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PURPOSE & AUDIENCE 

¢Ƙƛǎ ƛǎ ŀ Ƴŀƴǳŀƭ ŦƻŎǳǎ ƻƴ ǘƘƻǎŜ ǘǊǳǎǘŜŘ ƛƴŘƛǾƛŘǳŀƭǎ ǘƘŀǘ ǿƛƭƭ ŀŘŘ ŀƴŘ ŎƘŀƴƎŜ ŎƻƴǘŜƴǘ ƻƴ IƻǇŜΩǎ ²ŜōǎƛǘŜΦ  

The hope is that this document can help you steer around common difficulties with dealing with the 

website access, edit and display options.  

 

WHAT TO DO WHEN YOU HAVE A PROBLEM 

If you are having issues updating the site please contact Dave Gorman. If it is very early or late in the day 

please just send me an email at dgorman@baxwood.com or (if urgent) 815-353.1093 (mobile). 

 

WEBSITE BASICS 

SITE LOCATION & ACCESS 

IƻǇŜΩǎ ǿŜōǎƛǘŜ ƛǎ ƭƻŎŀǘŜŘ ŀǘ http://www.hope-covenant.net (the hope-covenant.com site and the 

WeGotHope.org sites all end up here as well). All users will see the basic site but you must login to see 

secured pages and to be an editor.  To login or register you need to click on the upper right register link  

 

 

This is where You Click To 

Register or Login 

mailto:dgorman@baxwood.com
http://www.hope-covenant.net/
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OUR WEBSITE IS A PORTAL ς WHY IS THAT IMPORTANT? 

Our website allows users to automaticalƭȅ ǊŜƎƛǎǘŜǊ ŀƴŘ ƭƻƎƛƴ ǿƛǘƘ ǎŜŎǳǊƛǘȅ ǊƻƭŜǎ ŀƴŘ ƘŀǾŜ ΨǘŀƛƭƻǊŜŘΩ access 

to what they can view and change. What that means is that to be an editor you need to register on the 

site and be granted access to the site (by the site admin) to be an editor.  There is a general editor role but 

we can create roles that limit access to specific pages if needed.  Please note this security is present in 

everything. For example, if you do not login the site is not aware of who you are and cannot give you 

needed access to change the site. That may seem like a simple idea but I have gotten calls on that. 

 

WEBSITE PAGES AND MODULES 

¢Ƙƛǎ ǎƛǘŜ ƛǎ ǳǎƛƴƎ ŀ ǘŜŎƘƴƻƭƻƎȅ ŎŀƭƭŜŘ 5ƻǘ bŜǘ bǳƪŜ ǿƘƛŎƘ ƛǎ ŀ ŦǊŜŜ ǇƻǊǘŀƭ ǳǎƛƴƎ aƛŎǊƻǎƻŦǘΩǎ ŘŀǘŀōŀǎŜ ό{v[ 

Server).  Since this is a free piece of software we get what we get Ψwarts and allΩ & deal with the 

limitations.  

HOW CONTENT IS ADDED TO THE SITE 

¢ƘŜ ǎƛǘŜ ƻŦŦŜǊǎ ΨƳƻŘǳƭŜǎΩ ǘƘŀǘ ŀǊŜ ŀŘŘŜŘ ǘƻ ŀ ǇŀƎŜ ƛƴ ǇǊŜ-selected areas.  

The usual pattern is as follows: 

1. Login in to the site 

2. Select page you want to edit using the normal navigation 

3. Select the module from the top options 

4. Select the where you are putting the module on the page (window ΨǇŀƴŜΩύ 

5. Once the module installs you need to click on the inverted triangle 

PAGE EDITS 

You can only edit pages if you are an editor.  Once you login all the pages have a header to them and you 

will see the marked areas όΨǇŀƴŜǎΩύ for each module.   
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Once the module installs you need to click on the inverted triangle to edit the module. 

 

 

MODULE BASICS 

There are a lot of differing options that vary with the type of module. The more common options are to 

edit the text or main control (i.e.  tŜƴŎƛƭ hǇǘƛƻƴ ά9Řƛǘ ¢ŜȄǘέύ ŀƴŘ ŀ ǎŜǘǘƛƴƎǎ ƻǇǘƛƻƴ  that controls 

how the module is viewed.  Most of the time you concerned with whatever the pencil icon offers.   

This where you select your 

ƳƻŘǳƭŜΣ ǘƛǘƭŜ ϧ ΨǇŀƴŜΩ 

This inverted triangle is used to 

access the edit options 
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MAIN MODULE TYPES 

There are a lot of core modules and tons of third party ones we can install. Since that covers a lot I am 

focusing a handful of the main ones.  The list of modules are available via the dropdown at the top of the 

page labeled Module:  

 

Options on installing module and what they mean: 

Module: Select desired module type 
Title: Labels the container that holds the module 
Visibility: leave alone ς it is a security setting 
Pane: /ƘƻƻǎŜ ǿƘƛŎƘ ŀǊŜŀ ΨǇŀƴŜΩ ǿƘŜǊŜ ȅƻu want to module loaded 
Insert: If there are more than one module in the pane do you want this module to be on top or bottom in 
the pane? 
Align: This aligns the text left or centers (does not always work as expected) 

MAIN MODULE LIST 

 Text/Html Allows you to put free form and edited text in a pane. This is by far the most  

  useful module but there are a lot of options within the built-in editor. 

 Documents Allows you to upload and link documents, website links 

 Events  Event Calendar  

 Feedback Simple form email control 

 

TEXT / HTML MODULE 

This module is used to simple text or formatted HTML code in the page. There is an editor provided when 

you select edit text that allows you to format the text. This editor puts in the needed HTML code in for 

you. I have found that whatever you choose to do you need to check to see how well it turns out after it is 

saved.   In general the process is as follows: 

1. Select Edit Text by clicking on the arrow  

2. Type in your text or you can cut & paste text from a Word doc.  

3. If you aŘŘŜŘ ²ƻǊŘ ǘŜȄǘ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŎƭŜŀƴ ƛǘ ǳǇ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ  on the tool bar. 

4. You can highlight/select text and change color , font and size. 
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Here is a sample edit session: 

 

5. **  Important ** When you are done you need scroll down the page and select Update from 

the three links at the bottom Update  Cancel  Preview  This will write or save your changes to the 
database that controls the content on the website. 

Some notes: This editor is rough so you have to play with it to get what you want. If you get stuck hit that 

Word clean button which will (generally) reset you. You can also cancel and re-try or Update (save) 
and give me a call or email. I can probably clean up your issue if you just let me know what page you were 
on and what you want.  

 

DOCUMENTS MODULE 

This module allows you to upload and link in resources like a Word doc, PDF or some external resource 

like a website. It is pretty straightforward - click on the  Add New Document link and you will see the 

following screen: 

This button cleans 

Word doc input 

javascript:__doPostBack('dnn$ctr606$EditHTML$cmdPreview','')
javascript:__doPostBack('dnn$ctr786$dnnACTIONBUTTON1$ico0','')
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You enter in your Title, Description (ignore category for now) to label your resource. 

In the Link section click on Upload New File to select a local file to upload. Once that is copied up you can 

make sure it is selected in the dropdown labeled File Name: (leave File Location at Root).  You can also 

select a file previously uploaded via this dropdown which lists all files available to be linked. Take the 

defaults on the rest and click on Update to save. 

 

EVENTS (CALENDAR) MODULE 

This is a module with a lot of features and has some quirks.  There are two main ways this module is 

displayed (1) Calendar & (2) Events List which lists the coming events based on current date.  This module 

also has the ability to read other event modules on the site and present a common calendar.  If you need 

this added to a page contact Dave Gorman so he can set it up for you. Once setup you can use the 

instructions below to add events. 

  


