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Page Content Tab - Basic EdiƟng
 Copy and paste from another applicaƟon
 Heading Tags
 Styles
(refer to figure 7)

The second tab across when you are ediƟng a page is the Page Content Tab, this is where you control the layout and
style of the page displayed on the website. We are going to show you which areas of the editor are important for
consistency throughout your website.
A. The Page Content tab - click on this to get to the content of your website page
B. This is the “Paste as Plain Text” buƩon. This must be used when you are copying and pasƟng any copy from

another applicaƟon. This is especially required when copying from a Word or Email document. It strips out any
unnecessary code in the background enabling it to be seen correctly via the internet.

C.

D.

Font Family and Font Size - Avoid use of these two drop down opƟons. They are recognised by code as being

specific to the word / paragraph that you alter on that page only. Thus if you change a colour scheme of your
website at a later date you will need to manually alter every page that you have used these drop downs on.
However, if you have a once only style that you wish to create, feel free to use these opƟons.

Styles - Use instead of the Font Family and Font Size - if you have a style that you wish to apply throughout your
site, please be in touch with your developer to create the style to your specificaƟon, then highlight the word /
phrase and select the Styles drop down to apply that style.
o ADVANTAGE/ If at a later date you wish alter anything that has that style applied to it your developer can update
your enƟre site with code easily.

E.

Heading Tags - Heading tags are very necessary. They idenƟfy what is important in your page to search
engines. They also create consistency in your website. The style of your Headings will be predefined by you
to the developer at the concepƟon of your website. Place your cursor anywhere in the paragraph, select the
“Paragraph” drop down box and select the Heading type you wish.
o NB/ The Heading drop down box is applied to an enƟre PARAGRAPH.
o NB/ Use Styles for a word or phrase within a sentence.

F.

Links - The style of these are defined by your developer. You can specify to them the look of each one. CreaƟng
Links is covered later in this manual.

G.

OK / APPLY / CANCEL - We recommend that you Apply your Page Content as you go along, this is like a save
funcƟonality which will stop you losing work if you have a power surge or loose you internet connecƟon.
o NB/ you need to have applied your changes before you see them on your website in draŌ view.

Preview Website in DraŌ View
(refer to figure 8)

To see the changes that you have made to your page, click on the “Go To Website” (figure 2, A).

A. In the top leŌ hand corner you will see a ‘ADMIN’ buƩon. Click on this buƩon to get the drop down menu and

select the DraŌ View is OFF to turn it onto draŌ view and see changes you are making as you go along.

B. The menu navigaƟon is exactly the same order and type as you see in your administraƟon tree. i.e. in this instance

we have used capital leƩers for “NEW FOLDER & PAGE ADDED”

C. This is your content as you have entered it in the Page Content tab of your administrator. It may not always look

exactly the same between the two - so it is necessary to view it in draŌ form on your website.
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