 

 

 It is not a ñmustò that you do this.  Not everything has to be a teaser. 

 

If many items are marked as Teaser ¼YES, the teaser on the home page will 

change whenever the home page screen is refreshed. 

 

NO If you select Teaser ¼ NO, the changes will not appear on the main home page.  

They will only appear in your Newsletter area. 

 

 

Figure 20 
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iv. Events 

This feature has double impact!  When you add an event to your District or Society site, 

the event is posted automatically onto OHAôs gardenontario.org site. 

 

1. Select the month in which you would like to add your event (figure 29) 

 

 
 

 

2. Click the link to Add a new event 

3. Fill in all details 

4. Click the Add Event button to save your changes. 

 

C No need to worry about removing events.  When the date of the event passes, the 

site removes the event associated with that date.   

 

 

Note: Featured Events are selected by the Webmaster only and appear on OHAôs 

gardenontario.org calendar 

Figure 21 
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v. Join Us 

Use this area (figure 30) to invite visitors to join your society.  You could include 

membership fees and even attach your membership form. 

 

 
 

 

 

 

G Remember é  to Save Changes 

Figure 22 
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vi. Links 

There are 2 parts to Links ï an intro for the links home page as well as the various links 

themselves.  The intro. text may be something like the following:  ñThe Bolton & District 

Horticultural Society provides links here for your convenience.  We are pleased to 

recognise our local partners ï business, private and government.ò 

 

 

Figure 23 

 

The instructions for Intro  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  ï see figure 31 above 

2. Then click Add item (figure 32) 

 

 

3. All fields are required here (ensure the web address of the link is correct ï have you 

tested it to ensure it is correct, no typos?) 

4. Add a new category if those already present are not sufficient 

5. Click Add Item to save your changes 

Figure 24 
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vii. Programs 

Use this area to publish information about the various programs that your Society or 

District is involved with.  These are descriptions of your general programs, rather than 

specific time-related dates events in your calendar.  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 to Add a Program (figure 33) 

 

 

 

 

 

2. Enter the information about the program 

3. Click Add Item to save your changes 

 

Figure 25 
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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 once ï if you click YES, thatôs it.  There is no UNDO 

function. 

 

Remember, you do not have to delete Events.  By their nature of being time driven, when 

the eventôs date passes, they will automatically be removed from the web site. 

 

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

Program. 

 

To remove an item: 

1. Click onto the icon that resembles a garbage bin (see circled figure above) 

2. You will be prompted with the only warning message: 

 

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

 

G Remember é you will not be able to UNDO once you have selected YES. 

Figure 26 

Figure 27 
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Manage Events 

Add An Event to gardenontario.org Event Calendar 

This section discusses how to add events directly to the main gardenontario.org calendar.  

Just to reinforce the previous point, if you post an event on your Society or District site, it 

will automatically appear in the main OHA calendar. 

 

1. On the left panel of the OHA Extranet page, click onto OHA WebGateway 

2. Click onto Manage Events (figure 36) 

 

 

 

 

 

 

 

 

 

3. Select the month in which you want to place the event and then click Add A New 

Event (figure 37) 

 

 

4. Add the required and optional details of the event 

5. Select the Add Event button to ensure the event is posted.  There is no Publish yes/no 

here ï the posting is live and instantaneous. 

Figure 29 

Figure 28 
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Edit or Delete an Event to gardenontario.org Event Calendar 

1. On the left panel of the Extranet page, click onto OHA WebGateway 

2. Click onto Manage Events  

3. Select the event to be edited or deleted 

 

 

 

If editing, make the necessary changes & click Edit Event to save and post the changes. 

If deleting, select the respective garbage icon.  You will be presented with a final 

warning.  There is no UNDO if you make an error. 

! 
Important : 
 

You have the ability to delete any event on gardenontario.orgôs calendar.  Please 

use courtesy and respect to ensure you edit or delete only information that you 

posted.  The Webmaster, from time to time, will unpublish outdated files. 

 

Edit Delete 

Figure 30 

Figure 31 



                                                                                                         Garden Webs for Societies        

Garden Webs ï Web Data Management (Society)  Page 23 of 33 
Rev: April 2011 

Managing Your Account 
 

This section of the Extranet allows you to change your own login email & password as 

well as any other details about your Society or District account.   

 

As Society presidents and District Directors change, you would go in with your current 

login and password and change all pertinent details to reflect the incoming people. 

 

 

Change your password (or other details) 

1. On the left panel of the OHA Extranet, select OHA 

WebGateway (figure 40) 

 

2. Select Manage Users 

 

3. Select Edit your account  

 

4. Make necessary changes to your account profile 

 ̧ be careful of a password change ï they are case-sensitive.  Remember that 

password is different from PASSWORD is different from Password.  After you 

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

account, confirming the change. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. G Remember é  Save changes 

 

Figure 32 

Figure 33 
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Note: If you forget your password, click the Forgot Password link (see figure 43) on 

the login page.  You will receive a new, encrypted password sent to the email 

address of record.  You could then keep that newly issued password or change it 

to suit your needs, as directed above. 
 

 

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

 

Select Search Speakers Directory on the left panel. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Search 

The following screen will appear.  Please note that you may search the speakers directory 

EITHER by district OR by topic ï but not both simultaneously. 

 

 

Figure 36 

 

Figure 35 



                                                                                                         Garden Webs for Societies        

Garden Webs ï Web Data Management (Society)  Page 26 of 33 
Rev: April 2011 

Once you have refined your search (by district or by topic), you may see further details of 

the speaker that interests you.   

 

In figure 46 below, the example here was a search by topic ï Interests ï Photography.  . 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add A Speaker 

1. Select Search Speakers Directory 

2. Select Manage Speakers 

3. Select Add A New Speaker  

 

 

Figure 38 

 

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

G Remember é click Add to save changes. 

Figure 37 
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Extra Information About é  
This area provides some extra information about features ï cautions, advice. 

Back 

 

The BACK button in your browser allows you to move backwards to a 

previous page that you have viewed. 

 

When editing within the OHA Extranet, ensure you LOGOUT when you are finished.  

Do not assume that using the browserôs BACK button logs you out. 

 

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. 

 

 

 

 Filenames for images may only contain alpha/numeric characters ï no spaces, 

no special characters such as >@#$&*^!)(   etc.  

 Files must be in a .jpg format 

 The pixel size of the picture cannot exceed 185x220.  You may require special 

software to do this (if you have a digital camera, this kind of software 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.   

 

 

Some tips and notes about the text editor: 

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

should take if you decide to type your text in a window other than that provided on the 

gardenontario.org site (for example ï if you decide to do your typing in Microsoft Word).  

Before copying/pasting into the web siteôs text editor é  

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 one ï remove the extra one between the lines.  When you 

copy and paste your text into the webôs text editor, it will give you the 

ñpaddingò between paragraphs that you need. 

 Keep your paragraphs short ï this is basic information ï donôt ñwrite a bookò.  

Provide readers with a contact name if they want more information 

 Check your grammar and spelling (and ensure you check your Latin spellings on your 

plant materials!) 

 Do not use jargon and acronyms when writing 

 Use plain English ï this is not the place to flaunt your vocabulary 

 Keep the formatting simple ï use bold, italics and underline for emphasis 

 NEVER USE ALL CAPS ï people feel as though theyôre being shouted at when 

reading ALL CAPS 
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Permissions 

Presidents may é  

 Edit their own Society information on the gardenontario.org site as well as their own 

Society web pages 

 Search for speakers 

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

own Society web pages 

 Download & upload documents located in OHA Society Resources 

 

District Directors may é  

Do all of the above plus ...  

 Manage Society sites within their District 

 Add/edit/delete content on the gardenontario.org site including é  

¹ Links 

¹ Tips 

 Add new users to the District and Societies within their District 

 Add members 

 Download and upload documents located in OHA Society Resources 
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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 accessible with a web browser. 

 
Click the Insert Image button. (see below) 

 

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

 

Here is the outcome. 

Inserting a Table. 

Click the table icon. 
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Choose the number of rows and columns, etc. 
 

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 <>. 

 

 

Edit the HTML code. 

 

 

This is the outcome. 
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How to put a link to a PDF file of a newsletter on your web page. 

 ̧ Upload the newsletter file as a Society Resource file (.pdf or .doc) remember the file 

name. (example myhort-2010-01-januarynews.pdf) (See page 7, viii.  OHA Society 

Resources) 

 ̧ Once the file is uploaded, you can add a URL link to the newsletter file by prepending 

http://www.gardenontario.org/docs/  so you link to 

http://www.gardenontario.org/docs/myhort-2010-01-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 resize images.  http://irfanview.com/ has a free one. 

 ̧ Open your large image 

 ̧ click Image | Resize/Resample 

 

http://www.gardenontario.org/docs/
http://www.gardenontario.org/docs/myhort-2010-01-januarynews.pdf
http://irfanview.com/

