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Bellarmine University

Creating a Faculty Website

with Contribute 3
2005-06
A basic website will be offered to each full time faculty member to individually develop and maintain.  Training and support will be provided by Information Services as needed.  Faculty members are encouraged to publish to these sites.  Unlike Department websites, content on faculty websites may be published directly to the web without verification by the Marketing Department.  However, faculty members are reminded that each website is a representation of the faculty member, the department, and the University. 

.  
The C3 Environment
Everything happens in one window in which you’ll find a  

· menu bar

· 2 tool bars

· Browser toolbar (back, forward, stop, refresh, create connection, etc.)

· Text Editing toolbar (font styles, alignment, numbering, bullets, indent)
· side bar 

· pages panel (lets you switch between browser and pages you’ve created)

· “How Do I?” panel provides instructions

· document window (This is the area you’ll use to browse pages you want to edit and then to actually edit them).

Four Basic Steps 
There are four main steps to using Contribute 3 software  


Connect > Browse > Edit > Publish.     

Step One - Connect
On your desktop, click on the purple Contribute 3 icon.  Select the website from the list displayed to connect.  
Step Two - Browse
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Just like browsing a website on the web, browse your website until you see the specific page you would like to edit.  Click on the 

Edit Page button near the top of the screen.

Notes:    _______________________________________________________________
_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Step 3 – Editing (Text, Images, New Pages, and Links) 

Adding Text to a webpage

· There are frames on each page that will hold content.  Select the frame you want.

· Type or paste your text in the frame.

Tips for Editing Text
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The editing features in C3 are similar to editing features you are familiar with in Word and PowerPoint.  The first step to take when you want to edit text is to select it.  A text editing toolbar will appear.  The text editing toolbar allows you to control text style, alignment, numbering, bullets, and indents.  (If you are editing a personal web site, the text editing toolbar may be expanded to include such features as bold, italics, font size, font color, etc..)   
    Select all

    Edit >  Select all (or Control + A)

    Copy

    Highlight text, then Edit > Copy  or  Control C.

    Cut


    Highlight text, then Edit > Cut  or  Control X

    Paste

    Edit > Paste  or  Control V

    Undo

    Edit > Undo will reverse your last command.   

    Font type, size, color   Highlight desired text, open style list, make selection

    Text alignment
    Highlight text, choose icon for left, center, right or justify.
    Number list

    Highlight text, choose numbering icon on the toolbar
    Bulleted list

    Highlight text, choose bullets icon on the toolbar.  
    Indent

    Position cursor, use toolbar increase indent or decrease indent icon 
    Spell Check

    Format > Check spelling 

Notes:  ________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Adding Images to a Webpage

· There are frames on each page that will hold content.  Select the frame you want.

· Within the frame, place the insertion point where you want to insert the image.

· Insert > Image > from my computer

· Navigate to your images, make your selection, click OK or Select.

· NOTE:  You can use jpeg, gif, or png graphic formats.
· You will be asked to add an image description. The image description is used by tools that read web pages to people with visual disabilities.
Two Tips for Editing Images.  

Tip #1:  When you want to edit an image, first select it.  A toolbar appears that looks like this:
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In order from left to right, these icons are Resize, Rotate counter clockwise, Rotate  clockwise, Crop, Sharpen, Brightness control, Width, Height, Align left, Center, Align Right, Justify, and Image Properties.  Use these icons to edit the selected image.  
Tip #2:   If you want to insert a photo with caption, follow these steps.

a)  Insert a table.  Define the table as one column and two rows.

b)  Insert picture in the top row of the table.

c)  Type caption in the lower row of the table.
Notes:  ________________________________________________________________
_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Adding new pages and links 
Link to an outside website

1.  While editing a page, highlight the words you wish to use for the link.  

2.  Click on Link  > Browse to website.  Type the web address of the site.  Click OK.  

Link to a document   (For example, a syllabus or CV).

1.  While editing a page, highlight the words you wish to use for the link.  

2.  Click on Link > File on my computer.  Browse to the file and click OK
Add a New Page:  Most of the time you’ll create a new page based on a template that will help you get the job done more quickly.  The steps below will create a new page and link to it at the same time.

1.  Connect to your website, browse to the page you want, and click on edit page.

2.  Determine the words you want to use for the link.  Highlight the word or phrase.  As illustrated below, click on Link > Create new page .
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3.  In the New page window, select either the template or blank page. 

4.  Contribute 3 will prompt you to name your new page.  Now you can place text and graphics on the page.  

Note:  You cannot make a copy of a draft page. And you 

            cannot copy a page from one website to another.

Deleting a web page:

1.  If the page has never been published, touch cancel after editing.

2.  If the page has been published, delete the link to the page.
Step 4 – Publish 
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When you are finished editing, click on either Save for Later, Cancel, or Publish. 

· If you select Save for Later, the draft copy of your current work will be saved.  You will have the ability to browse to the draft copy.   

· Cancel does not save your editing changes. 

· If you select Publish, you will be able to view your editing changes on the actual website right away.   

Notes: ________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

For support with Contribute 3, contact Debi Griffin, Faculty Development Center, 452-8089.

