Training on New Website- 5 July 2013
Username: siqi.wen
Password: !ladyjane3
To create amendments:
1. Click on “New Draft” section of the website or “Edit draft” depending on whether you have started the process of editing the page 
How to create an anchor within the same page 
2. New draft 
3. If you want to link a section which can be found on the same page, click on the Flag (Anchor)  
4. Give name for Anchor – Use name of that heading 
5. Ok
6. Type your new heading (where you want to anchor the internal link)
7. Highlight what you have typed 
8. Click on Globe (Link)
9. Click Link to Anchor in the Text 
10. Select an anchor from dropdown box 
11. Ok
12. On moderation state – Click Needs Review
13. Save
How to create an link to another part of the Commission website 
1. New draft 
2. Highlight the text 
3. Click on Globe (Link)
4. Internal path
5. Start typing and then select the page from the drop down box
6. Ok
7. On moderation state – Click Needs Review
8. Save
How to add a DAP/add external links to our website
1. New Draft on DAP Register of DDA Action Plans
2. Put in the name of company – Make sure you list them by alphabetical order under their respective categories  
3. Put in date of DAP (which is the date we load it onto the website)
4. Highlight name 
5. Globe (Link)
6. URL
7. Put in URL with www in the name
8. Click Ok 
9. On moderation state – Click Needs Review
10. Save
How to add a document to our webpage 

How to find out when that page was last revised
1. Go to Moderate (3rd tab)
Tips
· URL must be as short as possible 
· Summary should be as short as possible 
· If you use the Link function – All Commission website content is considered an internal path and any external websites are URL link
· The difference between an anchor and a link – An anchor can link you to the same page (eg. A page has lots of subheadings) and a link takes to a different page 
· Best way to use anchor is to give the anchor the name of the heading 
· If people give us a .doc and .pdf we write to them to ask for URL
· [bookmark: _GoBack]The only team who can push something to publication is Comms
Other 
· Broken link checker will be fixed in 6 months ie December 2013 
