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Editing Pages
Calendar

Homepage Agenda
e The agenda listed on the homepage only shows two calendars (Town, Website_Events)
e Updated from Google Calendar

Calendar of Events Page
e The Calendar of Events page shows all four calendars

(Parks Department, Recycling, Town, Latestiews
Website Eve ntS) Spring Leaf & Branch Pick-Up
- Posted On: 2015-03-19 :
e Updated from Google Calendar i
extend the Town wide leaf pick-up program
begining on Monday. April 13th thru Friday.
April 17th. ..
Latest News e
Main Website Water Main Flushing
Posted On: 2015-03-19
[ ] Home page The Town of Lowell's Water Department
. will begin its spring water main flushing during
o Shows the latest three articles the late night hours from April. .
. Read More
o Shows first 150 characters
. . . 2015 Recycle Calendar
o Button to view entire article Pl om0 51
. I I . I Click here to download the 2015 Trash &
o Button to view all articles R e oo =
Read More

e Latest News List e

o Shows five articles per page
o Shows first 150 characters, no images will show in the preview
o Button to view entire article
o Button to go to next and previous page
e Latest News Individual
o Shows the full article with all formatting.
o View all news link at bottom of page that goes to the Latest News List
e Admin pages
o Green button to add a new article
= Title is required
= Date is automatically applied to today, however any date can be selected
=  Body of article can use any formatting or images that you would like.
= Add button
o Yellow Edit button to change existing article
= Title is required but can be changed.
= Date is set to existing date, can be changed
= Body is set to existing information, can be changed
=  Update button
o Red Delete button
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=  Removes the news article from the website

LatestNews Edit

[Spring Leaf & Branch Pick-Up | Edit
[Water Main Flushing | Edit
[2015 Recycle Calendar | Edit
[Application | Edit
|Stormwater Utility fee ” Edit
|Comprenhensive Plan for Lowell “ Edit

| Add News

Individual Departments
e Latest News List
o Shows ten articles per page
o Shows first 150 characters, no images will show in the preview
o Button to view entire article
o Button to go to next and previous page
o Latest News Individual
o Shows the full article with all formatting.
o View all news link at bottom of page that goes to the Latest News List

e Admin pages

o Thisis accessed from the specific department page

o Green button to add a new article
= Title is required
= Date is automatically applied to today, however any date can be selected
= Body of article can use any formatting or images that you would like.
= Add button

o Yellow Edit button to change existing article
= Title is required but can be changed.
= Date is set to existing date, can be changed
= Body is set to existing information, can be changed
= Update button

o Red Delete button
= Removes the news article from the website
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Boards/Commissions/Departments

Add

Alerts I

Boards &

Town Hall] Commissions

Americans With

Departments | Disabilities Act

Town Court

Clerk Treasurer

Annual Licenses

FileManager | Town Council

Help Section

>

~ f§ FileManager

ks

Remove
e At the bottom of each department admin page is a delete function.
o This removes all data associated with that department. All folders, pages and

links will be erased.

Navigation

As new pages and links are added this navigation will change automatically

At the bottom of navigation drop downs for

Departments, Boards & Commissions and Town Hall there is a
spot to Add a New items

The new section will ask for a name of the Department
Once submitted it will take you to the About page for

editing. Once completed this new department will function

like any other.

When the line cannot fit the full link it will drop down to the next line

Minutes and Agendas

Optional section

folders

Pulls folders and files from the M&A

Optionally a work session can be added.
Can be added through the admin pages
by clicking on the ‘Add Minutes &
Agendas’ link.

Adding the optional work session by

Town Council
Minutes & Agendas

About | Code of Ordinances | Council Members | Minutes&Agendas

2015
clicking the yellow ‘Add Work Sessions’
2014
button
Add Minutes & Agenda Link
O

Minutes Agendas Work

Sessions
20158 2015

e Remove optional work session by clicking the red ‘Remove Work Sessions’ button
e Remove Minutes and Agendas by clicking the red delete option (note: this does not delete
things in the folders, just removes the page to access them.)

Minutes&Agendas
-Work Sessions Enabled

. -

Minutes and Agendas row.
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Select if it is a Minute, Agenda or Work Session (folder)

Select the Year, or create one if it does not exist

Upload files into the website by dragging the file into the white box

You may also click on the floppy disk and plus sign to get an upload dialog box.
Town Counci[ o Delete M&A by right

FileManager Back clicking and clicking delete
B or selecting the documents

and hitting delete.

O O O O

=]
b

-

’ Agenda

|

g ]

» inut i i
Minutes Agenda Minutes WorkSessions

4 WorkSessions

e Any page with Minutes and Agendas enabled will be added to the M&A page that is linked
from the homepage.

Documents
e List documents within the documents folder of the board/commission/department
p
e They are listed alphabeticall
Y P v MS4 Stormwater
e Adding the document page is done by Sz
% }
CIICkIng the green ‘Add Documents About | Documents | FAQ | Minimum Control Measures | Minutes&Agendas
Linkl button Public Education
° RemOVing the document page is done Application Site Plan Review Form xls
by clicking the red ‘delete’ button Construction Site Erosion and Sediment Evaluation 102109 pdf
(note: dEIEting the page does not Declaration of Responsibility for Small Lots doc

remove the documents in the folder, only the link to the page)
e Adding documents to the website can be accomplished by clicking the yellow ‘Edit’ button in
the Documents row.
o Documents can then be dragged into the white box.
o You may also click on the floppy disk and plus sign to get an upload dialog box.
o Delete documents by right clicking and clicking delete or selecting the documents
and hitting delete.
e Any department with a document page is added to the list of pages from the homepage
e Pages
e About is the default page (Cannot be deleted, however, it can be edited)
e Other pages can be added as needed by clicking the green ‘Add New Page’ Button
o Create Title
o Create Content (Formatting and images are allowed)
e Edit page by clicking on the yellow ‘Edit’ button.
o Change Title (except About page)
o Change Content
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Alerts

Delete pages by clicking the red ‘Delete’ button in the page row. This removes the page and
content
Links
Links can be used to go directly to other websites or documents
There is no page created for them
When creating a link you need two things:
o Title — used for navigation
o Address — Where the link should go to
Add by clicking on ‘Add New Link’
Remove by clicking ‘delete’ in the link row
Delete Board/Commission/Department
Click the red ‘Delete Department’ to remove all data and pages about a specific department.
(note: this will remove all documents, minutes, agendas and work sessions as well as all
pages and links)
Add Board/Commission/Department
There are three different pages that a new Board/Commission/Department can be added
to.
Click the add option at the bottom of the navigation dropdown and name the department
Create the About page

Notice (Yellow)

When enabled from the admin pages a yellow banner shows at the top of every page
Text can be as short or as long as needed.

If the text is short it will be stationary

If the text is long it will scroll across the screen

Warning (Red)

When enabled from the admin pages a red banner shows at the top of every page
Text can be as short or as long as needed.

o If the text is short it will be stationary

o Ifthe textis long it will scroll across the screen

ANDREW HOCHMUTH 6



Removing alert
e From the admin page click on ‘Remove Alert’ to disable any alert that is currently running.

FileManager
FileManager
bl 4|H @ s x
i olala
v f§ FileManager P —— —
» departments | |
Flash departments Flash Images
’ Images
Media —“—I lﬁl}
‘ Media HelpInformation....
FileManager items: 5, size: 203 KB,
Images

e From the images folder you can upload and delete existing images on the website
e Anyimage uploaded and used on a page is placed in this folder

TopBanner folder

o Place image that you would like to be on the top banner

o There needs to be at least one image in this folder. If there are more than one the
website will randomly select one from the folder to show on each of the pages.

o Images are shown at 900 x 150px. If they are not that size, they will be stretched to
fit that size

Homepage_Slideshow

o Place images you would like to have cycling on the homepage

o There needs to be at least one image in this folder. If there are more than one the
website will randomly select one from the folder as the starting image and then
cycle through the rest on a rotation

o Images are shown at 425 x 300px. If they are not that size, they will be stretched to
fit that size.

Backgrounds
e Place image in this folder that you would like as the background.
o bg_image_inner.jpg is the thinner background that is under just the content.
= This image needs to be in jpg format
= This image needs to be 900px wide. Any height is fine
= This image will repeat down the page but not left to right
= |f there is no image the background will be nothing and show the image or color

underneath
1
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o bg_image_outer.jpg is the larger background behind everything.
= This can be any size.
= Must bein jpg format
= Repeats from left to right filling the whole screen. Does not repeat down.
= [f this is not available it will just show the white background color.

Departments

e  From within the departments’ folders you can add and remove images, documents or
minutes&agendas. This folder is linked with the department and is deleted if the
department is deleted.

Flash
e If you have any flash media to add to the website, it can be added in this folder.

Media
e Assorted media files can go in this folder. This is a catch all folder.

File Too Large To Upload
e FileManager has a limit on the size that it can upload. Occassionally larger PDF files will not
work. If this occurs you can try uploading the same file through the edit page program.

Process:

| update |

Annexation Committee

2015 Annexation Proposal
Back

Title: 2015 Annexation Proposal

Lowell Annexation Committee Recommendation - Option 6

Under review by Lowell Town Council as of 4/13/15
Click here to download

Start By going to any page and open it for editing

pack
Title: |2015 Annexation Proposal
= Format ~ | Size - [i=)
B 1w oam|x 2 [iE 2| = %%EE\ I @ E = Source
Lowell Annexation Committee Recommendation - Option 6 Insert/Edit Link

Under review by Lowell Town Council as of 4/13/15
Click here to download

Click on the Insert/Edit Link button
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: Link X
Link Info | Target | Upload = Advanced

¢ Link Type
]
Protocol  URL

Thitp v || l

Browse Server

Select the Browse Server button

9 lowell.net/admin/fckeditor/editor/filemanager/browser/default/browser.html?Connector=http%3A%2F%2

Resource Type
| File v |

1 Aboutlowsll

3 Americans\WithDisabilitiesAct
1 AnnexationCommittes

1 Annuallicenses

7 BuildinaDept

(1 Bza

7 clerkireasurer

[C1 EccnomicDevelopment

3 EreedemPark

[C] HistoricBoard

3] MS4Stormwater

1 Newsletters

77 ParksMent

Navigate to the folder you want to upload the file to.
5| Lowell Eneray Lomphiance Lerticate.pat

T Lowell Zoning(11x17) 01292014 pdf

) Plumbing Contractor Affidavit pdf
) Specialty Contractor Afidavit pdf

Upload a new file in this felder
[ Create New Folder | Ho fie chosen

At the bottom of the page, select Choose File. This will open a
to select a file from the computer.
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®© + 4 B Desktop v ¢ | SearchDesktop o
Organize »  New folder B O @
. - | . ~
45 Favarites l k/ Windows XP SPO
18 Downloads
B Deskiop 2-23 UnsafeBuilding agenda.pdf
o gy | Adobe Acrobat Document
"5l Recent places s ke
2-23 UnsafeBuilding minutes.pdf
< Deskiop Adobe Acrobat Document
4 ¢& OneDrive 87.7KB

11 Documents 2014 CCR.pdf

& | Homework Adabe Acrobat Document

b 40 Lowellnet o
1 Music April 2015 Annesation
Recommendation.pdf
> i POF Adobe Acrobat Document
& 1 Pictures
ITS472Association.zip
» #d Homegroup i Archive
» B Andrew Hochmi v 962 KB v
File nome: | April 2015 Annexation R onpf v| | AllFiles vl

Select your file and hit open.

Upload a new file in this folder
April 2015 Annexation Recommendation. pdf

Now click on upload on the far right of the window.

Choose File | &pril

= U?Inad a new file in
Upleading (27%)...

e

The file will start uploading.

[C1 .guarantine

(1 .tmb
'@ April 2015 Annexation Becommendation. pdf

¥ Building Permit Application.pdf
Once it is completed the file will show in the folder that is currently open. At this point the file is

uploaded and you can close out of the window. The file is now on the webserver. You can link to
this folder as needed. If the file was uploaded into the documents folder for a department, it will
show in the list of other documents.
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Website Pages

Home page

Town Hall
1 7794

Monday - Friday 8am - 4
501 East lXam S"?raéyet meuﬁg]'

Town Hall »

Town Court D

ocument
Events E’“", _enter

Contact Us Mir utes‘
P Agemg
|zf Online
Payments

LatestNews UpcomingEvents

Top banner image is replaceable. Middle image is replaceable. Calendar button goes to Events page.
Document Center goes to Document Page. Minutes & Agendas button goes to Minutes & Agendas page.
Online Payments goes to the InvoiceCloud Webpage.
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Home

Departments

Town Hall » ;
MS4 Stormwater

Departments » Water Depariment
Recycling Depariment

Ao codn Annual Licenses
e Americans With Disabilities Act
Clerk Treasurer
SO L Parks Department

Building Department

Town of Lowell 2015
Home | LatestNews | Contact Us | Calendar
Documents | Mmutes & Agendas

All departments that have the documents link will be added to this list. When a department is selected it
will go to the documents page of that department.
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Minutes & Agendas List

i 1)

Home

Minutes& Agendas

Town Hall » ;
MS4 Stormwater

Departments » Town Council
Board of Zoning Appeals

Joa Coudt Freedom Park
Events Historic Preservation
Plan Commiission
Goniagtus Police Commission

Redevelopment Commission
Unsafe Building Authority
Annexation Committee

When departments have a Minutes and Agendas section they will be added to this list. When a
department is selected it will go to that department page.
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Home
Town Hall »
Departments »
Town Court

Events

Contact Us

MS4 Stormwater
About

About | Documents | FAQ | Minimum Control Measures | Minutes&Agendas
Public Education

Illicit Discharge Detection & Elimination

lllicit discharges are generally any discharge into a storm drain system that is not composed of
entirely of storm water. lllicit discharges are a problem because storm water water generally flows to
waterways without any additional treatment. lllegal discharges are defined in the City of Hobart
municipal code (Chapter 152) as anything that causes or contributes to pollution.

As subpages are added to the department section, links are added to the Navigation bar across the top.
These items can be links to other websites, files, or pages (all created within the admin pages). The
About page is the home page for each department and cannot be removed, only edited.
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Admin Pages

Department Pages

Town Court

-Page
~ |lIndiana DNR -Page
|]nﬁactinﬂs -Page

All department pages look like this. They have buttons for adding new content and removing content.

Updated: May 7, 2015
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