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1.  Accessing tempEDIT

All web pages in the CNYRIC site are edited using a template system called tempEDIT.  To access tempEDIT, click on the binoculars icon next to the search box found near the top right of any webpage.
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Enter your Username and Password
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2.  Using tempEDIT
Use tempEDIT to modify your webpage by using the various features on the editing toolbar.  Similar to working on a MS Word document, the content of your webpage appears in the large white box and can be edited by adding text, images, and special formatting.  

To start, select a webpage to modify in the drop down box labeled “Modify” at the top of the editor.  If you page is new and has not been edited before, it will look like the content found in the picture on the next page.

Make sure to Save Changes before navigating away from your page, and before uploading files or using any of the other tabs in tempEDIT.  

To view your page, save changes first, then click on the “View My Page” link at the bottom of tempEDIT.
Screenshot of tempEDIT & Features
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3.  Fonts, Layout & Format

Use the following sample webpage as a guide to formatting your webpage:
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Training    |    Good Examples     |     FAQ and Help     |     To OCM Blackboard Site 

E-Learning Connect


The header above is medium size arial font in dark blue/green color and should be used for all header/title text, with a horizontal line underneath.  The navigation bar above is verdana font, xx-small size, and separated by five spaces then a vertical break bar and another five spaces.

Sub Title Here
Use Arial, black, x-small size in bold for all subtitle headers.  No space between subtitle and text. Use Arial font, x-small size, in black for all main text.  Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the industry's standard dummy text ever since the 1500s, when an unknown printer took a galley of type and scrambled it to make a type specimen book. 


Video Conferencing in the Classroom


	[image: image1.jpg]



	     
	Insert a table to manage the layout of your pictures and text better.  Use one column for a picture, one for your text, and one in the middle for a space or "padding" between the two (three columns total).  In the table properties, set the border, spacing, and padding all to 0, and set your width to 100 "percent" not pixels.  
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4.  Working with Tables, Rows, & Cells

Insert a table to manage the layout of your pictures and text better, or for any other times when you need special formatting.  See the tempEDIT screenshot to find the Insert Table icon.  

As in the example on the previous page, you could use a 3-column layout: one column for a picture, one for your text, and one in the middle for a space or "padding" between the two (put spaces in the middle cell to create the spacing you desire).  Set the border, spacing, and padding all to 0, and set your width to 100 "percent" not pixels. 
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To open the properties box for a Table, Row, or Cell, you can always just right click on a row or cell and make the appropriate selection from the box that appears.

5.  Managing Images and Files

To insert images or files into your webpage, you must first upload them.  Do this by clicking on the “Manage Files” link on the bottom of tempEDIT.  You’ll then need to click on the “Upload a New File” link from the options that appear.  Next, click the browse button to select your image or file

Leave the “Name of link to this file” box blank.  Click the Upload button, and then click the “Back to tempEDIT” link.  

Now you are ready to place your images or files into your webpage.  To do this, click on the “Drag & Drop Pics/Files” link near the bottom of tempEDIT.  A window pops up showing all of the images and files that you have uploaded for your webpage.

Simply drag an image and drop it into your tempEDIT workspace to place it on your webpage.  For electronic files, highlight the text of the file and drag into your workspace the same way.  You can always change the text once it is in the editor.  Example, you could change the “leaseprocedures.pdf” text to say, “Click Here for Lease Procedures.”  To preserve the hyperlink, you need to insert your cursor in the middle of the text string and edit/delete text from there.
6.  Adding & Modifying Pages from the Admin Page

To add a new webpage, click on the “Admin Page” link located near the top of tempEDIT.  

Click “Add a New Page” or “Select a Page to Modify” as appropriate.


Give your new page a name, leave the homepage at default, and only select the “Hide this Page” box if you don’t want a link for this page to appear.  You’ll then need to put the page into a group by selecting one of the radio buttons (most users will only have a few options).  Webpages within a particular group will all have the same links on the left hand side and are accessible only to users who have permission for that group.  Click “Add this Page” when you are done, and you can now edit your page in tempEDIT.
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