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About cmScribe

cmScribe is a 100% browser based application that allows you to easily
and quickly change a web page from any location.

You must first login to your website via an Internet browser window in

order to access your company®6s cmScri be Cc
(CMS) software. Your site is password protected, preventing

unauthorized users from gaining access to the site and editing content.

Each user must be assigned a unique username and password. By

default, cmScribe uses your email address as your user name.

The Log in Process

Logging in to the Website

1. Launchyour Internet Browser from the Windows desktop or from
the Start menu.

2. Inthe Address field at the top of the screen, enter
http:// www. yourcompany o6 sanavdidkthé tGo. com
button to the right of the field. The Home Page displays.

3. If your website is configured so that the Login fields display
on the Home Page : Enter your Email address in the Email field.
Enter your Password (as assigned by the NetReach System
Administrator) in the Password field. Click the SignIn  button.

4. If your website is configured so that the Login screen fields
DO NOT display on the Home Page : Enter /Admin  after the URL
in the Address line  (i.e., training.demo.netreach.com/admin) and
click the Go button to the right of the field. The Ac count Login
window displays. Enter your Email address in the Email field. Enter
your Password (as assigned by the NetReach System Administrator)
in the Password field. Click the Sign In  button.

Address | @@ | hetpyffrraining.deronetreach.comfadmin | @ ﬂ[hb

Scnbe

~

Login

Ermail:
|

Password:

[ Iremember Login

"’. NetReach®
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After Logging in Successfullyé

The Home Page of the site displays with the cmScribe toolbar at the top
of the page, as well as Edit buttons/links within the page.

C:}sﬂ‘t‘e Disable Editing | Manage This Page | Create New Page
¥

Move This Page | Dslate This Page Admin Logoff |

> nparsons@n.r

2 al
Languages
cmScribe
Toolbar:
Logoff
When you are Bugtjton
logged in to
the site every
page will S— -
(7 an ] @ne
have the rro Netreach
. [# e £ out Netheac 124 South Maple Street
main = T3 © Ambler, PA 19002
- P 215.283.2300
F
cmScribe o NetReach was founded in 1994 with 3 vision to help businesses
toolbar Show me fully capitalize on the opportunities created by the Internet. That visiol
how this works. has stood the test of time
< View Tutorial
Today we continue our commitment to planning, developing, and
Q implementing sophisticated e-business strategies to help you achieve
Download the 0 ’ vor, and ffi
Quick Start Guide :o!‘gzwns that will enable your busmr::‘::rthrw: in the global Internet
Our approach is comprehensive, Carefully reviewing your business
odel, internet and based strategies, we help
you develop and make use of best practice to grow your business and
communicate more effectively.
Below is a listing of core services we provide.
1. Clickthe Logoff button in the upper right of the cmScribe toolbar

Passwords

If your site has a
Registration page,

change your password Your initial cmScribe password is assigned to you by the NetReach

by logging into the site System Administrator.
and clicking on the

Profile link.

Changing your Password

1. Clickthe Admin button in the upper right of the cmScri be toolbar.

2. Select Users fromthe menu. A table of use rs set up for your

Passwords are case . . .
organization displays .

sensitive.

3. Clickthe Pencil icon "= tothe leftof a name to edit that user's

Make sure you jot . .
information.

down your password
to remember it for 4. The u scarredt password is NOT displayed,; the Password and
future sessions. If you Confirm Password fields display as blank. Type  a new password into

forget your password, the Password field.
you can request that a

new one be generated
and emailed to you.

'1. NetReach®
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Account Information

* indicates required fields.
Salutation:[— v

‘First Name: [Demo
‘Last Name: |User
‘Email: | demo@netreach.com

Required only if changing password.
Password:

Confirm Password:
5. Reenter the password in the Confirm Password field.
6. Clickthe Save button in the upper right of the screen.

7. Clickthe Return button in the upper right of the screen to return to
the web page.

If you forget your Password

You will be unable to login to the website without an authorized
password. I f your website has a |l ogin pane
Passwordo |ink, follow these steps to regt

1. Find the page on your site with the login panel.

Account Login

Login:
Password:

[Jremember Login

Forgot your password?

2. Click the Forgot your pas sword? link.
Enter your email address in the Email field.

4. Clickthe Send Password button. A new, randomized password will
be sent to the specified email address and you can change it (see
Changing your Password ).

Note: If your site does not have a login pa nel, contact your  NetReach
representative to reset your password.

'1. NetReach®
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Editing Content

Overview

After you have successfully logged into your site you will notice the
main cmScribe Toolbar at the top of the page. EDIT buttons (or links)
display within the page and are positioned above any piece of content
that is editable.

Note: Every feature/functionality, for example, a blog or basic content

like text and graphics, are called "pan els" in cmScribe. Clicking the edit
button above a piece of content will take you to the appropriate editor

for that panel (or type of content).

Basic Content Editing

The most commonly used panel type in cmScribe is the Basic Content
Panel.

1. Clickthe Edit button above the content to display the Basic Content
Item Details screen.

Scnbe

Basic Content ltem Details

Version
Control

TIP T reverting
to a Saved Page

Version Control: One
nice feature of cmScribe
is the ability to revert
back to a previously
saved version of a

page, in the event that
you are unhappy with
your changes. Simply
click the Edit button
above the content and
select a date -stamped
version of your page
from the Version drop
listatthetop  of the
page and click the  Save
button.

Using cmScribe v. 5.1
Last Update: Feb-10

Version: | 9/26/2007 10:56:09 AM v

Detail: | =) soue

Style

Here is some sample text

Here is some mare sample text.

2. Click in the text and enter any new content, or change content, as
needed.

3. Select the text with the cursor and click the appropriate controls on
the toolbars to format.

4. Clickthe Save button in the upper right or lower right  of the
cmScribe toolbar . The web page redisplays with the newly -added
edits. The three approval icons display beneath the Edit button.

These are described on the following page.

53

'I. NetReach®

Page 6



Approval Icons for Publishing Changes

After content has been added or edited, you must save the changes by
clicking the Save button. This action does not make the changes
immediately visible on the site to a regular user but allows you to

preview the changes as they would display , if approved. This allows
your change to be reviewed before it is published live.

In Preview mode, three Approval Icons 53 display on the
web page with the related, modified content once you have made and

saved any changesto  a particular content area . It is recommended that
you make all edits to a content area , save those edits, review the page,
then either approve (publish ), discard the changes or make them
pending (allowing them to be reviewed again later without publishing

them live).

1. Click the Publish Pending Version button 5 to approve edited
changes and make them visible on the current live site.

2. Click the Discard Pending Version button & to reject edited
changes and return to the current content.

3. Clickthe View Current Version button {% to lea ve changes
pending and return to the current |ive

E? If pending changes have not been published, you will see the
View Pending Version button above the content . Click this button
to return to Preview mode and approve or reject your edits.

If there are multiple content areas on a page, each area will need to
be approved separately.

Enabling & Disabling Editing Mode

You can disable editing of pages simply by clicking a button on the

cmScribe toolbar. Disabling edits removes EDIT buttons and links and
allows you to preview your changes as they will display without button
Acluttero.

1. On the cmScribe toolbar, click the Disable Editing button. Your
changes to the pages display in the current view, without EDIT
buttons.

2. Click the Enable Editing button. The EDIT buttons redisplay on the
pages with the edits visible.

"’. NetReach®
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TIP T about
fancy fonts

Use caution when
copying text from Word
that contains fancy

fonts. Do not retain the
fonts when pasting the
text since it may not be
visible for visitors to
your website
have that font on their
computers.

1

TIP T about
images

Try to refrain from
uploading clip art,

pre -fabricated graphics,
icons and other

graphics that do not
match the theme of the
website. Try to use text
links or graphics
specifically designed for
the site when possi  ble.

Using cmScribe v. 5.1
Last Update: Feb-10

Copying & Pasting Content from MS Word

You can easily copy and paste content (text and graphics) from
MS Word into a page, to skip the step of manu
note that it is strongly recommended that you always paste Word
content in without its formatting. This will strip any unnecessary

Microsoft formatting from the text.

1. In MS Word, open the file with the content to be copied into you

web page OR enter the text in a clean Word document.

2. Format the text as needed.

3. Onyour web page, click the
Basic Item Content Details
displays.

4. Click inside the editor where the

There are three toolbar buttons for pasting content into the editor:

The first button pastes content with all Word formats; the second
pastes only the content, removing all fonts and formats. The third,
button,

Paste from Word

Edit button above the content.
(or other appropriate editor) screen

text will be pasted.

formatting but leaves all bolds, italics, numbered or bullete

gives you options to remove Font and Style

the Paste from Word button.

5. Clickthe Paste from Word
with instructions
checked by default. Ch e c k

Click OK.

http:/fistable.version - Paste from Word - Mozilla Firefox Pg|

Paste from Word

button

Rle

definitions

Vo)

f o
eo

Please paste inside the follawing box using the keyboard [Chrl+¥) and hit DK,

1. One
2. Two
3. Three

lgnare Fant Face definitions

! Remove Styles definfions

Clean Up Box

removes
d lists, and
. ALWAYS use

Dane

Adblock

6. Make any other appropriate changes to the page.

7. Clickthe Save buttonin the upper right of the screen.
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TIP 1 about editing
modes

If you save the editor

window in WYSIWYG mode
and reopen it via the Edit
button, the content displays

in WYSIWYG mode.

If you save the editor

window in  Source (HTML)
mode and reopen it via the
Edit button, the content
displays in HTML mode.

Using cmScribe v. 5.1
Last Update: Feb-10

WYSIWYG Editor Detall

By default, when you access Edit mode for a page, you ar
WYSIWYG editing features (

e using

w hat you see is what you get). For anyone

that has used MS Word, or Outlook the edi
similar in nature and provide functionality for adding text, then
formatting the text and inserting graphics.
[Z] Source [, B Oy 0= 4 45 EE &
B[I|U & x x [F]= ==#FF = L M- e EHE Q
Style ~ | Format
1. One
2. Two
3. Three
Brief descriptions of important tools include:
1= Paste From Word described above on p. 7.
sl Image Manager described on p. XX
“* Link and Upload Manager described on p. XX
& Format Remover
This tool allows you to strip text of all formatting. Highlight the text to
clean and click the Remove Format button.
CSS Style  and Predefined Formats
Style | blue = | Format |Heading 2 -
Predefined Format: Select from this drop menu to apply the correct
ht mi Aitagso t o ;bebpectalkygoodfer fornatiing headlines
and sub -heads.
CSS Style:  If sp ecial formats have been created for your site, for
example a text color or Afootnoted style
to blocks of text using this drop menu.
Source
Source : Click this icon to toggle between WYSIWYG and HTML modes.
'I. NetReach®

Page 9

t

Y



HTML Editing Mode

By default, when you access Edit mode for a page, you are using
WYSIWYG (what you see is what you get) editing features. Users who
understand HTML code can edit the page content in HTML mode, if
desired.

1. Click the Edit button above the content.

2. Clickthe Source button SOUICE ot the top left of the editor. The
page content displays in HTML format.

Basic Content ltem Details
Version: | 9/23/2007 1:0116PM v

Detail: 3'—:» J |

aff J

<ol type="1" starct="1">

<li»

<h3><span class="blue"><a name="hello"></ar</span><span
class="blue">0ne</span></h3>

</ lix

<li><span class="red":>Two</span></li>

<lir<a href="/24/#hello" target="_blank">Three</a></li>
</olx
<div>Enbsp:<a
href="/Sicelata/doc/JonisZ0Mitchels20-%20California/ f1bh3h3L3db33a43553571dk
cicle="Joni Micchell mp3™
onclick="window.open(this.href,'','resizable=yes, location=no,menubar=yes, sct
recurn false”>Joni Mitchell mp3</ax</divs

3. Make the appropriate edits to the page and click the Save button in
the upper right of the screen.

Note : S0UIEE you can switch back to WYSIWYG mode by clicking the
Source button at the top of the editor.

'1. NetReach®
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Asset Managers: Images, Documents &
Hyperlinks

Image Manager

In addition to text edits, you can upload images to a page by using the
Image Manger tool.  Only imag es you upload through this tool will be
available for use on the website.

1. Click the Edit button above the content.

2. Click in the editor where the image will be placed.

Click the Insert/Edit Image button sl on the toolbar. The Image
Properties window opens.

http:ffstable.version - Image Properties - Mozilla Firefox

Image Info
URL
| | Browse/Upload
Accessibility Test
Prevview
“width . L -~
! a g Lorem ipsum dolor sit amet, consectetuer adipiscing —
Height elit. Maecenas feugiat consequat diam. Maecenas
metus. Vivamus diam purus, cursus a, commodo
Border non, facilisis vitae, nulla. Aenean dictum lacinia =
tartor. Munc iaculiz, nibh non iaculis sliquam, orci
HSpace felis evizmod neque. sed omare mazsa mauis sed
YSpace welit. Mulla pretium mi et rizuz. Fusce mi pede,
. terpor id, cursus ac, ullamcorper nec, enim. Sed
Align e tartor. Curabitur molestie. Duis velit augue,
condimentum at, ultrices a, luctus ut, onci. Donec
pellentesque egestas eros. Integer cursus, augue in
Cursus faucwbgs, elus_ue_de bibendum sem, in “
Done Adblock
3. Clickthe Browse/Upload File button, then the  Upload File  tab.

3 http://stable.version - File Browser: images - Mozilla Firefox |:||EHX|

Upload File

Browse... Upload
Close 'Window

Done Adblock

4. Clickthe Browse button to the right of the File Name field. The
Choose File window displays.

’I. NetReach”®
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6. Navigate to the appropriate folder on your computer, select the
image and clickthe  Open button.

7. Clickthe Upload button.

8. The Image Library window closes and the image displays in the

Image Properties box.
TIP 1 about
Picasa http:{istable.version - Image Properties - Mozilla Firefox Pz|
Image Properties
To reduce the size of an | | Image Info | dvanced|
image 1 try the free WL
Picasa program! Check /5iteD ata/images/ant/1dGe48534bi7elbd7 dbadBd3cdEa89ae/ anl
out picasa.google.com Accessibiity Test
to download a free Cartoon of an Ant :
copy Wwidth [150 —
. it .
Heignt 172 | € LU Lorem fpsum dolr
conzectetuer
Border adipizcing efit,
Maecenas feugiat
HSpace conzequat diam.
WSpace Maecenas metus.
) Wivamnus diam
Align puUIUE, CUrsUS a,
commado nan,
facilisiz vitae, nulla.
Abz Bqttom Aenean dictum v
Abs Middle =
Bazeline
oo ——
potem =1
Daone ?nleg:n:TtTop Adblock
. T - T
TIP I . e . . .
Accessibility 9. Inthe Accessibility Text field, enter a textual description of the
Text upl oaded graphic (e.g., fipi cture of our
Doeod) .
Accessibility text can be 10. If desired, click on the Align dropdown and select an alignment
set to be required property. A preview (with sample text) display s in the Preview box.

throughout the site,

ensuring that you are 11. Click the Advanced tab.Inthe Tooltip field, enter the tip that will

serving a broader display when a user hovers over the graphic with the mouse.
community and 12. Click the OK button. The graphic displays on the page To make
adhering to W3C ' ) )

further edits, you can right mouse click on the image, or select the

standards. . .
image icon from the toolbar.
13. Click the Save button in the upper right of the screen. The web
page redisplays with the newly -uploaded image.
'1. NetReach®
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TIP T about the
Link Tool

You can use the Link
tool to create a link
from the selected text,
number or image on a
page. You decide what
type of link to insert on
a page.

Note

on a computer display
The physical size of a

screen resolution and

pixels per inch.

A pixel is the basic unit
of programmable color

or in a computer image
pixel can vary, and your

the size of your monitor
together determine the

Using cmScribe v. 5.1

Last Update: Feb-10

A fiHow To 0 Guide

Before uploading photos to your website, large p hotos will need to be
resized. Resizing large photos to a smaller size ensures your web pages
will lo ad quickly for users.  There are many tools that you can use to
achieve thisand some examples are listed below.

Image Resizing:

Microsoft Office Picture Manager (for XP and Vista
Users)

If you only need to resize a few pictures it is very easy to do with
Mi cr os of &PidufefManage®

1. Using Windows Explorer, navigate to the folder that contains the

picture to resize.

2. Rightclick the picture  and select Open With  and then click
Microsoft  Office Picture Manager

Rich Text Format 4f8/2009 11:
Microsoft Office Po,.,  4f5/2009 1:4
Microsaoft Office Wa...  4/9/2009 25

Pl Eb Wi Dl Adrtannn 2, Cl

U] ChatLog cm= = Canwert ta Adabe PDF

Ee) cmiscribe Pre ' Combine in Adobe Acrobat...
1] ems. doc

Illﬂ]Blank_Preser EditPIs

™ trainingdistrict4, PG SSKE PG File 10{23{2008 1
= - =eg  IpG File 10/23/2008 1
photathumb, T TEYiew 5 DataBass File 10/27/2008 1
Ecapture—l {2 Edft W!th ImageReady 3 Camtasia Recorder ...  12/10/2008 3
WForlingTechs ot ith Photoshop 5 MsInfo Document 12/10/2008 3
EDatednens  OP" 5 Microsoft OFfice Exc... 1/7/2009 1:3
™ Fullscreen cz "'p_|°ad to Web Albums... 5 JPGFile 1j26/2009 2:
Epharmacylist £t 5 Microsoft Office Exc...  1/29/2009 11
rmatncal| Tt 5 adobe Acrobat Doc... /182009 3

5

5

5

L

™ Picasa Photo Yiewer

re$PasteFron
B o, docx Send To b & windows Picturs and Fax Wiswer
B Hpscresnsho 1?‘ Pairt
lﬂ PasteFromw -t [ Picture Manager
& Default.rdp Copy & Firefox
[gE My Sharina P creare shortcut # adobe Photoshop €5
Delste (& Microscft Office PowerPoirt
Rename

v ImageReady

Properties

Choose Program...

3. Your photo will open in the Microsoft Picture Manager program. In
the Picture Manager Toolbar click Edit Picture
4. Inthe Edit Picture area on th e right side of the screenc  lick Change

Picture Size  and a box with Resize Settings display s.

From here you can 1) choose between pre -defined sizes, 2) manually

enter the Height or Width  or 3) shrink it based on a percentage of
th e original size. Regardless of what you select the original
dimensions (in pixels) and prop osed dimensions (in pixels) will

display t owar ds the bottom of the fAResi

5. Click OK. Your new ly resized picture will display .

6. If you are not happy with the
Bar and click Edit . From the Edit menu, select
the original image will  return .

Undo Resize and

'I. NetReach®
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Using cmScribe v. 5.1
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7. Once you are pleased with your resize , selectthe File /Save As
comma nd to name and save your newly resized picture. To
overwrite the  original picture, click File andthen Save .

resizeimage .org

If you only need to resize one or two images, resizeimage.org is a great

online resourcet hatiseasytouse. Totryit, goto

http://www.resizeimage.org and follow the steps below:

1. Clickthe Browse button on the resizeimage.o rg home page and
browse to thei mage (previously saved to your computer) to resize.

2. Selecttheimage and click Upload Image

After your image has uploaded it will display on the screen as seen
below.

r@gi 7Qim009 ora

Resize your image
Eismall OMedium Olarge O Original

Want a custom size? Try our advanced editor

Options
Start over

Basic resize
Advanced resize

Crop

Current Image
Width: 509
Height: 339
Download Image
Email This Image
File size: 1.9 MB

3. From here, you can select what you want to do from the options
listed on the left side

a. Basic Resize: Click the Small, Medium, or Large radio button and
your image on the  screen will automatica Ily conform to your
selection. This is a rather generic resize.

b. Advanced Resize: Allows you to manually resize the photo by

clicking the photo and dragging it, in order to create a custom
size.
c. Crop: Allows you to crop the image as a square, or m anually

crop to a custom size.

4. Click Save Changes and download the revised file to your
computer.

’I. NetReach”®
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http://www.resizeimage.org/

Additional O  nline Photo Resizing Resources

e  http://www.picresize.com/
e http://www.resize2mail.com/index.php
e http://www.shrinkpictures.com

Image Resizing using Picasa

If you need to resize a large number of photos, one tool we recommend
is Googlebs Picasa, av alitp:/pisdseegodgle.comDo.wnl| o0 ac
Picasa will allow you to resize multiple photos at once.

1. Download and Insta |l Picasa. These instructions were crea  ted with
Picasa version 3.0.0.  Future versions may behave differently.

2. Save the photo(s) to resize to a folder on your computer and make
note of the location.

3. Open Picasa and navigate to the folder wher e you just plac ed your
photos.

4. Select the photo to resize by clicking it once.
To resize multiple photos at once, hold the Citrl key while clicking
each photo one at a time.

5. After you have selecte  d the photos, click the Export icon inthe
toolba r at the bottom of the scre en.

Sunsetjpg  8/4/2004 8:00:00 AM  800x600 pixels 70KB
# $le P23
N o s - N =m
- \ = L5 e § U =t Ea @
ploac mail rint Shop. BlogThis!  Collage Movie GeoTa

Note : The photo(s) you have selected will display in the selection box
on the bottom left of the screen.

After clicking Export the Exportto Folder dialog box will display and
you can set up a folder where Picasa will export your resized photos.

'1‘ NetReach®
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http://www.picresize.com/
http://www.resize2mail.com/index.php
http://www.shrinkpictures.com/
http://picasa.google.com/

6. Clickthe Browse button to specify where the resized photos will to
go, and name the folder.

7. Under Image Size Options enterthe desired pixel width. You cannot
select the height as  Picasa will scale height automatically.

8. Image Quality defaults to Automati c. ltisfine to leave it this way.

9. Click OK and your picture(s) will be exported to the folder you
specify .

TIP 1 aboutthe
Link Tool

You can use the Link
tool to create a link
from the selected text,
number or image on a
page. You decide what
type of link to insert on
a page.

Using cmScribe v. 5.1
Last Update: Feb-10

Links

You can link existing text to another page on your website or to an

outside source, or to a document that you upload using the Link tool.
3 Tolink to an outside source

1. Clickthe Edit button above the content.

2. Highlight  the text that will be made into a hyperlink.

=)

3. Clickthe Link Tool button on the toolbar. The Link Tool

window displays.

'1. NetReach®
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