ABOUT PAGE / HELP PAGE

The About and Help pages included with your area template are created using a flexible page manager tool. This feature can be used to create pages that hold important information that does not fit neatly into any of the other areas of your site. You have the option of creating pages with either of the following two features:

1. A single, flat HTML page that you can edit using the ActivEdit HTML Editor. 

OR
2. A landing page with links on it that take the user to other sub-pages.  Both the landing and subpages are edited using the ActivEdit HTML Editor.

Here are two screen shots that demonstrate each scenario. 

A. In the example below, from probono.net/dc, this feature was used to create a single “Government Attorneys” page that has been integrated into the site Navigation Menu.
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In the second screen shot, the About page is used as a landing page with a series of links and captions. Each link leads to a subpage with the full information. 
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Here are some examples of what you may want on your flexible content pages:

· information about your site and its mission

· list of board of directors and staff

· who your site’s host organizations are

· terms and conditions of use for the site

· contact information for the site

· content descriptions for each tool: library, calendar, new cases, news

· news stories related to your site’s content

· what users can do if they forget their password

· how to use the search feature on the site

· how members may use any other site feature or tool: library, calendar, new cases, news.

· how members may post content to the site

· other related and relevant sites: links and/or descriptions

· other resources for members

· rename the About or Help page and post whatever information fits

NOTE:  If you are interested in using this feature to add other pages to your site, in addition to About and Help, please contact support@lawhelp.org

How to Post Information onto Your About and Help Pages

NOTE: About and Help page content does not get marked with a status, such as Approved or Awaiting Approval. Once you click Submit, it goes straight to your live site. Content will display with Edit [image: image3.png]


 and Delete [image: image4.png]


 buttons next to it, which allow you to modify or delete the content. Up | Down links allow you to change the order of sub-pages.
First, make sure you are in Edit mode – you should see the Browse site option in your left navigation bar as well as the little “Add” [image: image5.png]
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 buttons next to and below the About/Help page title.

Flat Page  To add one piece of content in a flat HTML file (like the Government Attorneys page example above), follow these steps:

1. Click the Edit [image: image7.png]


 button next to Page Title and enter a title for the page. Whatever you enter will also be the label for this tool in your left hand navigation. The character limit is 100.
2. Click Save

3. Click the Edit [image: image8.png]


 button below the page title. A page with an ActivEdit box will open. Enter or paste text here. Format this text as necessary using the ActivEdit tool bar menu. For example, add bold or italics, insert hyperlinks, or bullet lists. 

· TIP: Click the help icon [image: image9.png]


to read what the tool bar functions do, or see Appendix C for tips on getting the best results from ActivEdit.
Landing page with Subpages  To add link titles and captions that take the user to other pages with the full information, click on the “Add” button [image: image10.png]


 and fill in the fields according to the directions below.
Title Enter a title for the content, such as “Statement of Mission” or “Terms and Conditions of Use.” This will display in bold lettering on the landing  page as a linked title that the site visitor clicks to get to a more detailed description of the item.

Description   Enter a short, descriptive blurb for the item. This will also appear on the initial About/Help page underneath the title. It should be brief so members may read it and decide whether or not they want to click the title above it for more information.

· TIP:  If you’re adding more than one About/Help page item, we recommend that you insert two carriage returns under the last line of this text. This allows for enough white space above the next item you enter so that the viewer can clearly and quickly discern that it is separate.
Reformat this Description text as necessary using the ActivEdit tool bar menu. For example, add bold or italics, insert hyperlinks, or bullet lists. 

· TIP: Click the help icon [image: image11.png]


to read what the tool bar functions do, or see Appendix C for tips on getting the best results from ActivEdit.
Body  Enter the main body of whatever information you wish to convey here. 

Reformat your text as necessary using the ActivEdit tool bar menu. For example, add bold or italics, insert hyperlinks, or bullet lists.

· TIP: We strongly recommend the following formatting step for the Body: right-indent the entire block of text and insert two carriage returns before its first letter. This prevents the text from displaying on its new page with no margins; instead, it is nicely spaced away from the left navigation bar of your page and it begins a few lines down from the top banner photos.  To do this, first highlight the entire block of text. Then click the right indent [image: image12.png]


 button in the tool bar and hit Enter on your keyboard to format. 
Click Save to post the item.  This will automatically return you to the About/Help page, where you can check that your item has been posted.  

· TIP:  You have the option of including flexible content pages in your site navigation or suppressing the title in the navigation and linking to them from elsewhere on the site. With the example of the Government Attorneys page above, you could leave the Title field blank, enter full information into the body and click Save. Then on another page, such as Help, you could insert a hyperlink to the Government Attorneys page in the subpage ActivEdit box or the flat HTML page ActiveEdit box.
Moving an About/Help Page Item up or down

After you post content to your About/Help page, you’ll see Up | Down links next to it. These allow you to change the order of content. Clicking Up next to an item moves it above the item above it. Clicking Down moves it below the item under it.

Updating or Deleting an About/Help Page Item

To make changes to existing About/Help page content, first click on the [image: image13.png]


 button next to the item you wish to modify. The same screen you used to create the content will appear with the fields described above already filled in.

· Update:  Make the desired changes to the text in any of the fields, and click the “Save” button at the bottom of the screen to post to the live site.
When deleting About/Help page content, first be sure you want to do so: the probono.net system does not double check with you beforehand, but deletes the item immediately for good. It is not retrievable afterward. 

· Delete:  Click on the Delete [image: image14.png]


 button next to the item.
PAGE  
4
12/10/2004

