1. MANAGE WEBSITE CONTENT
1.1 WHAT IS COVERED

2 The Content Editor layout

2 Entering text to the content of your web page

2 Detailed functioning of the editing box

2 Detailed functioning of the mode bar

> Detailed functions of the features on the tool bar

1.2 THE KWIKWAP WEB PAGE CONTENT EDITOR

Several places in the Kwikwap Management Portal, will you be able to edit the layout,
O2yiSyid FyR af 221 shyrSOSKSa S FLI2QIANAD >0 S&H2 dzll ¢
/| 2y G Sy (o I9fRAA 21\E2 6y Jaad it fockSlikdithis9 RA G 2 NE 0

Figurel ¢ The Web Page Content Editor

> The mainareda NB T S NNIE&t Baédeélatove $HoVEn inca light green) is
where you enter your content, which may include text, graphics, video clips, tables,
emoticons (smiley faces), special charactgygerlinksand bookmarks.

> The Blue bar at the bottom of the editdnf{ A & O Mddé BaR This s 8rhece
82dz aSt SOU ¢ KSHeKGENI2&NT A8 RAIGY (B 26e@dJ dLJ- IS O+
GPrevievé 2 F & 2 datti IKIS@&&Ecode IITMIc Hyper Text Mark-up
Languagepf your page.
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BeCarefub A U K a{ 2dZNDOS¢ a2RS
Unless you have extensive HTML programming and coding
& experienceDO NOTuse this facility! You may do serious damage to
your web site, causing it to display error codes to your site visitors,
insteadof displaying the content. You may have to delete asdo
your whole web page to fix such errors.

2 The blue bar at the top ofthe screEn A Y RA Ol @a &R 1ol Bad &S ¢ & A a
where all the available tools of the Kwikwap page editor are displayed as icons.
These tools assist you in changing tbet type, size and colour of your texds well
assome other functions like insertirmnd stylinggraphic, making text link to other
web pageghyperlinkfunction), etc.

[ St Qa ddepth$ooklaggachiofthese areas, before we put it all togethetoi a
coherent unit for you.

1.2 a The Content Window
This area is where you type in the text that will be displayed on your web page. This is also
0KS GSEG OGKFG GKS aSHENOK Sy3aaySa tA1S abDz
related text.Remember Content is King!

Additional Information

The more your keywordanddPage TitleSare repeated and expanded upon
here, the better your searckngine rating (ranking) will be, and the greater
your chances of being listed higher on results pages.

FurtherReading

Further informationto understanding how search engines (and Google in
particular) work, and how you can improve your search engine ranking, ca
be found below

Management Portat Your first stop should be the documents made availab
G2 @&2dz devRGaNJ Impkoge My Web Preserice 2 LIG A 2y 2
Gl St L¥E FdzyOQlA2y Ay GKS al yl 3SYSyi

Books:a { SI NOK 9y 3aIAYS hLIAYAAlIGA2Yy T2
Publishing, Inc.

On-line : Google has a help section for webmasters here:
http://www.google.com/support/webmasters/ Although some sections can
3SG GSOKYyAOFtX AG YAIKG 0S dza ST¥d
Opi AYA &l 0A2Yyé YR &aidzRé (skBon EobraozeR
general help, go to
http://www.google.com/support/webmasters/bin/answer.py?answer=35769

On-line : Gontacttraining@kwikwap.co.zand ask about their advanced
Kwikwap optimisation course

#
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You can also type your text in any weptbcessor (like M8Vord) and copy and paste it
into this editing areaBe aware tht if youtake too long when writing texn the (online)
edit boxbefore updatingyour internet connectiormight be resetWriting your web page
contentbeforehand in MS Worchight be agoodidea, but DOtake note of thedAdditional
Info€ box belowas well.

T Additional Information
l Editors like Word generate a lot of HTML code in the background.
you copy it straight ito the editing boxhere, you may find your

website download times slowing down after a couple of page
updates due to excessive and unnecessary HTML coding copied o
your site. To avoid this, follow the instructiohsy’ (0 KS & ¢ Lt
when copying text from other text editors.

) Tip

@ Copy your text from the Word processor,

~— h LISY d b gaib&icdexReddr, which comesbundledwith
Windows.)

t 408 @2dzNJ 6SEG Ayid2 ab20SLI Ré
and additional background coding.)

Edit out (delete) all numbering and bullets,

{StSO0G [ttt ez2dmlcapPiEl Ay dab2iGSL
Open the Kwikwajiditbox,

Click in the content window, where you want your text to be,
Pasteil KS O2y GSyd . FNRY ab20GSLJ Ré¢
Now you can continue using the Tool bar to format your text as yot
want it to look.

See Also
dPaste from external source T dzNJIi K S NJCRt/2abypastey
Editing iconsdzy RSNJ a ¢ 22 6 NE LJ NJ 3 NI L.

To insert graphics, tables, media (like video), hyperlinks to other web pages etc., follow the
JdzZA RSt AySa Ay a¢KS ¢22f . IFNE 6aSO0GAz2y OO0

®
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1.2 b The Mode Bar

“ 4 Design ] ©] Source | (& Preview |

You can click and drag up or downtbe far-right corner (:J) to adjust the height(size)
of the edit box.

All the other buttons discussed below, are highlighted orabg®mvn when selected, and
light-blue when not active.

On the left side of the bar are three buttons you can seleattange the viewing modef

GKS SRAG 02E® ¢KS RSTFl dA G 6 KA OKsigka RS o2
this mode you can enter, format and edit text, insert and populate tables, insert graphics
and media etc. (see sectiarbelow for detils) If you want to see what your web page will
f221 tA1ST eRcdze®l YWdASRYO®I 2 KRS Sdonlylook) BuA a Y :
y20 SRAG Ftyeée O2yiSy¢ddd ¢cEBBERS I @ANSoaziliBysd Ade
this is a useful featureo check or tweak little things on your web pagere is a sample of

what type of display clicking this button may give you:

o @B & - O]9 o= g

ji <p><strong><font face="Times New Roman" size="5"><font color="#006600">herit Computers</font> - <ia&
. “\

4 </ font></strong><br />

&l </p>

B <p><span>We specialise in <strong><font color="#006600">affordable, but effective working web site
i <p><br />

[} Situated in the East of Pretoria, we serve the Gauteng region and beyond. We are authorised agent:
il <p align="center"><strong><img style="margin: 5px" alt="Kwikwap web design and dewvelopment” titles
Bl <p align="center"><strong><img style="margin: S5Spx" alt="Kwikwap web design and development tool" t
=l <p><strong>The Kwikwap system offer you the following features:</strong></p>

<ul>

m

If your editing box displays text similar to the above, pléadeA 01 2y UGKStoa5$S.
restore your normal Edit Boxew. (Unless you want to edit the HTML code.)

BeCarefub A G K G { 2dzNDS¢ a2RS
Unless you have extensive HTML programming and coding
A experiencePO NOTuse this facility! You may do serious damage to
your web site, causing it to display error codes to your site visitors,
insteadof displaying the content. You may have to delete andoe
your whole web page to fix such errors.

®
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1.2 c¢c The Tool Bar

For the TooBar to display as shown below, y¥udza l',"l, 0 SDeﬁigrvi (YKeER Sie

GPrevievE Y2RS3 @2dz 2yfeée KIFI@S m AO2y Ay GKS ¢
page.)

: N A A @9 3. %2 —82 40
‘Normal -HFont - | Size -'! B I U =}A ‘b/'@ﬁ ==

-

i

"

: |

) —
e
§—

Let us look at the functions of the icons, starting from the top leftmasti \&orking our
way to the right

Binocularg 'H)
CKA&Z Aa GKS a{SINOK FyR wSLX I OS¢ FI OAf
throughout the page, you can use this function to quickly find all those words, and
replace them with the correctly spelledord. It works exactly like the same
function on most word processing packages.

Spell Check? )
Use this feature to spettheck your text. (Kwikwap uses the US spedcker.)

7\ Tip
Y\ It may be a better idea to copy your completed text to your own

g word processor and allow it to spetheck your text with your own
LINEFSNBYyOSad ¢KAa gAftf StEAYAY!I
la 2LJJ)2aSR 42 G4KS {! FyR 'Y al

Cleaning Brush(\/)
After repetitive adding, editing, formatting and deleting of content, there may be
some superfluous HTML code hiding in the background of your web page, which
may contribute to slower download times of your website. Use this tool to
automatically remove this unsed codig.

Cut/copy/pasteEditing icons * L!‘-l’j)
Select text on your web page, before choosing whether you want to CUT (delete)
the selected text, COPY it (which leaves the selected text intact, but allows you to
copyit to another location. Both the CUT and COPY fonstplace a copy of the
4SSt SOGSR GSEG 2yi2 (GKS 4O0fALBZ2I NRE D
Before using the PASTE option, you must first have selected text, and clicked on
either the CUT or COPY icon. Now place your cursor where you want to place the
G§SEG FTNRY &2 dzNigkor(iie PASTR itoNJR §ob wantyfoRnsedt the
same text in another place in your web page, you can just click again where you
want it to appear the second (0f%34", 5" etc.) time, and click on the PASTE icon
3 Ay d | 2dzNJ & Of Aettéa Zcophedl éveryi tnk yiou répedt this 6 S A
action.

o
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¢ KS TF2dz2NI K A O2 yPasdtefrom dkteraal sBUNER dZAES A & dzNIK &
this icon will open the dialog box shown below:

lt‘ It/ knekowap <5 20 5he_manage_tew Wyt gPra/ aalog phe idlek g wpl i

Use this function to insert content copied
from other sources like @e documents or
other web pages.

This feature will clean up bagkound HTML
code which is not needed on your web page,
but will keep (as far as compatibility allows)
the original text formatting from the source
document.

Ingwrt Cancel

See Also
Gripgg | 0aRyFES NI 1 KS a¢KS /2yGSyd 2
2y dzaAy3a ab20SLI Re Fa Iy F&dSN

Undo/redo icons \(’ )
In case you made an error in your editing, or change your mind about the editing
you just did, you can click on the UNDO icon. Thigewérse the last action you
took in the editing window.
Similarly, you can also repeat the last action you executed in the editing window, by
clicking on the REDO icon.

€ ) Tip

@ YS@02FNR &aK2NIOdzi T2 N4zl & Y Ra 'aywR

~— CtrktY. (Holdi KS &/ GNI ¢ 1Se& R2gy>S GKACT
once.)

®
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Table ‘\—‘] )
Information in sometimes better displayed in tabular form. Use the TABLE icon to
insert a table onto your web page.

To insert a new table

First place your cursor where you would like the table to be inserted, then click on
the TABLE icon. Adréd2 6y 02E GAff AYyOAGS @&2dz G2
have doneso, the following dialog box will be displayed:

e
[ﬁ btz wvwew kowicwag. 2/ the_manege_new wyssy P o/ dekeg phpldulog= wpel on_tabediactizn=neaTa I

2ame | Gutom B On the left (blue backgund) you
T e Camn Jcowmn Jcsume | | can enter the variables, and on the
calary 52 2 = . .
R Row 2: right (green background) you will
fow 3 see a sample of what your table
BB |3 |8 should look like with the variables

you choose to enter.

Type in how manROWSnd
~ (S COLUMNBS8our table should have
| (Note that your changes wilkflect
. == | onthe right hand side.)
¢ KSVIDAKH LJ NJ YSUGSNJ K
options selectable from the dregown box. (Click on the arrow pointing
R2gy gl NRa (G2 RAALI I & (KS 2LIA2Yyad0 2 d
GLAESt 8¢ 2LIA2YIZ @L2dN5 (d ORBK 64Y 3| Kdz2MISR
option allow you to scale the size of your table in a percentage of the available
screen width where your table will be displayed on your web page.

asticns

7\ Tip
@\ Using different templates, gives your web page layditferent

" widths of display pages. Different browsers also display informatior
RATFSNByGfted ¢KSNBEF2NSE AdG Aa |
option to display tables.

Next, you can indicate whether your table will contedlBADINGE&r not. Should gu

select oneof the three options that showeadings in your table, those

NREgakO2f dzyya oAttt | dzi2 VYl ( xedtretbf & yo 272N
page display. (See preview on right hand sifithe dialog boX

Additional Information
Once yolhave inserted your table onto your web page, you can stil

do further formatting like text colour or font, using the standard
toolbar options.

P
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On this dialog box, you can also select how YOGLUMN WIDTH®$the table

daK2dz R | LILIS | NI allly@uer&ns thé samesnidih ticrodslthe &vailable
RAAL e GARIK 2y-FTAAAZNRYFESYHWRASOAG K dzli R
according to the text displayed in them. The columns will automatically be shrunk to
fit the longest line of text in that paJi A Odzf I NJ O2f dzyy® { St SOG
to enter a pixel measurement which will fix your column width, irrelevant of the

text contained therein.

Fravew

LT &2dz OORNIONS 20y ol K

Colemn  |Column
15 2:

Column
3:

in this dialog boXSee red circle)

Row 2:

Row 3:

you can select the table bbder

inemt

thickness (r blankfor no

border), border cololr & O2 f f | L
0 2 NR S NBEbéx (ZDKrBD |

borders) and the background

colour of the table

You can also choose how much
space there must be between the

text of each cell and the cell bordese(l margns), and the spacing between the

cells themselves. Feel free to play around to use the power of Kwikwap to create
your own look and feel for your tables!

Ly Dds@Biptise aSO0GA2y 2y GKA& FCAPTIOANI | §REX
choose where, relatev to the table, it should be displayed. You also have the option
of entering a descriptivénondisplayingd { dzY Yl NBé¢ F2NJ G KA & 0OF

Important

.vl Search Engine Optinisation (SEO) : Usethie/ | LIGA 2Y € |y
G { dzY Y I Ndgas andtherdilden, but clever way to enter more
occurrences of your keywords, as search engines do pick up the te

in this field.

When you finished settingzLd @ 2 dzNJ G 6f ST Of A 01 2y (K
2F GKS RAIf 23 0 aitlodto discaidShe précss of indenyfrg & £ £

table.)

To Edit an existing table

o U

/] tA01 2y GKS (lotS Ay &2dz2NJ 6SRAG o62E¢
appearing around the table when it is selectefiake note of the particular cell that

Is highlighed within the table that you have selected, as this will affect where your
next selection options will be applied.

Now click on the TABLE icon. A drop down menu with the following options will be

displayed:

Kwikwap Web Development &gm (KW101)
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P o Tatie. 2 KSYy @&2dzingftRaD§ = 2 & 2 date@tabld ON
3 Table Properties... within the cell you have selected in your tab{&ee

=7 Insert Row Above GL)/é.SNJj I )féé l:ll 0 f Se | C)EQSU
== Insert Row Below

£, Insert Column to the Left

. : If you want toadd more rows or columrte the table

1 Insert Column to the Right N . A ~ v W - A 4 oA~ o
’JJ:‘L Insert Rows and Columns... e 2 dZ K I Q S I f N\B | R e O N\B I u S R Z a
£ Auto-Fit Column Widths to Contents Op'[lon from the drOdeWI‘l menu.d | (_) 2 Q S é Z d . S f
%3 Distribute Column Widths Evenly l:l K é [ é F L,J é | y' IVQ d l:l 2 L,J K S WA 3 K l:l
iy e to the cell you have selected within the table.

‘@" Delete Column
=+ Delete Row

i Delete Table You carchange the column widthsy selecting one of
{3 Merge Cells... l:lKé d/ 2f dZYy 2 )\FIQL'IKé.é 2LJ[:|7\2)/.é

You can alsdelete columns, rows, or éhentire tablg by selecting one of the
options on the dropdown menu¢ KS aw2g6¢ 2NJ G/ 2t dzvyy ¢ G2
determined by which cell within your table you have highlighted.

Tojoin adjacentceld y 12 2yS 6A3IIASNI OSt t an, aadSsI&O
how many rows (below) or columns (to the right) of your selected cell will be joined
together.

¢ K Sabléd Properties 2 LJAA2Y & aK2gy HovnmedsS LA O
above, will open the table formatting dialog box, similar to when gxaated the

table. Selecting this option, however, will give you more variables pertaining to your
table which you can modifyselecting this option will open the following dialog box:

You will notice 3 options listed in the tapw
2 T & (Béedehcicle) Clicking on these

e will give you different parameters to specify,
Miso s — which will be applicable to
RN = a) the wholetable,
ool et et . St b) therow in which the cell is that you have
S selected, or
T e e c) the particulacellyou have selected.

Each of these will also alloyouto select
2 LJG0 A 2 v aBadéy igp@nsti & dzo
tabs.

aTablet tab

hy GKS da.lFaxoé aONBSy
width and height, as well as the table alignment on your web p&teking on the
GhLXiA2yaé GlFo gAft bbrdefd2tals (EobuzthickhesQ K y 3 S
2D/3D), select dackgroundcolour for your table, or even insert a graphic as a

table background image, change the eefirgins and add a caption and summary

G2 @2dzNJ Gl ofS o0la RAAOMzZAaASR AYy alLyaSNI

Apply Close

o
Kwikwap Web Development &gm (KW101) KWIKWQO p Page9 of 25



GRové G o

Ofy UKS da. !l aa0é¢ aONEBS yaligndairof@he 1éxt Witkih thie3 S {
row, and choose whether this row is to bimatted as a heading row or normal
GSElG® hy GKS @&hLIA 2 askirouadddhlr Sithiss@vdz O y

aCele Gl o

onKS a.FaAao0¢e¢ AONBSYy & ’idth addhgightSeftifigS Nt theK S
selected cellchoose the verticalignmentyou want for this cell, and indicate
whether the text should béormatted & KSIF RAYy3 2y yY2NXI{ ©®
screen you can selectleckgroundcolour or image for this cell.

PicturdGraphics(®™ )
Select this icon if you wish to insert an image or edit the avaglected images
displayed on your web page.
. FurtherReading
In order to cut down on the time it takes to download your web pages, ensu
that all your graphics areptimised. That entails BOTH file size reduction as
well as display sizeptimisation(width / height). For more information on how
to do this,download the following document.
Onine :
http://www.kwikwap.co.za/merit/docs/Optimising%20web%20site%20graph
s%20using%20Afelo.pdf

To insert a newpicture.
Start by placing your cursor at the spot on your webpage wietewant to insert

0KS 3INILKAO:Z (KSy OftAO1 2y GKS aLyaSNI
be displayed:

“ae  If you have
previously
uploaded images
to the Kwikwap
server, they will
be displayed in
the area
indicated by the
large red circle.
Select the image
you want to
insert, and skip

, S UKS al LX 211
l e | procedure
described below.

9

Web locstion

Images

o
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Tip

Before removing a previously uploaded pictsirsnake 100% sure
that there are no link to it from your web pages, else your web page
will display a broken link.

If the areain the large red circlés blank, or if you want to upload another graphic,
aSt SOuploaiskK SA @2y A Y RAOI (S Rintheaboekg@phiay |  f

new dialog box will be displayed:

= Choose Files:

e Files must be in .JPG, .JPEG, .GIF or .PNG format.
e Each file must be smaller than 2 MB.

Number of files to upload:

N\

—Options

["] overwrite existing files.

Resize images larger than: | 800 x 800 :l pixels

l Upload

I

Cancel ]

G! LX 2FRéE odzid2y

treen. i K S

If you want to upload more than
oneimage, select the desired
number from thedNumber of

files to uploact drop-down

menu

/| £ A Ol Booysél Kodzidl 2 v
indicatedwith the red circleon

the dialog box This will enale

the file browserto searchon the
hard disk of your Pfr the
appropriate file Locate the file
you wish to upload.

(Ensure that it is smaller than the
maximum size specified on the
dialog box) Then click on the
o202y 2F (KS

v

a

If you have changed a graplun your PCand wish to overwrite the one you have

LINE A 2dza f & dzLJ 2

OKSO|1 o62E

0 ST2NB

I RSR

02 dvSritessing @ds LI & S N
aSt SOGAyS3

G! LX 21 R @

Once your file has been uploaded to the Kwikvgapver, you will be returned to the

GLYASNIKORAG 3INI LIKAOE RALFE23 0602EY

2]

=
,

Select the image you
want to insert onto
your web page by
clicking on the check
box above and to the
left of the image.
(Indicated by the red
arrow.)

A preview of the
picture will be
displayed on the right

Cancel

side of the dialog box.

Kwikwap Web Development &gm (KW101)
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/£ A0 Cauysngl KB &

l620S GKS LINBSOPASE 6{SS

will be replaced by the following options:

[ Details | options |

>> Hide

—Properties
width: [500 | pixels
Height: [125 [ pixels[]
Border: [:l pixels

Screen tip: [

—Positioning:
Text flow: DeAfaiult—E
Distance te surrounding text:
Top: D pixels
Bottom: D pixels
Left: E pixels
Right: [:] pixels

—Appearance:
Style: ‘Detault :I

other options.

Some styles may override

(EgacCt 21 0

tf STGE

Thewidth and heightof your picture will be displayed
Ay GLAESftf&a¢ 2dz Oy OKI y3!
reduce the display size of the picture.

Select thethickness of the bordearound your
picture. (Blank or zero indicated that you do NOT
want a border around your grayic.)

A Screen tiwill be visible to your visitors if you enter
text here. When the mouse cursor is placed over your
image on the web page, this text will be displayed.

Next, select the positioning of your graphic on the
web pagedzi A y Trexiifiv® raf® down menu
gAft KIFI@S (GKS |dipbyaeNs 2

and the text flowing around it on the right side.)

If you do not want thesurroundingtext too close to your picture, indicate how

much spaceyouwari SG ¢ SSy (G KS LA OGdz2NE | BfsRncai® S
surroundingtexé  FA St Ra @
/| fA01 2y (GKS daLyaSNIle¢e odzitdizy 2y GKS alL

LINR OS&aaz

2 NJ Of A O]

2y GKS &/ FyOSt Bbeo dzi

inserted onto your web page, although the uploaded graphics will remain on the

Kwikwap server.

Kwikwap Web Development &gm (KW101)

e



To edit a picture

If you want to change the way a picture is displayed on your web page, click on the

AYIl 3S
be displayed:

P typet 1mace =]

Progertes
Border: ]
Sorwen bpr Moty resdy web site dey
Poshoning:
Text flows  Fost nght _w
Dwtance 1o surruunding text:

Too!l 3 | pocels
Bottom: = | povels
Left 3 powels
fught: = | poels

Fostioneg previen:

- sameipe

——satete
-4
-
~cst A et
Appeararce:

Style! ':—."e'y 3 3
Some styles imay overnde
othar gpbons.

Apply

phonel. o0 é}

Cancel

6S3F2NB Of A O Ay 3 n. The folioiSy dialagypax HiNIi k 9

To the left you will see a

preview of the picture,

followed by the display of

the current property

settings. You can change the
width and heighisettings

TNBY GLAEStag s
versa. You can also d&ion

GReset dimensiogs {1 2

change itback tothe original

aAT S® 6{SS a¢A LXK
another way to resize the

picture.)

On the right side of the screen you can selebbaler thicknessenter ascreen tip
change thepositioninganddistance of the suounding texfrom the picture. (See

descriptions of these functions in the section abowe K S

ALINBOASGE G A

give you an idea of how the parameters will change the display layout.

[ £t A0l 2y G!iKSt &K | iy23 S-aF °*S2Gy K § @sBarde RS 3
changes.

Tip

Ly GKS GSRAGO 02E¢ 2F @&2dzNJ 6So

clicking on it. A bordewith 8 white squares will appear around the
picture. Click and drag one of the white squaresdsizeyour image.
If youdragthe squares on one of the cornersf your graphic, the
width/height ratio of the picture will remain constant.

Tip

A X 4 A 9~

keyboard.

A quick way to DELETE a graphic, media object, emoticon or
horizontalf A y S A &

02

aSt SO0 (ThemMen 2 0
g Af fl YORS LANKSAGTRKALYATH KIKSSR €
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Media object ‘\Q )
Use this function to insert a video or sound clip onto your web pHdke file you
want to share on your web page is less than 2MB, you can upload it to the Kwikwap
server.(It must be in one of the following formats: ASF, .ASX, .FLV, .H264, .MOV,
.MP3, .MP4, .SWF, WAX, WMA, WMV, .WVX, .WPL or .KI8Pprdcess isevy
similar to uploading a graphic as discussed in the previous section abisleon
GaSRALFE 2y (GKS tSTU 2F (KS AONBSYy |yR
4 RA&aOdzaaSR Ay (KS GLYASNIOKO9RAG AYLF3S
For bigger files, you need todt upload it to another URL, lik& ouTube (See
www.youtube.contfor instructiong. Once you have done that, place your cursor at
0KS LI I OS gAGKAY &2dz2NJ 6So6 LI IS oO0Ay GKS
inseNII SR YR GKSy OftA0]1 2y GKS aLyaSNIk

will open:
w»m‘l - e type: [Yoo Tube videe o] "'””""2"'.” -
== s Scrmen o (To load a small media
S e S e file onto the Kwikwap
Erter the URL of your vides 1o the LWL fisld beiow Dt-':--u:::u-am :::,, é. S NJZ é N\E Me@& A é 1
P e on the left, else click on
wot: o Gweb locatiog 62 @S
Fostinnng Dy e |t)

c2
LT (St 8Oskt G G

s s eess | YOU Want to insert onto
your web page

Important

lv' At this stage we will only be addressing how to load a YouTube vid
As time allows, we will include other types of memhighis manuahs

well.

{ St SOG &, 2dz ¢ dzo& typed R SBr BaxNIpecify th&iGh aqd
height6 Ay SA G KSNJ & LA E S tURlIdvhese Nourdypué Tibé vidédR LI &
KIa 6SSy al SR Ay GKS a&a!'w[é GSEG o02E |
pictures, you can also put a border of a specific width around ymeo display

window, select how it will be positioned on your web page, and dictate how big a
space should be between the video display and the surrounding text. When you
KIS SYGSNBR Fff GKS NBIdzANBSR LI M} YSGS
@2dzNJ 6So6 LI 3S3 2 NihecHanges yowhavE inade. 1 2 RA & OF

P
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http://www.youtube.com/

Emoticon = )

3 smile &8 wink A . . A . - i
-'@Shocked :ig\'fBigsmile ¢ 2 }\Ay.aSN‘IJ VIAy- , G§Y%U 7\ 02}/8
gg Confused 5’3 Unhappy LJI = S 2 LJf I O S U K S O dZN\E. 2 NJ 7\
& Angry @ Clown location on your web page where you want the

& Embarrassed i Star emoticon to appear. Clickan K S & L y & S NI
Doead @ sieery SY23iA02y¢ AO2yd {SfSOG o
@issperovs. @ aoprove G2 AyaSNI FNBY GKS RAFE?2
(&% Evil smile f¥% Cool

Horizontal line =)
,2dz YIe GAAK (G2 AGRNIlI g¢ | fAYyS | ONRaa @&
OdzNE2NJ Ay (KS &SR ieline oddidsertédk QickBn the2 dz 6 | y
GLYRSBRXG K2NRT 2yGrf fAySé A02yd ¢KS F2

Align [ Defoutt [ -] Choose how you want the line to be aligned
i %ii@ (Default, LeftCentreor Right).Specify the width
color: [ ] of the line in a percentage of the page widor

S| Deroutt [<] in pixels. Enter (in pixels) the height (thickness)
SPn- s rheotenE ot of the line and select the line colour. Select
GLYaSNIL¢ G2 LXFOS GKS f )
G/ FyoSté G2 RAAOFINR (KS

] Insert II Cancel

Tip
A quick way to DELETE a graphic, media object, emoticon asline,
aSt SO0 GKS 20 egl@iemisglectédindl bed SR A (i

GKAIKE RARGBIRBaaAYI (GKS a5StSihS

#®
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Hyperlink 4\20)

Use this functionality if you want to give your web site visitors a quick and easy
Gak@ddié G2 3F2 G2 | y2idKSNI LI 3 §otozayageé ¢hdzNJ
another web site (external linkpther types of hyperlinks you can create on your
webLJr 3S& Ay OfdzRS fAYy 1 AYy3a G2 | Goz2mil YI NJ
address, and linking text to an image or media object.

AR Tip

A@\ The font size of a hyperlink can not be chandedill display in the
' GRSTFlL dzAf G¢ F2yi aAl® 221z K| @SS fa

clever way to make a link stand out, is to create a graphic (E.g. a b

NER o0dzid2y AYlF3S ClikkHere 0 8eeour A y

Speciald 0 ©

LyaSNI GKAa EINJ LIKAO ySEG ( #SediK
Gt A OmNEINBSKA O a & tBed right&ligk orthe Rt 0
asSt SOl GKS aLyééNijgd%wnjmemuérLdléNJ
SYGiSNJ 6GKS LI NI YSGSNRBR | a RAA&aOdz
LJ 3S¢ o

Typically, you will firstype the text to be displayed ongaNJ ¢ S6 LJ 3S Ay
02 Eé ® I(sklefttie pattiriof text that you would like tohange intaa

KELISNI tAYy1=Z YR OftAO] 2y (KS daLYy&aSNIk?9
appeatr:

Link to another web page

I || ok e Make sure thei/Veb
- — locationé 2 LJUAZ2Y 2V
i of the dialog box is
Bl i highlighted.(See red
arrow)
YouOl y £ St @S GKS
GSEGE o0flyl= I|a&

already selected the text

you want to act as a

, KBLISNXIAY]l FTNRY
5 .. | 02 HIEyou type text here,

== it will be inserted intoyour

A2y BKSNB @&2dzNJ Od
[

7 AN 7

S
2 Ayl GSEGE o02E 6A

o LI 3IS G GKS 2
Eé¢s GeLAy3dI Ay (K

(@]

¢ & LIS gfeeniiid S G & Etéxawill bekdisglayed if your web page visitor
G K 2 @ SditInéusepolititer over the hyperlink text.

R —
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Tip

wSYSYOoSNI GKIFG {SINOK Sy3aiaySa N
field. It is anothemplace where you can add more repeats of your
keywords for higher search engine ranking.

At the bottom of the screen you have to enter thigzLof the target page This can

be another page on your own web site (internal link), or dwddress of another

web page (gternal link).

.St 28 GKS ' w[ X2 hénhd: OF UG MBSy STOMBENENKISheRINE LI
Y2aid FTNBI dzSy it Sandzavibdeve 2 LIeW vigidowe I NIK Sa & { |
GAYR26¢ 2LIIA2Yy OKIy3dSa GKS OdaNNByidtfe R
when the hyperlink is clicked.

When someone clicks a hyperlink on yeweb page and you have set this

LI N} YSGSNI G2 abS¢ LI 3IASET + ySg oNRgASN
content of the target page will be displayedoursource page, on which the

hyperlink is situated, will remain displayed ibv@wserwindow or tabin the

background.

AR Tip
@\ When hypeflinking to anexternalweb page, it is highly

ﬂ NEO2YYSYRSR (GKI O &2dz dzaS GKS 6
prevent your web site visitor from leaving your web site altogether,
as your web page will still ken displayin one of the browser
windows (tabs)
{StSO0 aLyaSNI¢
G/ yoSte G2 RAaOl

2 LXIFOS G4KS
NR GKS OKIlIy3ISa &2dz KI

Link to a bookmarkPlace in this document)

You need to have added bookmarks first (seeBlg A y 3 ASOGA2Y a. 2
you can hyperlink to it. After highlighting the text you want to point to the

bookmark, clickontf G LYaASNIKORAG | @8LISNX AY 1€ AO02

o TS E—— ¢CKSY aSP8oOi (K-S
o e this documeng 2 LJGA 2 Y
M [ e oo the left side of the dialog
box. (See red arrow.)
q A list of bookmarks on this

web page will be displayed
in the main display area.
N— (See red rectangle.)

| - | Select which bookmark you
i ==_| want to link to, and also
GKSUGKSNI 0KS fAYy] akKz2dzZ R 2LSYy Ay (GKS af

Dpea mi | Serme we

P
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GLYASNI ¢ (G2 LXIFOS (K5 KRILISNIE X ¢efanges/ (i 2 21
you have made

Link to an email address
Type the text on your web page, which will normally invite the web site visitor to

send you an enail. Selectthe textand click ol KS a Ly aSNIk 9RAG | &
e i | St s (G { §t 8 OrimailiakSes
option on the left side of
— Eon s the dialog box. (See red
oladie | e arrow.)
,2dz Oy fSI@S
GSEGE o0fl ylod ¢eé

6Screentip GSEGP ¢ K.
be displayed if your web

LI 3S GAEAAG2NI K
mousepointer over the

. | hyperlink text.

Tip

Remember that Search@i ySa NBI R GKONBZy
field. It is another place where you can add more repeats of your
keywords for higher search engine ranking.

Ly &8 addresé T A St Rargetietnadaddiesshere this message
should be sent to. You can also make things easier for your web visitor by inserting
| yinitéal subjecé | YR &2 YS-Yli 8§ E{ 0 i riieks8Bba

7 Tip

@\ If you would like to remindhe person using this facility to-mail you
: G2 AyOfdzRS &LISOAFTAO RSiGFAfaz @&

field. For example, you can type the following in:

Name:

Contact number:

City:

Please send me more information on:

Your potential customei KSy 2y fé& ySSRa G2 1

[ £t A01 2y aLyaBINAife KRLIZNHII OS] GKYS &2 dzNJ ¢ S
discard changes you have made.

#
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Link to images

2 KSy @&2dz 6l yild GSEG (2 Keé LKSlNEhargthseditBe | y
mapé T &2dz FTANBRG GeLlS GKS GSEG 2y &2dzNJ ¢
GLYASNIUKORAGO | B8LISNIAY1E AO02y 0

{ St S OlihagdsK S2 1A A 2
on the left side of the

dialog box. (See red arrow.)

Lk basd:
9
b ‘ocabion

Soeen bp.

All your images that you
ST cel phane have loaded onto the
R ‘ Kwikwap server wlibe
ﬂ “ - displayed in theentre part
A R of the dialog boxSelect an

J R H . imageor upload a new
... | image to the Kwikwap
fsd i e ASNIDSNY 6{SS alL

INT LKA O&E & JQif Rletild: )@nze@Su have selected an image, a
preview will be displayed ontheright §d 2 F G KS aONBSY > (i tzf RS

2 KSy &2dz 986N Ol I HK S { GtVOND ROA NDE &

the following displays on the right side of the dialog box: | e
&Prefix with file icog LX F OSa | fAGGES|AO2y oO0GKS al
toolbar) before the highlighgd texton your web page

Gppend filetype andsige LI I OS& | FAES| 18LS RSEAONKRI
and the size of the file after your highlighted text. Click on

iKS OKSO|l 02ES&a @&2dz ¢lyid G2 OGADIGSE
G2 LI FOS (GKS KeLISNI A €2 i 282dzNJ-4So-! LI 3

discard changes you have made.

Link to media

This function is handy if you want to describe a media object, and create aaitort

for the web page visitor to go to (pIay) that specific media object by clicking on the
K& LIS NI Ay | SWatdi tBebnstmuctionvided BHEREW . 2 dzNJ YSRA |
already be either uploaded to the Kwikwap server, or be added to a media library
fA1S a,@dS % do\E&E NI kK SRA (I Safebting text thad Hadid A 2 y
link to the media objeck YR Of A0l 2y UGUKS GLY&SNIKI9RA

-
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o S s { St SOMedid@#K S Ldil A 2

= - .| on the left side of the
—

screen. (See red arrow.)

If you have any media
loaded on the Kwikwap
server, it will be displayed
in the white section in the
middle of the dialog box.
Select the media object
. | you want to link to.
Ope 0l | Same wndoe (el canosl OR
At the bottom of the dialog box, type in theRL(web address) of the media object
2y GKS YSRAIF aSNBSNE tA1S a,2dz ¢dz0S¢ o
the dOpen i€ drop-down menu

A

5
Matia

(St SOGGANKRaAGhEl 0 2y (KS KeadK@T %ARS 27
red circleabove. This will display two more options you may
choose to activate.

GPrefix with file icod LI I OS&a F tAGGES AO2y O60KS | al
toolbar) before the highlighted text on your web page.

&ppend filetype andsige LI I OS& | FAES (@8LS RSEONKRI
the size of the file after your highlighted text. Click on the

OKSOl 062ES& @&2dz ¢yl G2 FOGAGFIGSE | yR
0KS KELISNIAY]l 2y @&2dz2NJ S0 LI mE&inade NI a/ |

Bookmark ;'6)
A4S GKA& FSIFGdzaNB G2 LXFOS | ao0221 YN ¢
from anywhere on this web page to this bookmatk{ SS aSOlG A2y at f |
R20dzyYSyidé¢ 2LIAZ2Y dzyTRISiSIA niceé féati® hofuseyffoa | 0 2
would for instance give a summary of topics at the top of your page, with hyperlinks
to the paragraph headings where these topics are then expanded on. Clicking on a
G2LIAO Ay (KS adzyYl NB tdoitHe paraggr@ptiayokisarkeédk S ¢
elsewhere on the pagénother example is if you have a very long page, you can
LISNA2RAOIf e KIFI@S | fAy]l G2 32 G2 (GKS
the visitor to the top of the current web page.

P
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Firstsdecti KS GSEG (GKFG akKz2dzZ R 65 @2dzNJ 6221
you want to send someone to from a hyperlink elsewhere on this page.

Bockemat paes | I | 9y GOSN I R&SOEGNRAE X Ky R Of
2y GKS aLYyaSNIié odzidzyo

-l If you already haveavedbookmarks orthis
LI 3Ss (GKSe gAf fExig8 RA &L
bookmarkgé | NB I @& | &ngonédf tifema S €

L= b yR RSESGS AG RamveO torddiliry
Toedit a bookmarknam& a St SO0 AG FNRBY (GKS G9EAA
0KS yIYS Ayl 0RISY®Eé 2R FiRAE OKSY Of A 01 2

hyOS @&2dz KIS FAYAAKSR | RRAYy3I 2N SRAGA
button to save your changes.

Special Character: 3\2 )
Use this feature to insert special charactem the text of your web page content.
Place the curson your web pagetexk y (0 KS GSRAG 062E¢ 6KSN
OKIF NI OGSNJ G2 I'LJISIENE FyR OfAO] 2y G4KS
displayed, offering you a choice of several categories:

Insest charncter code:

—— If you know the ASCII codier the

L ElElelE=l= 7[5 [*] | special character, you can type it into
= 0 K 8ised charactercode FA St R
displayed at the tof this dialog box

Alternatelyselect a categoryrom the
list on the left of the dialog box, then
select a specific symbar character
from the tabk on the right, and click
2y aLYyaSNIéo

Recently used

irgmrt character ciadw:

Take noteof the warning displayed
when you select some of the
categories on the left (See red circle).
This indicates that these characters are
not always displayed properly in all
browsers.

Swncerily ysed:

o
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On the second line of the Tool Bar we find tyionspertaining to the formatting of the

text on your web pageRemember that you set your default text font, size and colour in

the Management Portat  dzy’ RS NJ drpe @29 WLOtSISit $ha// KEl 2/BNEEREE 2 f 2
options. The parameters you set up there are applicable to your whole web site as a
default. However, they can be overridd@r certain,selected pages othe web page
contenteditor, but the changes you affect here, are only applicable to the textsgbect

Ay GKS aSRAG 02E¢ 2F (GKS SRAGZ2ND ¢KS T2¢f
Styleffontisize (VoM ~iFont 4 £ |

Use these three functions to change the predefined style and/or font type and/or

font size of the text you have selected (highlighted). Click on any of the icons to

view the available options. The style indicaiadhe graphicabovéa a & b 2 NXY | f

S8l @&dr KIS |y 2LJWA2y (G2 af/ fSFN F2N

Yy R
KS KAIGKfAIKGSR GSEG (2 (GUKS RSTFrdzZ G O

[
II
u

7\ Tip
Y\ The most readable and consistently displayed fontdusethe web

: I NBE &+ SINRIE VAIOMNNRE flEyPR ¢KIS g & (K
most browsers is very consistent, and they have been found to be i
most readable on web sites. This is not to say that you should use
these fontsexclusivelybut it is recommended that you select one of
these fonts & your default text font. You can select other font types
for headings and texhat you want to stand out.

Bold/italics/underline B £ 1)
Use these options to make text appear different to the surrounding text. This can
KFIgS GKS STFSOG 2F aRNIgAydIe GKS NBFRS
stand out.
Select the text you want to display tliesiredeffect, and click on any or all tife
three icons to apply the effect.

) Tip
@\ Be careful of oveuse of emphasising text with special effects. It

: O2dzZA R YI 1S @2dz2NJ L3S 221 aoOfd
to read. The whole objective of most web pages is to make
informationavailable to the site visitor. Try to make it as easy and
pleasant as possible for the reader to get the info s/he is looking fo

P
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More font options (¥)
Clicking on this icon will offer you the following options to choose from:
Superscript, subscriptstrikethrough. Again, first highlight (select) the text that you
want to display this propertyand thenselect the icon and the particular option you
want to apply.

A ab
Font colour and highlighié\- /)

This is probably one of the functions you will be usingtoften. You can change

the font colour with the left icon, and highlight the background behind the et

the right icon as if you had used a highlighteen over the text. Again be careful of
over-use, or your web page might end up looking like arsiedoox, which will

make the text difficult to readSelect the text yowould liketo exhibit the font or
background highlight colour, antick onS A K SNJ 2 Froni ®I8u¢ | @ RIS @&
dHighlighe A O2y ad | 2dz gAff 0SS LINBKIkSNWsi SR 6 Al

If you know the écharacter code for the colour

Irn http://www.kwikwap.co.za/the_manage_new/wy 1.7 l

you want, you can enter it in the box circled in
B red.
- color patetie: [web ssfe colos <] | Be warned!Not all colours are displayed properly
Default in all browsers. IEonsistent display afolours

between different browserss importart to you,
aSt SOl 2yS 2F (UKS a2So a
» ~ colour boxedlisplayed colour picker.

I 0 1

As you move your mousgointer over the colour
02ES& RAaALIXF&@SRZ | 06aO0ONB
character code identifying that particular colour,

and it willpreviewthe colour in theframed box

. o« || camee || toward the top left of this dialog box.

—Recently used:

When you click on a colour, you will see the preview in the smaller top right framed
box, with the 6character colour code. To apply the selected colour to your selected
textinl KS a@SRAG 62E¢x Ot A0l 2y ahvYéz 2N O
selections you have made.

P
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Paragraph justificationk el
Text you type (or copy) onto your web page is separated into paragraphs by the use
2F GUKS a9yuUSNE (1Seéd 2KSy @&2dz LX I OS e&z2d
YR aStSOG 2yS 2F GKS F062@S aLJ NF INI LK
the whde paragraph.
¢CKS FANRG AO2Yy gAff 2diatiMIneS Ré2dzNI KL NI S
OK I y 3 Larkteiied £2 1K S {1 KAMRI NiRA SIRveamdHKldfyhese (0 K S
four icons will space the words in each line to give the paragrapldad 2 O1 SRé f
which will not have any indents either left or right.
The highlighted mngebrown coloured iconndicates active selection for the
paragraph your cursor is in.

More paragraph options ¥)
{ St SOGAY I I LI NF INI LIKNI IR IO ADPRNVAY 2§/
two optionsl @I A f F 6 f S® a5 KidliBeQiéfdul? optioh. Setedtingd 2 NA 3
G5ANBOGAZY NRIKG (2 € &pyings wAidEd (RITB@S |
formattingto a paragraph

Numbering/bullet list }= =)
Numberedand bulleted lists are a great way to share factoids or sequenced steps
with your web page readers. It simplifies the layout and reduces superfluous text,
while makingt easier on the eye to take in relevant facts quickly.
Seprate each fact or stepwith  LJF NI INJ LIK o NBIF |1 o6LINEA A
step). Select all the text you want included in the isy¥ & 2 dzNJ, anédRck n © 2 |
the required (number or bullet) icorY.our text will be formatted according to the
option selected.

P
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More listoptions (¥)
This feature allow you some additional formatting of the lists, over and above the
RSTI dz 2LJij)\2yé GKAOK NB | LJILJX ASR ©KS
GodzZf t SGSRe fAaldl AO2yad LYy GKS aSeRstd o
YR Of AO1] 2y (KS da2NB tAald 2LWGA2yaé
more options:

=

y
2
A

e Tirche T Zalare

. 2dz Oy aStSO0 lye 2F GKS RAaLX I @SR T2
G bdzyo SNERé Fddhih Yhenil (€iledRriN&d), anelect which number
F2NXYFGOAY3I &2dz 61 yi | LILIX A SR 4lig, yo 2adzNI 4 S
also select at what number the selected list should start.

I TOSNI OK22aAy3a &82dzNJ f Aad F2NXIdaGAy3as O
G/ Iy 0@idcard yaur changes.

Indent ( )
These two icons are used when you want to changddfienostalignment of a
paragraph. It could be useful to indicate a qudragraph, detailing info about, or
referring to the nonindented paragraph above it.
Yourdefault textflow of a paragraph is lefiligned against the left margin of the
web page content display area. Selectingthe g2 84 o0 a LYy ONBIF &S L
move the paragraph where your cursor is to the right, leaving a blank space to the
leftof 0 KS LJ NI ANJ LIK® 9F OK Ot A0l 2y GKS aL
¢2 NBRAzOS 62N NBY2@S0 (KS &Lk OS u2 0 KS
AYRSY(Gé¢ AO2y dzyGAf GKS LI NI INI LK A3y

»—
Kwikwap Web Development &gm (KW101) KWIKWG p Page25 of 25



