CHAMBER MEMBER TRAINING
How to Login to your website:
	Go to http://login.onlineagency.com and type in your email address and your password.


How to change User information to Login:
	Users

1. Where do I change my account password? 

-From your Dashboard, click on the "account" tab at the top of the page.
-Click on the "users" link.
-Click on your name.
-In the "password" and "verify password" fields, enter your new password. Your new password must be at least 4 characters. 
-Click the "save" button.

2. How do my users change their passwords? 

-Once they login to the application, they will click on the "account" tab at the top of the Dashboard.
-Click on the "users" link.
-Click on the user's name.
-In the "password" and "verify password" fields, enter their new password. Password must be at least 4 characters. 
-Click the "save" button.

3. How do I change the email address I login with? 

-From your Dashboard, click on the "account" tab at the top of the page.
-Click on the "users" link.
-Click on your name.
-In the "email" field, enter your new email address. 
-Click the "save" button.

-As the Admin user for your account you may also want to modify the following email addresses:
-Admin: Online Agency communication will be sent to this email address.
-Request & Quote: Quote requests from your customers will be sent to this email address.
-Contact: Customer requests for more information will be sent to this email address.
-To edit these email address: 
-From your Dashboard, click on the "account" tab at the top of the page.
-Enter your new email address in the applicable "email" fields.
-Click the "save" button.

4. How do I add, delete or change users in my account? 

-Once they login to the application, they will click on the "account" tab at the top the Dashboard.
-Click on the "users" link.
-Click the "new" button.
-Enter the information about your user.
-Click the "save" button.
-Your user will be sent an email with their login information and instructions on how to change their password.

5. What is an Admin user? 

-The Admin user for your account has complete control over the settings and content in your account. 


	

	

	

	


How to put images on your website:

	Images
1. How do I add an image to my page? 
-Images can be added anywhere you see a yellow "image" button.
-Click the yellow "image" button.
-Select one of your images Pick from one of the images that you uploaded to the site using the Image section. (Image upload is accessible from the top navigation bar by clicking on "site", then "images", then "upload").
-Select one of the images you decided to include from the Online Agency Image Library (Accessible from the top navigation bar by clicking on "site", then "images", then "library".) To learn more about the Library, follow this link: http://content.onlineagency.com/sites/dl/Image Library.htm
-Browse for an image on your local machine. NOTE: Only .GIF and .JPEG images can be uploaded, images greater than 256K in size will not be uploaded and image names should not contain spaces.
-Enter a maximum size for your image. If there is a number being displayed in the image field, this is your maximum size in pixels. To make your image smaller, reduce the width from the default and try a few sizes until you find one you're happy with. If there is no number being displayed, a good width to start with is 250.
-Enter an ALT tag that describes your image. Alt tags have traditionally been used to provide a description of images for text based browsers, visual browsers that have images turned off and to address web accessibility issues. As Search Engines can't see images either, they use alt tags to determine what content is being provided by your image.
-Click the "save" button. 
-To see your changes, click the preview page "on my site" link in the yellow tool bar on the side of the page.

2. How do I change the size of an image? 
-It is recommended that you make changes to image sizes using image-editing software like Adobe Photoshop, Cursor Art's Image Forge or Microsoft Paint. You can also resize your images using a web tool like My Imager. Click on the following link to resize your images using their web tool:
http://www.myimager.com/index.cfm 

If you don't have access to any of this type of software, you can use Levelfield to size images by following the instructions below.

-Click the yellow "image" button for the image you want to modify.
-Enter a maximum size for your image. If there is a number being displayed in the image field, this is your maximum size in pixels. To make your image smaller, reduce the width from the default and try a few sizes until you find one you're happy with. If there is no number being displayed, a good width to start with is 250.
-Click the "save" button. 
-To see your changes, click the preview page "on my site" link in the yellow tool bar on the side of the page. 

3. My image looks "blurry". How do I fix it?
-Your image is probably blurry either because the original quality is poor or the original image you're using is too small and when it is enlarged via the HTML of the page it is getting blurry.

-The original quality is poor:
-You can try to improve the quality of your image using image-editing software like Adode Photoshop, Cursor Art's Image Forge or Microsoft Paint. Once you have a new version of your image, you'll need to upload it to your site.
-From your Dashboard, click on the "site" tab at the top of the page.
-Click on "images" and then click on "upload".
-Click the "browse" button and find the new version of the image on your local machine.
-NOTE: Only .GIF and .JPEG images can be uploaded, images greater than 256K in size will not be uploaded and image names should not contain spaces. 
-Click the "upload" button.
-Go back to the editable version of the page where you're using your image and click the preview page "on my site" link in the yellow tool bar on the side of the page.

-HTML sizing of an image: 
-Click the yellow "image" button for the image you want to modify.
-Enter a maximum size for your image. If there is a number being displayed in the image field, this is your maximum size in pixels. To make your image smaller, reduce the width from the default and try a few sizes until you find one you're happy with. If there is no number being displayed, a good width to start with is 250.
-Click the "save" button. 
-To see your changes, click the preview page "on my site" link in the yellow tool bar on the side of the page.

4. How do I use images from your Image Library? 
-From your Dashboard, click on the "site" tab at the top of the page.
-Click on "images" and then click on "library".
-Use the browse or search functions at the top of the page.
-When you find an image(s) you'd like to use on your site, check the box for that image and click the "include" button.
-Included images will be available for you in any location where you can select an image name throughout the application.
-For more information on the Image Library, follow this link: http://content.onlineagency.com/sites/dl/Image Library.htm
5. What file format does my image that I'm uploading need to be in?
-Only .GIF and .JPEG images can be uploaded. 
-Images greater than 256K in size will not be uploaded. We recommend using images under 40k for faster performance.
-Image file names should not have spaces. 

6. What is an Alt Tag?
-Alt tags have traditionally been used to provide a description of images for text based browsers, visual browsers that have images turned off and to address web accessibility issues.
-As Search Engines can't see images either, they use alt tags to determine what content is being provided by your image.

7. How do I upload an image?
-Only .GIF and .JPEG images can be uploaded. 
-Images greater than 256K in size will not be uploaded. We recommend using images under 40k for faster performance.
-Image file names should not have spaces. 
-From your Dashboard, click on the "Pages of Content" link from the "Your Site" section on the Dashboard.
-Click on "upload" from the top menu links and then click on "the green upload button".
-Click the "browse" button and find the new version of the image on your local machine.
-Click the "upload" button. The image is now available for you to use anywhere you find an "image" button. 



	

	


How do I build a new page?
 
	-From your Dashboard, click on "pages of content" in the "your site" section of the page. This will take you to your editable version of your Home Page. 
-In the yellow tool bar on the side of the page, the first section is called "view". Make sure "your pages" is in bold to let you know that you're viewing your content pages, not the network content.
-The section below "view" is called "site map". Make sure the name of you home page is in bold.
-Now click the "other (under current)" link in the "new page" section of the site. 
-You have now created a new page. After you enter the content into your page, make sure to click the "release page" link under the "options" section in the yellow tool bar on the side of the page. 
-To see your changes, click the "on my site" link in the "preview page" section of the yellow tool bar on the side of the page.



How do I add or edit text (like a title, sub title, or body text) to my page?
	-From your Dashboard, click on "pages of content" in the "your site" section of the page.
-On your editable version of your Home Page, you will see the yellow tool bar on the side of the page. Click on the page name of the page where you want to add or edit text.
-Click on the yellow "title", "subtitle", or "body" buttons.
-When you're done entering your content, click the "save" button.
-If you're using HTML in the body section, make sure you check the "includes HTML tags" box before click the "save" button so the application does not ignore your HTML tags. 
-To see your changes, click the "on my site" link in the "preview page" section of the yellow tool bar on the side of the page.



How do I add links to a page?
	-From your Dashboard, click on "pages of content" in the "your site" section of the page.
-In the yellow tool bar on the side of the page, click on the name of the page to which you want to add links.
-Pages where you can add links will have a yellow "links" button somewhere on the page. 
-If you see one, click the yellow "links" button. This will launch a second browser window with the Link Box Wizard.
-Follow the directions included in the Link Box Wizard. 
-If you need additional information on the Wizard, follow this link: http://content.onlineagency.com/sites/dl/Links_Guide.htm
-To see your changes, click the "on my site" link in the "preview page" section of the yellow tool bar on the side of the page.

	


What does it mean to "release" a page?
	-Releasing a page makes it available for viewing on your site. 
-If your page is not released, it will not be visible.


What is a Quote Request?
	-Quote Requests are leads from customers asking for more information about a specific offer from your website. The customer completes a Quote Request form online on your site in order to help you manage your Agency's lead qualification process.
-All requests created through it will be emailed to any email address you specify.






