How to Use Pages

One of the first features of using your Township Website is manipulating the Pages that appear.
To add, edit, or adjust the Pages of your Township Website you will follow these steps.

I. Pages Overview

By default, your website will resemble the following image.

Home

Woodford County - ztest

Events
This is the default home page content.
Parnerships
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Copyright © 2019 Township Officials of Illincis | All Rights Reserved
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Snow Plow Routes
Download Center
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Each Page can be individually edited. You can also add or delete Pages from the right-hand
column.

To do this, you will access the Manage Pages on the Antilles Dashboard. Locate the button that
resembles the following, right-click on Manage Pages.

Pages

=]

MANAGE PAGES

Once you do this, your screen will load a new page, that should resemble the following.

8 Pages
Location Filter
(Top Level) - Search by Stub, Title, or Menu Name m
SEO Page Type Modified
= =2 Woodford County = ztest - Home Page (@ 2/26/2019
°
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II. Editing Pages

8 Pages

Location Filter
(Top Level) - Search by Stub, Title, or Menu Name m

SEQ Page Type Modified

Page @ 2/26/2019
s

To edit the Home Page of your Township Website, right-click on the words on the screen above
that say [Your County] > [Your Township] — Home circled above in purple for emphasis.
Doing so will take you to the steps listed on Page 3 of this guide.

If you wish to edit one of the pages that are accessible in the right-hand column of your
Township Website, you will right-click on the blue folder icon with the number, circled above in
green for emphasis. Doing so will take you to a page that resembles the following image.

Location Filter
= Woodford County = ztest - Home - Search by Stub, Title, or Menu Name m
SEO Page Type Modified

= @m0 Events Page (@ 2/26/2019

= m0 Parnerships Page (@ 2/26/2019
2

= =m0 Commissioners Page ® 2/26/2019
2

= =0 Directors Info Page @ 2/26/2019
2

= m0 Emergency Procedures Page (®2/26/2019
2

= @m0 Snow Plow Routes Page (@ 2/26/2019
2

= =m0 Download Center Page ® 2/26/2019
2

= @m0 Links Page @ 2/26/2019
2

= =m0 Professional Resources Page (@ 2/26/2019
2
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Right-clicking on any of the blue words with the title of Page you wish to edit will take you to a
page that resembles the following.

szl Lo R In the red emphasis box, you will see the
@ Conent | @ Setings @ Securty @ SEO Title of the page. In the green box, is the
Menu Name of the page. By default,
= Wen Name these two are the same. However, if you
commisener commiseners wish for the name appearing in the right-
Content hand column on your Township Website
- ‘p””n F"':“I Ta:‘E ATOG'SE Gt ies -t ozmame| O differ from the name appearing at the
R =0 s e e s top of the page, this is where you would
change it.

The commissioners content will be posted here when available.

In the blue box, is where the actual body
text of the Pages will go. You can create
headings, change font color, use bold,
italic, and underlined text. There is the
option to have bullet point or numbered
lists, create tables, embed videos, insert
images or insert documents for download
(use the How to Create and Insert Resources guide to learn how).

Remember to right-click the blue save button in the bottom right hand corner to
save any work done on the Pages you have edited.

III. Adding and Deleting Pages

If you wish to add a new page, or to delete existing pages you will need to follow these steps.

A.Adding a New Page

Location Fiter To add a new Page to your Township Website,
e © e ENED you will want to be first on the page that
SEO Page Type Modified . .
resembles the adjacent image.

- = : Fege @220 On your screen, you will notice in the upper

- w e @2z right-hand corner a blue button that reads Add
- = Directos nfo - ;mm New Under +.

== e g Right-clicking on the
= wo & s i Page Q200 button loads a page

- = Download Center Page Q212209 that has a drop-down menu where you can

- = Line roge @213 choose between a Page or a Link. Selecting
e e o Page creates a page like the ones shown in this

guide, while Link creates a clickable link for
users to click on and take them away from your Township Website.
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When you have selected Page, right-click on the blue button that says next -> in the bottom right
hand corner of your screen. You will be taken to a page that resembles the following.

© Content #F Settings 8 Security @ SEO

Title Menu Name

Content
Edit Insert Wiew Format Table Tools
Paragraph B 7 U A EE=EEE-E-EE 6 |F

H- T E &« 88 0o &

OWORDS

On this empty page, you can create the Title, Menu Name, and the Content that will appear on
your new page.

Remember to right click on the blue save button in the bottom right-hand corner of
the screen when you are done making your changes.

B. Deleting a Page

If you wish to delete a Page, refer to the screen that was shown on both Pages 2 and 3 of this
guide that is entitled Pages. When you hover your mouse (without clicking) over the name of the
Page you wish to delete, a list of new words appears below it, as shown below.

= =0 Events
& Edit | @ Quick Edit . o Preview | By Duplicate

Page | 4



One of the words is in red, shown here in a green emphasis circle, that you will right-click on.
You are now prompted if you want to Delete the Page. If you wish to do so, right-click on the
word Ok.

You have now successfully Deleted a Page.

If you have any additional questions from the conetne of this user guide, please contact the TOI
office at 1-866-897-4688.
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