Editing existing content
A. Opening Dreamweaver

The means for opening Dreamweaver vary from ontaliation to the
next. Most of you, however, will find an icon @muinch Dreamweaver
either on your desktop or via the Start Menu > Paog > Macromedia.

B. Open a web document within Dreamweaver
1.) Recognizing Dreamweauver file types

Dreamweaver is a powerful tool used by web protesds
worldwide and is capable of editing a plethora ebw
related files. For our purposes, Dreamweaver edit our
website’'sASP files(Figure 2)

| view_spotlight.asp
vindex.asp
vocationevent.asp
whatismyipaddress.asp

R

ASPfiles are recognizable by the “.asp” extension
2.) The file menu (alias, “Site Menu”) in Dreamweav2rmoftions)

Over the years, Dreamweaver has seen a variety of
different methods for opening and uploading filestweb
server. The latest incarnation is the “Site Mewithin
Dreamweaver, which is available in two differentsrens.
Functionality between the two versions is nearnittal —
recognizing the differences between the two igyfair
straight forward.

The two column approach makes use of a window that
consumes the entire viewing area of your monitorgb
least, a very large portion of it). The right-spt@tion,
called the “Local View” is the side in which youliAbe
opening and closing files.

The single column approach is a simplified verobits 2-
column cousin. The single column only displays the
“Local Files”.

In most versions of Dreamweaver, you can move bstwe
the two different versions with the click of a degutton.



C. The opened web document
1.) The R-MC template: when and where?

The R-MC template allows for a centralized desigrss
our entire website that facilitates maintenance uset
navigation. Use of the template is mandatory for a
“official” R-MC websites. Personal pages aw required
to use this template, though it can be made aJailgton
request.

2.) The editable regions

The R-MC template provides for 3 user-editable ennt
areas, highlighted below. The web-page editorroake
changes to these areas on a page-by-page basis. Fo
simplicities sake, changes to the left-side navgefor an
entire department, organization, etc. should bectid to
the Webmaster’s office. On a page-by-page basis, a
department PageMaster should feel comfortable ngakin
individual edits below the existing navigation Isé&r on
top where preexisting navigation options are nesgnt.
Insertions made on a page-by-page basis to eltber t
navigation or title bar, however, may be subjeadd by
the Webmaster’s office for precision, consistency,
formatting or to reduce redundancy when department-
wide/site-wide variables are revised.
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3.) Dreamweaver toolbars
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D. Changing and formatting textual content
1.) Using the content area

Page copy is added to the main content area dRtlkC
template (this is the large inner rectangular shape
encompassed by the yellow arch). Images, linkstilaad
page’s primary textual information is to be writteserted
into this area — navigation, of course, is welcomthe
content area, and there are many good reasonsstdeo
doing this, but for the sake of consistency, atdp on the
left-side navigation area to act as the primarymsdar
your user’s to move around your website. The gelle
webmaster will be able to assist you with makingseid
your left-side navigation bar.

If you are operating outside of the R-MC templdse\{lty-
websiteonly), then the content area is not as defined —
consult your site’s designer for details on wherensert
your text.

2.) Editing text

Editing text within Dreamweaver is as simple askhg
on a location with your mouse to “prime” the cursamd
then typing your message. Relocating, removing and
inserting text should be very familiar to user' sitdent
with Microsoft Word, or similar word processing seére.

When writing text for your website, please speathm
third person, referring to Randolph-Macon CollegéR»>
MC”. Please also very carefully check over thdlsye
and grammar of your content by using the built-in
Dreamweaver spellchecker (Shift+F7). Alternatiygigu
may consider creating your content within Microsaford,
and using its much more sophisticated spelling and
grammar checking to clean your content. You viadirt be



able to transfer your Word-based material to Dreaawer
by means of a Copy/Paste.

Exceptions may be made to the third-person rutertain
circumstances — check with the Office of Marketgg
Communication if you have any questions.

3.) Formatting techniques:
1. Alignment

As is the case with Microsoft Word, Dreamweaveo\at
the user to align text within the R-MC content afjeage
titles cannot be simply aligned). Setting themtngnt is as
simple as selecting the object or text to be aligaed
choosing an option from the properties toolbatetisunder
“Align”.
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2. Bolding, italics

~slzsls

Why shouldn’t | underline on the web?
Why isn’'t there an underline button in Dreamweaver?

4

The use of extraneous underlines within R-MC we$sit
personal and official, is discouraged as this negdy
affects website usability. Nearly all internet tssevill
inherently expect underlined text to represenné #
inserting extraneous underlines that contain naoKli
element will confuse many visitors and should lmeded.

The same can be said for overuse of the bold afidst
features — use these sparingly and as needed, suerese
will cause their overall site-wide effect to dinsini




3. Creating headings

Applying a header to a document is as easy astswjdext
within the content area and choosing “format” frima
properties toolbar. You will find that headingsiarger
numbers display smaller on the page. All headwmids
appear as bold text. Linking headings is acceptabl
programmatically, but should be avoided — headsigsild
ideally represent the title of a section or act as a desxcri
of the entire page, not a link to further infornoati that
said, this is more of a maxim then an absolute law.
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4. Font colors (pro’s / con’s)

Changing colors on a page may look visually appgéald
the designer, but is highly discouraged by Sed&i@® and
ADA standards which R-MC attempts to follow — if
absolutely nothing else, information provided bjoco
should be mirrored through another avenue as \Wsual
impaired users will miss these details entirely.

As arule, R-MC websites should only employ colera
means of highlightingmportantinformation,only when
this information can and should also be either bialded
or italicized

5. Inserting Microsoft Word text

All versions of Dreamweaver will accept a “paste”
command. But, beware of Microsoft Word formattingS
Word includes a hodge podge of proprietary HTMLt tha
will be incompatible with some browsers. Wiat might
see as a beautifully formatted page within Word or
Dreamweaver, might be a nightmarish mess of ovierggy
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text and graphics for others. Use “Paste” or “@&giecial
> Unformatted Unicode Text” where availablenef
“Paste HTML") — this will remove all previous formatting
and create text that is “useable” by all audiendésep in
mind, however, that you will need to reapply prexdold
and italicized styles.
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Hyperlinks — Why? When? How? Where?

Hyperlinks, or simply “links,” are the meat of thi¢orld-
wide Web; they provide the user with a means fovinmp
from one page to the next, selectively. To crediak,
you must first have a destination in mind. Hightighe
text that will become the link, and the use then/ioption
on your properties toolbar to create the link. digking on
the two options on the right (represented by astras and
a folder), you will be able to select the file thigh the link
will point. Once you have established the linky yan
click inside of your content area — the previousilected
text should now have a blue underline, indicatingaetive
link.

NOTE: When publishing a site, confirm that younKs”
are accurate by visiting the revised/new web pages
manually clicking on each link. If you receive emor
message, revise your links within Dreamweaver toecd
any problems.



an

As a rule, linking to other web pages within théVig- is
highly encouraged.

Link I

E. Saving your revisions
File > Save

F. Reviewing your revisions
1.) Open your favorite Internet browser (Microsoft hmet Explorer
in most cases)
2.) Navigate to the page on which you were working
3.) Insert 8080 following the EDU iwww.rmc.edu

J Address IB http: fjwww. rmc. edu:8080)

4.) Hit enter.
5.) Return to step D (above), as necessary

G. Finalizing your revisions
1.) Upload the document (2 different screens)

Your documents will not be accessible to the oetswdrid until
you “upload” them into our production website, wwmvc.edu
(note the absence of the ":8080" at the end). Yuoad
documents and/or entire directories by highlightimgm within
your “Site Menu” and clicking one or both of thaiblarrows.
Occasionally, you will encounter a message citifigheacked out
file” — in those circumstances, it is best to cohtae individual
who has the file checked out to inquire about tleepirior to
proceeding.They may be working on the document — uploading
your version could invalidate all of their hard vkooy overwriting
their version! If, in fact, the other individual is NOT workiran
the file, then proceed by answering “Yes.”
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2.) Review the webpage on our “live” website — openrymowser,
etc.

Il Creating a new page:
A. Select your template page

Creating new pages on www.rmc.edu need not be fasiog process.
For simplicities sake, we recommend opening a fanioig page and
using this as your “template.”

B. Saving the new page

Using the File > “Save as” dialog, you should sgwer “template”
document with a new nanfefore editing anything This will avoid
accidentally overwriting your functioning page witte new content.
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1. Introducing Images:
A. Finding your images

Introducing images to your pages can be a rewanliogess. Here are a
few options for finding images for your websitelegse be mindful of
copyright notices andnly use images that are explicitly defined as ¢pein
royalty-free or under full Creative-Commons license

1.) Creative Commons
2.) College Electronic Imagebank

Of course, you are welcome to use images thatrgjtheor a colleague
has produced. Prior to inserting into a webpagewrwebsite, please
“Crop” out all unnecessary parts of the image asilze to fit within our
template (max: 400-pixels wide). Ideally, all inesgwill be cleaand
labeledon our website — please provide captions with naohes
individuals, where appropriate. Please also belfuirthat the College is
responsible for following FERPA guidelines, so misobf students can
only be used with their absolute consent, prefgrafitten.

B. Identifying acceptable images

Images should be accessible to everyone, so piéiakdo JPEG (JPG)
and GIF file types. That also means that the int@gaot have a large file
size (greater than 0.5 MB or 500 KB or 500,000 &yseconsidered
unacceptable). In addition, our R-MC template neputhat images be no
wider than 400 pixels.



C. Saving your images
- Finding the appropriate directory

Your images should always be placed inside of gleyrartment’s
website. In many cases, a mapped network drivalnaady been
created for you. If you need this to be setup amr pffice PC, then
contact the Webmaster’s office for support.

Alternatively, you can use the Dreamweaver
image wizard to insert images onto your
pages.
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Select the image on your local hard drive, answes™, choose the
“images” folder under the “Save Copy As” dialogdahen finally click
“‘Save”.

D. Inserting the images

1.) Drag and drop
Select an image from within the “Site Menu” andrtiigop it
where you want the image to appear. Drag the irmagend
within the content area until you are satisfied.

2.) Using the Dreamweaver image wizard.

E. Formatting the images within Dreamweaver

1.) Aligning images next to text
2.) Placing images in a table

Occasionally, it is necessary to place imagestabke to
accomplish certain formatting goals (captions bedmwmage,
etc.) Use the table wizard to create the temglatethen drag
the image inside the table that appears.

F. Review your edits
- Save the webpage and view the page on ":8080".

NOTE: Sometimes slight formatting differences oiticur
between the Dreamweaver preview window and youer et
browser. In those cases, revise until the browsedow displays
your page correctly.
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G. Publishing your edited pages

1.) Save the webpage
2.) Upload the images
3.) Uploading the revised webpage

H. Review your edits on the live pages

-12 -



