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 To edit any page, click on the green ‘published’ button and select edit content. 
 This button may say ‘draft’ depending on the type of page you are working on. 

 

Editing and creating basic pages 

 

 This is the basic page editing screen you will become very familiar with. 
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 Here you can edit the content on all your pages and add new content as well. 

 

 These page content builders are how you will configure information, text, and images on your 
pages. 

 The text editor and column row are the two most common types you will be using. 
 There is also no need to edit the event feed once it is set up. 
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 This is what an opened text editor looks like, here you can edit the actual text on the page. 
 The tool bar at the top is very similar to Microsoft word, and you can even (crtl + C) + (crtl + V) to 

copy and paste directly form Word into the text editor. 
 Please note: do not add images to text editors, this is done via a column row. 

 

 You can save your changes as a draft (not yet public facing) or as published (changes will appear 
instantaneously).  
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 You can also schedule you changes to be published at a specific date and time. 
 Please note: do not for any reason click on the red ‘delete’ button. This will delete your entire 

page and we are in the process of getting rid of this option. 

 

 If you scroll back up to the top of the page and click on the revisions tab, you will be able to 
revert your page back to any of the previous versions you have save (very useful if you 
accidently delete something). 
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 To create a new basic page: hover over the content button and navigate to the basic page 
option. 

 

 This is virtually the same page as the editing page, so everything should look familiar. 
 Here you can title your page, add an introduction, and use all the other types of content builders 

to fill out your new page. 
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 Notice the ‘menu setting’ tab on the right-hand side of the screen. This is how you will tell your 
page where to live within your chapter site. 

 The default parent item will be set to your chapter homepage, which means this new basic page 
will appear as its own link on your menu. 

 

 You can set the parent item to another one of your menu tabs to create a subpage within your 
menu. (See how the president’s message page is a subpage within the ‘Our leadership’ parent 
page. 
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 Important for search engine optimization is the meta tags tab. 
 Here you will need to provide a short description of the page you are creating so the page will 

be easily found when searching on google. 

 

 Here is the list of content builders you can add to your page, though you will primarily be using 
text editors and column rows. 
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 Column rows are great for adding images to your page. 
 To do this remove the default text editor that comes with the column row. 

 

 Next, add a new ‘image card’ to add an image to your page. 
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 Select an image from the content library. 

 

 Or upload a new image. 
 You can edit the width of your columns, add more columns, and have text the goes in your 

columns as well.  
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Creating a chapter Ad (Scrolling) 

 To create a scrolling chapter ad, hover over the content button and navigate to ‘chapter ad’. 
 Input all the relevant information and be extra sure to manually input the name of your chapter 

in the chapter text box. 
 Select the logo from the media library, set the display date range, set the duration in seconds 

that the ad will scroll for, and hit save with the published box checked to put the ad on your 
chapter homepage. 
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Creating Events 

 

 Enter the relevant event information: title, date and time, time zone, and add a registration URL 
to have a registration button on your event page. (link text will almost always be ‘Register’) 

 

 Very important: Manually input the name of your chapter in the chapter text box. 
 Enter the city, country, and zip code where the event will take place. 
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 Ignore the following boxes: Networks, interest areas, directions, notes, speakers, and program 
summary. 

 

 Input cost and CLE information and add a sponsor logo to your event page. 

 

 Add the location the event will be taking place here. 
 Copy and paste the same location info in both of these boxes. 
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 Put ALL relevant event information in the body box. Program summaries, speaker info, sponsor 
language, any extra details. The only things that do not need to go in the body box are location, 
date, and time. 

 

 Input your information or the organizers information here. 
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 Most of you will not need to add any source details for the time being, so you can leave this 
blank. 

 To save the event and make sure it is on your event page, click save and make sure the 
published box is checked.  

 

 You can also edit your event by going to the event page itself and clicking on the green 
published button. 
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Adding program material and direct links to internal documents 

 

 To add and link program materials to your pages, hover over content and navigate to the 
document option. 

 

 Choose your file from your HDD, name it accordingly, and save it to the media library. 
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 Next we want the internal link for this pdf.  

 

 Click on the link you just created in the green box (see screenshot). 



 
17 

 

 Click on the red pdf link. 

 

 Copy and paste this URL, this is what you will hyperlink to on the page you want the program 
materials to appear. 
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 Navigate to the editing page of the page you want to add the document to. 
 Create the language you want the hyperlink to display. 

 

 Then create a hyperlink in the appropriate place and paste the link you just copied here. 

Editing your sponsor page 
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 To edit the language on your sponsor page or to change a sponsor logo navigate to your specific 
sponsor page. 

 

 These rows of logos are called sponsor rows, they are a type of content builder that easily 
organizes sponsor logos. 
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 Click on the green published button and select the edit content option. 

 

 Navigate to the specific row you want to edit and select remove in the blue sponsor logo box. 
 Then select the new logo you want to upload/choose from. 
 Finally, always remember to save the changes you made. 
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Miscellaneous  

 

 If you click on the content button the site will take you to the content library itself. This is a 
catalogue of all the content everyone has uploaded to the site. 

 Here you can find content you have saved but not published by sorting by content type, or by 
inputting the title of your content. 

 This way you can work on things far in advance, save it, and wait to publish until you need to.  
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 This is the site guide for the new website: https://www.acc.com/site-guide 
 Here you can find helpful information and SOPs for adding content to the website. 
 The page displayed in this screenshot is the image specifications page. 
 See also: https://www.acc.com/media/document/7481, 

https://www.acc.com/media/videofile/7496  


