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Let's start from the beginning. Make sure you have cookies enabled or it will not work. Enter your domain
name into the address bar [1] of your Internet Browser to get to the Log In page like this
http://www.your domain name/typo3 or www.your domain name/typo3 will also work. If you

are using your domain name number, you will have to add / after the word typo3 to get to the Log In
page. Here is an example http://???.??2.53.230/typo3 /
Now you will see this screen:

a Typo3 Login - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help |

EBack - = - @G (3] 23 | ‘hsearch  [G]Favorites o
address I@ hitkp: [ e, mouniverse, cnm;’tyanhndex%\J ﬁGn

watmam

Administration Login

Alternative -

L

@ Done l_ l_ l_ @ Internet

In the Username box write your user name [2]
In Password box write your password [3]
and then press the [Log In] button or [Enter]
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Overview

Typo3 Screen Shot

Your Typo3 work area should look something like this:

j mcuniverse.com [Typo3 3.5b4] - Microsoft Internet Explorer

File Edt Wiew Fsvortes Tools  Heln ‘Links &MU @MU GBook  @]PPHLogaer  @|MCUBES & |Hotmal &) vahooMal

Back ~ = - () i | Qsearch GilFavortes EMedia (4 | By S - #he [d

Address I@ hktps f i mcuniverse, comytypoSfalt_main.php

E--chuniuerse.com % =, Intro IColumns ;IQ: :I
|_:_||:Ej -[ Marlies' Craative Univer.., Path: /Intraf
[]---I% -[ Crafts 1- BAEEROY
[]...@ -[ Graphic Design]-Marlies'.., By the "Calurnnsz" view vou can control the content
_____ Iébl [ Maies ]- of the web page as it is positioned in columns,
5] -[ Mal - 2
[]---E‘I -[ Murnerclagy ]- =S pagecontent
..... & -l eiorhythm 1-
[]‘"I% L RlGneshl Edit page header Move page Mew page Mew content I
E-[Z] -[ Mative Interests ]- - _ _
[]...@ -[ Links ]- Ei=| ¥ = =
B -[ ©nline Fotos 1-
..... @ -[ Computer Tutor ]- =] Text
[]...E‘l T2 Sample =k =i i
Guestbook Start; 19-12-01 (-1 yrs)
‘9 - Welcome to the Typo3 testsite!
[]---l% Redirads You've now succeeded in the most basic Typo3 installation.
Ell% Irtra Congratulations!
T A Thiz testsite allows vou to further test Typa3, learn fram
I% pag A examples, play around with things and so on, The site is
I% Another site in the same da... continually expanding and by each Typo3 ralease a new
@ Phata marathon (Examplea) testsite normally follows, This contains new and improved

examples of how to work with Typo3,

H-{=] TypoScript exarmplas
i Tpe s 2 Edit in Rich Text Editor

....@General User Storage

I% Phota marathon (Example) " show hidden content elements 3
E‘I TypoScript examplas
General User Storage
[]..gfiarbage SEARCH
48 Categories Search String: I IThis page ;Iﬂ

48] Warious iterns

Show records:
[-E] Diract Mail Example

- Admin functions

¥ Clear cache _"{.J Reload the trea frorm server ADVANCED FUNCTIONS
iuszai:cmﬁ I[ Clear cache ] ;I

B clear &l CachE4 3 Create new record
Logoutl 5

[rrcu] 6 |~

Edit Page ID: | T ‘

2

4]
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In the screen shot you can see that there are 3 columns on the page.

[1] The left most column, underneath the globe icon and the word Web, is Typo 3 information.

[2] The second column, starting with the globe icon and the web site's name, is your web site's navigation
information.

[3] The third column is the work area

[4] Clears the cache so that the latest version is displayed in the browser. Use before ‘Save document and view
page’ is pressed when editing a page or page content.

[5] Use the logout button to close Typo3. Typo3 will remember your last work area and come back to it on the
next log on.

[6] That is you, the user who is working right now in the workspace.

[7] Find your page by its ID number. If you are working with a lot of files this is much faster than scrolling and
trying to find the file.
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Typo3 Column

% Web

D Page
o+pPlugins
lQ"-Jiew

Bl List

[ 1nfo

Bl Access
@Functinns

HE Template

@ Photo

Marathon

=2 File

B Filelist
Iﬂlmages

D Doc

ﬂ User

&, Taszk center
A Setup

2 Tools

¥ Uzer Admin
ﬁExt Manager
[0 DB chack

¥ configuration
B Install
[#FLog
G-Indexing

8 phpMyadmin
[Z] Help
[Z)about madules
i About

(left most column)

This column helps you choose your work area. You will be mostly using the 'Page' option
underneath the Web Title and the 'Task center' option under the ‘User’ Title.

In the Task center you can leave yourself or others notes and important information about

your web pages.

Clicking on the word next to the icon opens up that information in the column 2 which is to
the right of this current column and your website navigation column.
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Task Center

The task center is one section that comes in handy to leave yourself messages and reminders. You get there by
clicking on the text [ ‘Task center’ ] below User in the Typo3 column (1% column).

In the middle column you now have the ‘Task overview’ information.

The right hand column by default opens up the ‘Quick Note’ option. To save information here click the ‘Update’
button.

CM FRAMEWORK
a vieb 1= Task overview Quick Note
D Page _I
] Plugins . Jan 30, 2003 "
c\'nView @ Quick Note Reference Info
%y Jan 30, 2003 The brown color in the headings is #664C2B
List :
Reference Info
@ 1nfo The brown color in..
Bl Access
B Functions m Recent Pages
2 Template E‘x 2222-Bookzhop Page Template
=2 File E‘x 2222-Bookzhop Page Template
Filalist E‘x Green Plague
EIrmages @ Referance Sample Pages
[ poc D Piar 21 WebSite Credits
9 User D MANS Art Gallery
&, Task center
& setup Web>Llist module / root
2| Tools |Task Center with overviews, messages, ToDo Iists|
D User Admin LR
¥T Ext Manager Inbox: 0 Ta-Das
B DB check =~
Messages
E%! Configuration L= g
EL Inztall Inbox: O rnessages
[F Log ag Plugins
B phpMyadrain I
General User Storage
Help
Guestbook LI
@ welcarne
[Z) about modules Board Update
& About = Products
) User manual Direct Mail module .The Guick Mote is vour personal notepad in Tf,lpoS. Mobody u_alse sees it and it's
Hews imtended to be a place for you to drop short reminder notes which relates to your
work in Typo3,
Admin functons Photo Marathon User Storage
¥E Claar cache 2l Message Forum
files in
typo3conf/ (.
B clear all Cache
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Website Navigation Column (middle column)

| D Page |

Clicking on the word 'page’

in the left column) rather than on the folder icon D will open

up the Navigation Column to the right which is a file tree view of your website.

[1] This is the Root of your Website and always has ID=0. The
next line down is usually the first page of your website or your
index/default page.

[2] Clicking on the plus sign [} expands the directory tree.
Clicking on the minus sign El contracts the directory tree.

=
[3] The red X on the white file folder icon indicates that
this file is hidden and therefore not visible online.
[4] The plain yellow file folder icon D indicates a file that is
visible online.
[5] Clicking this icon refreshes the directory tree.

Note
Placing the mouse cursor over the yellow folder icon D turns the
cursor into a hand and below that a yellow rectangle with
the folder or file's ID number and Alias if there is one
(more on that later). As Typo3 is a database driven program,
every folder and content section has a unique ID number assigned

to it automatically. This makes it easier to keep track of

information and also

= mcuniverse, com
E-[5] -[ Marlies' Creative Univer... telling the program to
& Redirects link to a specific ID
id=224 - Alias: mcuinkro number can link
| information.
Note

5

1

E..@mcuniuerse.cnm
|_:_|D -[ Marlies' Creative Univer.,,

o

D -[ crafts ]-
D -[ Graphic Design]-Marlies'.
D -[ Aszcii Face ]-
5.....|:IHGraphic DCesign Testing
D -[ Marlies ]-

D -[ Mureralogy J-

D -[ Biothythm ]-

D -[ Runes ]-

D -[ Mative Interests ]-
D -[ Links= ]-

DxLinks Testing

E

]D

D -[ web Rings 1-

..... D -[ Awards ]-

..... D -[ Favaorite Books ]-
..... D -[ Favarite Links ]-
D -[ @nline Fotos ]-

D -[ Computer Tutar ]-

&Guestbnnk

Rediracts

|':'|D Intro

'J".J Reload the tree from server

In the left column (the Typo3 Module) clicking on the name of a folder works the same way as in Windows

Explorer, it opens the page.

In the second column (the website navigation column) clicking on the

folder opens up a pop up menu with different options/choices (click here

to jump to an explanation of the choices). Clicking on the folder name,

the word next to the folder opens up that page to be edited in the work

area to the right.

1lFu:ulr_:h:r

D -[ Marlies' Creative Univer.,

Mame
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Work Area (third column)

The work area is where changes are made. The area will look different depending on your choices in getting here.

Click on the word ‘Page’ in the Typo3 column (left most column) under the heading Web % Web

D Page

Then in the second column, the website navigation, click on the name of the

D -[ Marlies' Creative Univer...
file.

TFD|dEF Mame

Clicking on the yellow file folder icon D next to the page name and selecting
edit from the drop down menu will have the same result.

Now you will be in the work area. For a screen view go the next page (page 8.
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Editing

Existing Page Content

The Edit Work Area can be accessed

e by clicking on the yellow folder D in the Navigation Column (2nd column) and then edit ||5*:“t

from the drop down menu

or

e by clicking on the folder's name

or

3

D -[ Marlies' Creative Univer..,

TFn:llr_:ler MName

e by writing the ID number in the box at the bottom left side of the screen

This is the fastest way to get to a page, especially if you can't quite remember

where in the directory structure the page is.

Your work area will now look something like this:

Edit Page ID: I

D B, - Ascii Face |-
Path: f-[ Marlies'.../-[ Graphic D...f-[ fszcii Fac...f
BiERBEY
By the "Columns" view vou can control the content
of the web page asz it is positioned in colurnns,

I Colurnns

QuickEdit
Languages
Page infarmation

=%

E Pagecontent

My son introduced me to the ASCII generator at www. text-
irmage.com and I found it absalutely fascinating,

This iz the original picture I used. It is almost square and
only just under 100 pixels wide, The Asci generated picture
however iz S42x626 pixels,

anbsp;

Edit in Rich Text Editar

wiEa 2T
Index: re=
Page created: Wednesday, September 11, 2002

Edit in Rich Text Editor

M chow hidden content elarmants

SEARCH

Search String: I lThiE page ;i Search i
Show records: I

| Edit page header I Move page Mew page Mew content i
LEFT NORMAL RIGHT | BORDER
=R = = | A

=)

LiE dazm

Inde=: Yes

Azcii Face
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You can access your content information to edit in 3 different ways:

Inde:x: Yes
Ascii Face

1

My zan intr
irmage. cofy
This=s is 'i‘h
anly jus
however iz
2nbsp;

Edit in Rich Text Editar

and I found it absolutely fascinating,

423xE626 pixels,

o 2

F=3

uced rme to the ASCII generator at www. text-

original pickure I used, It is almost square and
Her 100 pixels wide, The Ascii generated picture

[1] Clicking on the text itself. Notice
how the text color has changed from
black to blue.

[2] Clicking on 'Edit in Rich Text Editor'
[3] Clicking on the pencil icon %

Your screen will now look like the one below:

= (] ] PR L | er—rp——————— | [
. AT Rarepial

=L

 [225] = Lossm imaum soloer nit smat. conrac

"

Tﬁ.sulmw bind of prge czrbenk tha et mpenanets, bow ootions el srpnr st v v tee
riygend.

[Feet =]
Lusgisge S aburrana
[eatwsn =] [nzrmei

IO e rre . =m R

e adar;
(1) Irter & hesdbne for the content slement.

i

Aigny Taps Lk
I |- e - |
L]

Taubi

) Braes tha bosy bast

LBl S AT N A B D BEEE
SEEiE RO -

Lok, i doloe G WiEE, O8NS Tatede BopiEOrg sbt, Ram bmpaide

|aite al lemeem aimaie. lsoud e Pepeid el @il o1 (onBecletued Wow
lucur ot cdin. VisraE TETIEUT Batie FUroh PRI M0, NG .
nediceckn il pariiar e ipaum. Huls nec R TR T ——-r]

o e
pagpttip Dgrac in bgule. Denec
& 1ad. yitrionr 38 st hepa
Praspant shanmp

o Idara, dapiur 1u
Eu= bgpals fiwrm, =olwrbe non, versr
PR T | Tp—

Pashs D, (RAVV VI ik, VRO 1, e
bibkrdem mpct sil Pellerterguos eihoels ralls dges st Sed palana
g ile felar

7 N g
20 [oren S0 [orier =0 [orerr =0
Enaabiks Bk Paat Fitoe

(T} & chackad, s Bich Task [ckice wil by dasbled foo tha "Tast” and "Tawt sflmsgs” brpan [is s
ahTaet pady L

r

Broparias)
) malack addwinnal hask penpariias,
I~ bald I praiig T vindacing: [ Uppaniasn

L .
0 B ) g8 )

F Show semndesy apaons (paletsr]

I” Dizsbis Bich Tast Edtoe [RTE)

g - |
sl I

r'| — — e 1]

There are a lot more options here than just the text

you want to edit. A full explanation is in the reference

section of the tutorial about editing the page header
(page 14).

[1] The wording of the header of the page can be
changed here.

[2] The text of the page/content can be directly
changed here.

If you only want to see the text you are editing

[3] Click here El for full screen Rich Text Editing.
Your screen will now look like the picture on the next

page.

[4] A description of the ‘General options’ heading is
also explained in the ‘Edit Page Header’ page in the
reference section of the tutorial, only in the page
heading the options applies to the whole page, where
here it only applies to the content section.
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Rich Text Editor

g
S
3
3

Lorern ipsurn dolor sit armet, consecetuer adipiscing elit. Mam imperdiet, justo ac
elermenturn arnare, lacus leo imperdiet erat, et consecetuer arcu lacus at odio,
Vivarnus ternpus pretium rnauris, Fusce sermn massa, congue a, sollicitudin id,
patttitor a, ipsum, Mulla nec elit, Fusce tincidunt, quarm vel blandit consecetusr,
ligula lectus porttitor augue, ut rutrum turpis negque ac dolor, Aenean gquis velit ac
rmassa consequat saqgittis, Donecin ligula, Danec ligula, Mulla quarm libera, dapibus
sed, suscipit sed, ultrices =it amet, turpis. Mam ligula diarm, molestie non, varius at,
fringilla in, wisi, Praesent rhoncus pulvinar neque, Aliquar consequat, Pellentesque
turpis, Sed porttitor diam at ipsurm, Aliguarm aliguarm magna et tellus, Mascenas
pretiurm rhoncus metus, Mullam laoreet larermn eget nunc Ut luctus, est a placerat
volutpat, augue ante elermenturn massa, eu imperdiet tellus libero eu puras, Muncin
feliz sit amet urna congue imperdiet,

Curabitur lectus enirm, lacinia nec, eleifend quis, cursus ac, velit, Curabitur urna, Sed
eget dolor nec erat consectetuer eleifend. Fusce sed sapien in augue congue
bibendurm. Pellentezque porta, Aenean scelerizsque nulla quis lacus, Curabitur ipsum
wisi, tempar quis, rotrum vel, suscipit eu, neque. Proin nunc leo, fermenturmn vitae,
ternpor at, euismod zit amet, pede, Vestibulum bibendurn termpor wisi. Pellentezque
vehicula nulla eget elit. Sed pulvinar fringilla felis

[T Source code

You are now in the Rich Text Editor (for more information about its components go to the reference section
page32). The Rich Text Editor functions just like a word processor.

Any mistakes can be easily undone by pressing ctrl-z or the undo button EI at the top of the page.

Once you have made changes you can either click the save document button EI at the top of the page or the
save the document and view the page in the browser button E! at the top of the page.

If you like the way the page looks you are done. If it is not quite to your liking, go back and make changes until
you are satisfied with the resulting page.

| [ source code below the text. If

If you don't know any HTML ignore the check box next to ‘Source Code’
you know HTML you can go there and edit the Source Code directly.

Note

Remember that after you have made changes to your pages to click on the ‘Clear All Cache’ option | (2 clear Al Cache

at the bottom left of your screen.

For details about the Rich Text Editor go to page 32.
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Adding New Content to Page

Once you click on the [New Content] button on your edit page content screen (page8) in the work area you will see
this:

New content element

D -[ Links J-
1: SELECTTYPE OF CONTENT ELEMENT:
Please select which kind of page content you wish to create:

Typical page content

'8 Regular text element
A regular text elermnent with header and bodytext fields.

'S Text with image below
Fegular text element with a field which can contain any number of images

which are positioned below the text.

'S Text with image to the Hght
Like above but with the images placed to the right of the text with the text

wrapping around the images.

'S Images only
OO any nurmber of images aligned in colurnns and rows with caption. Like the
irmage options abaove but without text,

'S Bullet list
A single bullet list,
B Tahle
A zimple table with up to & colurmins.

For most new page content all you have to do is select ‘Regular text element’.

Below are screen shots of all the options that you will see on your screen.

Special elements

'S Filelinks=
Makesz a list of files far download.
B Multimedia
~| Insettz a media element like a Flash animation, audio file or video clip.

i~ Sitemap
Creates a sitermnap of the website,

Plain HTML

M wiith thiz elernent vou can inzert raw HTML code on the page.

Form elements

B Mail form
A response mail formn by which users of the website can submit rezponses,

'S Search form
Draws a search farm and the searchrezult if a search iz perforrmed.
r Login form
"=l Logindlogout form for website users, This is used to password protedt pages.
You rmust create website users and groups for this to work,

Typo3 Tutorial - Adding New Content to a Page [ Page 11 ]



Plugins
(i E Mini news
Mini news

' E Product list
Add a shopping product list to the page, This iz a part of the built-in shop and
requires the page to contain product elernents in the database.

At the bottom of the screen you see 2: SELECT POSITION:

2: SELECT POSITION:

Maw, click at the position where vou wizh to place the element on the page:
LEFT NORMAL RIGHT BORDER
B3I was running out of space..,
[EHa&nbsp; Please sign ry gues..,

[EgPage updated: Thursday, Sep...

_1-_! Go back

Here you can see the other page content sections and choose where you want to place the new page content.
If you have been instructed by the web designer that you can use the 'Left’, 'Right' or 'Border' position also rather
than only the Normal position, here is the place where you make that choice.

All you have to do is click on the grey arrow next to the grey folder [T land your new content will be placed

there.

Now all you have to do is write your text in your newly created content section.
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Adding a New Page

Adding a new page can be done in 2 ways.

1lst Way of Adding a New Page

Click on the yellow file folder D in the Website Navigation Column

Then from the drop down menu select new [z, ;:El and

press enter.

D -[ Marlies' Creative Univer.,

1lFu:ulr_:h:r Mame

Now you will see this screen below in the 'work area' to the column right.

MNewr record

EEj Ef«3, T3 Sample

----- Crarmain L_EE

..... a Alternative Page Language
..... ME Template

..... @ Internal note

..... m Extension Keys

..... @ Phota Marathon image

..... j Design Component

Bl Address

..... D Maws

----- ﬁ‘ Products
D Page [after]

BE Create a new page

Clicking on *Page inside” will bring up immediately the ‘New record’ page

information.
| L. Click here far wizard! | Clicking on ‘Click here for wizard!’ or
|§E| Create a new page | Clicking on ‘Create a new page’ will also bring up the ‘New record’ screen above.

Typo3 Tutorial — Create a New Page [ Page 13 ]




2nd Way of Adding a New Page

Click on the name of the file in the Navigation Column (second column)
where you want to add the page and the screen below will open in the

work area to the right:

D -[ Marlies' Creative Univer...

TFDIder Mame

Next click on the

E B3 13 sample

Path: /-[ Marlies'.../T2 Samples

BiEEEY
By the "Colurnns" view you can control the content
of the web page as it is positioned in colurmns.

E Pagecontent

I Columns

=1%

[New Page] button

Mew page |

and you will see the
‘New record’ screen.

Edit page header Move page Mew page Mew content i
LEFT NORMAL
e | N =
[ Text
L= F i

Index: Tes
Lorern ipsurn dalar sit amet, consecetuer adipiscing =lit.
Marn irmperdiet, justo ac elermenturn ormare, lacus leo

RIGHT | BORDER

New record
|§| Ef43, T3 Sample

Select a positon for the new page:

..... 2] -[ Craftz -

..... D -[ Graphic Design]-Marliez' Creative Universe-

..... D -[ Marlies ]-

..... D -[ Murneralogy ]-

..... [ -[ Biorhythm 1-

..... 3 -[ Runes -

..... D -[ Mative Interests J-
..... (5] -[ Links I-

..... [2] -[ ©nline Fotas J-

..... (2] -[ computer Tutar ]-

..... @ T2 Sample

....@Guestbnnk

Now all you have to do is to select where you
want to add the page in the directory tree of
your website. If you place it someplace by
mistake you can always move it later with the
move page option (it is available when
selecting the edit option).

Once you have decided where to place your
new page, click on the little grey file folder

[E+]

your page will be inserted at this point.

with the arrow pointing to it and

Your screen will now look like the screen shot
on the next page:
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New Page Screen

H| B Bx| x|[{ oren pocumenTs: ] [ [menu] e

Path: /-[ Marlies'.. /T3 Samplef
| % page NEW -

Hide page:
If thiz is checked, the page will be hidden on the website,
v
Type:
Select the page type. This affects whether the page represents a visible
webpage or is used far other purpaoses,
Layout: Last updated: ‘Mew' until: Mo search:
INI:urrnaI vI I-I |-| E‘ |-
Pagetite:
@ Enter the title of the page. This is narrmally shown in the website navigation.
m |
Alias: Target: Mo cache: Cache expires:
@ r[ @ r [oetautt =]
Subtite:
El Enter a subtitle if neadad.
TSconfig:
Page TwpoScript configuration.
[
w
4 b
Shortcut rmode:
General Record Storage page:
D Page £
Iz root of webszite:
General options:
Start: Stop: Aocess: Include subpages:
@ ] | Z®

B & B x| i

¥ show secondary options (palettes)
" Disable Rich Text Editor (RTE)
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Edit Page Header

The new page screen is the same one you get by clicking on the 'Edit page header' |Edit page header ?a |
in the drop down menu when you click on the file folder D in the 'Navigation Column' or when you click on the
[Edit Page Header] button on the Edit page screen. |

Edit page header ||

By default the new page will be a hidden page. This | | ¥ page NEW - at the top of the work area indicates

the page is hidden.

PagGE TYPES

IStandard ;I
ndard :
Advanced

External URL
Shortcut

Mot in menu

Backend User Section

There are various types of pages you can create.

You select the option from the drop down menu.

The default option is standard.

Mount page

gpa;_ielrd Below is an explanation of the ‘Standard Type Option’. For all the other choices I will
wsFolder

Recyclar only show what is different or added to the ‘Standard Type Option’.

STANDARD TYPE OPTION

Following is an explanation of each section when standard type is selected.

Hide Page Page Title

General Options

Hide page:

If this is checked, the page will be hidden on the website,
[wv—1

Type:

Selact the page type. Thiz affects whethar the page represants a visible
webpage or is used for other purposes,

Layout; Last updated: J..fa ‘Mew' until: 4 Mo search:
INDrmaI vI rl / r |-

Hide Page

[1] By default the page is hidden, removing the check mark from the box unhides the page. This is

important and very easy to forget. Once you save the page and it still shows up with the hide icon you will
know that you have forgotten to remove the check mark. To get back to the place where you can remove it, click
on the file name or the folder and then edit. Then from the screen select edit page header.
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[2] Next you have to select the Type for your page, by default ‘Standard’ will be selected. For an explanation of
the different Types read the following pages.

Layout: Ignore this unless you have be instructed otherwise by the website designer.

[3] Last Updated:

If you have your pages setup to show when they were last updated put the date in here (D-M-Y).

[4] 'New' Until

If you have your pages setup to use this option place the date when the page will expire in here. (D-M-Y).

No Search:

Ignore this unless you have be instructed otherwise by the website designer.

Page Title
Pagetitle:
Enter the title of the page. Thiz iz narmally shown in the webzite navigation,
M|

Alias: Target: Mo cache: Cache expires:
rz @ r [oefack =]

Subtite:

Ermter a subtitle if needed.

[1] This text box has an exclamation mark on a yellow background next to it [ and that means that this field has
to be filled in. The title of your web page is important as it will be used in the navigation of your site. Keep it short
and to the point.

[2] Alias:

In Typo3 pages are identified by ID numbers. It is, however, hard to remember those numbers. So here comes the
'Alias' into play. An 'Alias' is a unique identification string for a page. You can use this string instead of the ID-
number to refer to the page. (Example: If your links page is ID=245 you could use the Alias 'links'. A name is
easier to remember than a number. Only use Alias' for pages that a frequently used.).

Ignore: Target, No cache, Cache expires and Subtitle.

Tsconfig

General Options

General options:
Start: Stop: fccess: Include subpages:
@ r| | 2 ro
Start:

The 'Start' time determines the date from which the page or content will be visible online. Use this to 'publish' the
page or content on a certain date. If 'Start' time is not set, the page will be online instantly (unless the page is
hidden otherwise).

Typo3 Tutorial — Create a New Page [ Page 17 ]



Stop:
The 'Stop' time is the date from which the page will not be online anymore.
Access:

If 'Access' is set to a user group name, only website users which are members of the selected user group will be
able to view the page when they are logged in. The special option 'Hide at login' means the page will not be visible
for website use
Include Subpages:

By default the Start, Stop, Access and Hidden options are effective only for the page on which they are set. If the
option 'Include subpages' is checked for the page, then their effect is inherited by all subpages of the page.

ADVANCED TYPE OPTION “Ad”““Ed =l
Page Title
Pagetite:
Enter the title of the page. This iz narmally shown in the website navigation,
m |

Alias: Target: Mo cache: Cache expires:
T @ [ @ @ [oefaur =
Subtite:
Enter a subtitle if needad.

Mavigation title:

'l

The page title section has now an additional field called 'Navigation title'. Here the name for navigation purposes
can be different that the page title above.

Abstract, Keywords, Description

Ignore this section.
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EXTERNAL URL TYPE OPTION ||E><terna| URL ;||

Tipe: i e . .
http 1/ ;I Enter the URL to which this page iz supposed to link.

- Type!
P rﬂ:ﬁ
rrailto: hitp:/f =

This option type has a drop down menu. This helps you link to a regular external webpage, an ftp page or even an
email address.

For example: you enter the web address without the http:// in the box. If you selected the blank area of the drop

down menu you will have to write the full web address with the http:// in the box for it to work.

SHORTCUT TYPE OPTION ||5"'E”’CC'-"c ;”

Shortcut to page:
Imzert a reference to the page to which thiz page iz supposed to be a zhorteut,

F

D Page

Shortcut mode:

| =l

This inserts a reference to the page to which this page is a shortcut to. To add a shortcut to a page click on the
‘Browse for records’ button 13'] and you will get this pop up screen
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Creating a Shortcut to a Page

; Typo3 Element Browser - Microsoft Internet Explorer

Page tree:
E"@ mMmeouniverse, com

|__—_|D -[ Marlies' Creative Univer.,,
D -[ crafts -

D -[ Graphic Design]-Marlies'...
..... D -[ Marlies ]-

D -[ Mumeralogy ]-

foce D -[ Biorhythm ]-

-[ Runes ]-

-[ Mative Interests ]-
-[ Links= ]-

-[ @nline Fotas ]-

-[ Computer Tutar ]-
D T2 Sarmple

: Guestbaook

EE'"'D Redirects

H@ Intro

D Startpage

D Another site in the same da...

P o T Y IS DY -

TR TR T TR T

1]

O T Y Y O

=101 x|

Select Records:
D + -[ Links ]-

Page [3)
Pagetitle:

[#r

Links Testing

-[ web Rings ]-

+ [ Awards ]-

+ -[ Favorite Books ]-

id=280[ Faworite Links ]-

Search String: I IThis page

Show records: I

;I Search I

-l

Now from the ‘Page tree’ select the page you want to make a shortcut to. If the page is not visible click on the plus

sign 1 to expand the page tree and select the page.

Creating a Shortcut to Page Content

If you want to create a shortcut to only a content section of a page, click on the small right arrow [ after the name

of the file and then move your mouse over the folders D the ID number of the section will also pop up. Click on

the folder and you will have a shortcut/link to that section.

Note

This type of page is useful when you have information that is duplicated on another page, but you want to make it

accessible from either page. So one page has all the information and this page only has a page title and a

shortcut/internal link to that page.

NoT IN MENU TYPE OPTION ||"'°’c in menu

You will see nothing different on your work area. Once you save your file, however, it

will show up like this in your Website Navigation Column (2nd column). This options is
useful when you are experimenting with a page and don’t want it to show up in the

navigation menu of your site.

SpPACER TYPE OPTIONS ||5F'a'=er

This option serves no other purpose than to add a line/empty space into the navigation menu when it is vertical.

Once you save your file, however, it will show up like this in your Website Navigation Column
(2nd column). Do not use this options unless you have been instructed to use it by the web
designer.
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Move a Page

If you placed a page by mistake in the wrong spot or changed your mind as to where you want it placed in the

hierarchy of the folder tree you can always change it by going into the edit mode or select move page from the

drop down menu (for instructions go to page in the reference section) when you click on the file folder D in the
*‘Navigation Column’.

D -[ Marlies' Creative Univer... e Click on the folder B next to the file name in the navigation column
: i and from the drop down menu select ‘Edit’ [Edit |
Folder Mame
¢ Or click ‘More options...” | Maore aptions... and then
‘Move Page’  [Mowe page 2]

¢ Or click on the file name
This is how your work area will now look:

|§| EQ, T3 Sample ICDIumns Li?i
Path: /-[ Marlies'.../T3 Sarmplef
BiEEDY

By the "Colurnns" view vou can control the content

of the web page as it is positioned in columns. Now select the 'move

page' tab
Edit page header Move page Mew page Mew content i and you will get the
screen on the next
LEFT NORMAL RIGHT | BORDER
. . ) . age:
=R = =R = pag
=5 Text
P! Fa N

Inde:x: Yes
Lorern ipsurn dolar sit armet, consecetuer adipiscing elit.
Marn imperdiet, justo ac elementurn ornare, lacus leo

Mowe element

MOYE ELEMEMT:
D -[ web Rings ]-

[ mMake copy instead of moving element

The page you want to
move will be bold.
If you want to move the
file outside of the

SELECT POSITION OF THE ELEMENT: current folder click on
E_j -[ Links ]- this icon &l to go up to
..... Eleinks Testing the next level.

..... D -[ web Rings ]-
Once you have found

_____ D -[ Awards ]- the new place for your
page click on this

(O Jand your page

will be moved.

..... D -[ Favarite Books ]-

..... D -[ Favarite Links ]-

:I Go back
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Copy a Page

Why would you want to copy a page? Well, if you have a page with information and need to make a new page with
the same layout but different information by copying the page you keep the formatting and just change the
content/information of the page.

Before you do anything, decide where you want to place the copy of your page. If you do this now you will not
have to move it later.

To copy a page you click on the yellow folder D next to the name of

D -[ Marlies' Creative Univer... the folder in the Navigation Column (middle column).

TFuanlu;:har MName From the drop down menu you select copy. |C'2'F'$'

Your file is now in memory on the clip board invisible.

You have now 2 new options to the drop down menu:

'Paste into' Paste into | and 'Paste after' |FPaste after
Paste Into
Paste into | 'Paste Into' opens the pop up menu below that asks if you want to copy the selected file

into that particular folder.

To do that, place your cursor on the file icon D of the folder into which you want to copy the file.
Press the left mouse key and from the pop up menu select paste into and the file will be copied into the selected

file folder with the original name plus (copy 1) after it. Microsoft Internet Expl EI

If you copy the file more than once each copy will be consecutively @ Copy "[ Links ]-.‘f'.i-ntu;u"'i-[ Links 1-"7
numbered. The file name can be changed later. B

, . (0] 4 I Cancel
Screen shot of 'Paste into' pop up menu >

}....DxLinkS o) Gesigy 0 This is how the copied file will now look in the directory tree. The file will be marked

with a red X which indicates that the file is hidden (not activated to be shown in the

menu). It is the same for Paste into or Paste after.

Past After

| Pacte after 'Paste after' opens a pop up menu that asks if you want to copy the selected file after a

particular file.
To do that you place your cursor on the file icon D after which you want to insert the copy.

Press the left mouse key and from the pop up menu select paste after and the file will be copied below that file

with the original name plus (copy 1) after it.
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If you copy the file more than once each copy will be

Microsoft Internet Explorer ' El
consecutively numbered. The file name can be changed later.

@ Copy "-[ Links ]-"_:I:D aFter:"-[ Links ]-"7
Screen shot of 'Paste after' pop up menu > T

This is how the copied file will now Ok I Cancel |

look in the directory tree. The file

l....Eleinks Teszting [copy 1)

will be marked with a red X which indicates that the file is hidden (not activated to be shown in the menu). It is the
same for 'Paste after' or 'Paste into'.

=
Any copy you make is automatically a hidden file indicated by the red x over the file folder icon
This is also indicated by | DH Page MEW - this at the top of the screen in 'Edit Page Header'. Now you can
edit the file by following the instruction in 'Edit Page' and Edit Page Header'.
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Basic Reference Information

iyer, .,

Drop Down Menu Options

Clicking on the yellow folder D opens up this drop down menu.
Here is a list of all the drop down menu options. Below that are the

explanations of the options in the drop down menu: Mare options...

L Hide

Vizibility settings
Edit page header

Celete

SiiFed Y LR L g e 3 =P

|5|"°'-" Q| £ Show displays the page in the Internet Browser.

|E‘:“t "-’Ell & Edit opens up the page's content information in the work area to the right.

Clicking on the folder name will do the same thing.

|NE'-' '}“:E| £ New opens up all the options for new page content in the work area to the
right.
|IHFD B | a Info opens the page to the right and a popup window with all the page info at
a glance.
|CDF"=' Copies that file into memory, but leaves the original file in place.

No visible reminder that something was done.
However, clicking on the file folder again shows that 2 new options have been
added to the menu: Paste into and Paste after.

Cut % | & cut copies that file into memory. The removal does not show up immediately.

There is no visible reminder that something was done.
However, clicking on the file folder again shows that 2 new options have been
added to the menu: Paste into and Paste after.

Pazte into | Paste Into opens a pop up menu that asks if you want to copy the selected file

into that particular folder and then copies the file into the selected file folder
with the original name plus (copy 1) after it. The file name can be changed
later.

Paste after Paste after opens a pop up menu that asks if you want to copy the selected file

after a particular file and then copies the file below that file with the original
name plus (copy 1) after it. If you copy the file more than once each copy will
be consecutively numbered. The file name can be changed later.

Mare options... Clicking on 'More options' opens another drop down menu with the following

options: Import/Export to .t3d, Move Page, 'Create New' Wizard, History/Undo,
Access and Web>List Mode.

Typo3 Tutorial - Drop Down Menu Options [ Page 24 ]




['Create New' wizard | %  Create New' Wizard opens in the work area to the right with choices of where

to place the new page.

|M‘:"-'E page E?l [ Move Page (available under the more options ... tab) opens up a directory tree
in the work area with grey arrows pointing to new possible positions for the
page. This option is available under more options ...

| History/Unde B| | Just mentioned here because it shows up. Do not touch.

|J*”IE55 D| g Access (available under the more options ... tab) opens up in the work area

information about who has access/permission to make changes to the page/s.

| web=List moduls B = The Web>List Module gives an overview of the content of the current folder
[Hide | #  Hide places a red X next to the file in the directory tree and hides
the file so that it does not show up in the menu.
|'—'"'|"i'=|E Ell = Unhide removes the red X next to the file in the directory tree and make the
file visible again in the menu D
[Edit page header % | ¥, Edit page header opens a long page in the work area (the column to the right)
with various options for information of the page.
The same information is also accessible by clicking on the file name and then
on Edit page header.
[Celete T | T Delete opens a pop up menu that asks if you want to delete the file.
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Show - Edit - New - Info

BN
[show A | Show displays the page in the Internet Browser.

B
|Edit 'ﬁﬁ| The Edit Work Area can be accessed by

clicking on the yellow folder D and then edit from the drop down menu

or by clicking on the folder's name.

D -[ Marlies' Creative Univer...

1LFl:ilr.:lcr Mame

This is a screen shot of the Edit Page. For detailed instructions go to the ‘Edit Page’ information on page ?.

D B3, -I Ascii Face ]-
Path: /-[ Marlies'.../-[ Sraphic Dn.../-[ Ascii Fac...f
BiEkB|Y
By the "Columns" view vou can control the conte
of the web page asz it is positioned in colurnns,

E Pagecontent

ICDIumns bl
icolurmns
QuickEdit
nt Languages
Page infarrnation

however iz S43xE626 pixels.
anbsp;

Edit in Rich Text Editor

=
PR = e

Index: Yes

Edit in Rich Text Editor

M show hidden content elarments

SEARCH

| Edit page header I Move page Mew page Mew content i
LEFT NORMAL
= | = |
=)
NiE dAm
Inde=: Yes
Azcii Face

My zon introduced me to the ASCII generator at www. text-
irmage.com and I found it absalutely fazcinating.

Thisz iz the original picture I used. It is almost square and
only just under 100 pixels wide, The Azci generated picture

Page created: Wednesday, September 11, 2002

RIGHT | BORDER

Show records: I

Search String: I lThiS page ;i Search i
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| Meaw E] | New opens up all the available options for new page content in the work area to the

right. Here is a screen shot of it:

Mew record

B B3 13 sample

..... =l Dornain

..... Ia Alternative Page Language
..... p% Template

..... @ Internal note

..... m Extension Keys

..... @ Photo Marathon image

..... D Design Component

B Address

..... D Mews

..... & Products
D Page [after)

BE Create a new page

|I,.,1=,:, [l | Clicking on 'Info' opens the page in the work area to the right and a popup window that

gives page information at a glance like this:

3 Yiew Item - Microsoft Internet Explor — o] =]

Y

Yiew Item

D T2 Sample

Type: Standard
Pagetitla: T3 Sample
Alias:

Hide page:

Start:

Stop:

ArCcess!:

UR.L:

Target:

Mo cache:

Shortcut to page:

Kevwwords [,):

Cescription:

Abztract:

'Mew' until:

Last updated:

Cache expires: Default

Path: /-[ Marlies'.../T3 Samplef
Table: Page (pages) - UID: 202

Typo3 Tutorial - Copy/Cut/Paste Into/Paste After [ Page 27 ]



Copy - Cut - Paste Into - Paste After

This copies the file into memory, but leaves the original file in place.

[copy

No visible reminder that something was done.
However, clicking on the file folder again shows that now 2 new options have been added to the menu: Paste into
and Paste after.

This cuts the file and copies it into memory. The removal does not show up

cut % |

However, clicking on the file folder again shows now that 2 new options have been added to the menu: Paste into

immediately. There is no visible reminder that something was done.

and Paste after.

Paste Into

Pazte into | See detailed instructions on how to use this on page 20.

Paste After

| Paste after See detailed instructions on how to use this on page 21.
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More Options

| Maore options... |

with the following options: Import/Export to .t3d, Move Page, 'Create New' Wizard, Info
History/Undo, Access and Web>List Mode. Capy

Move Page

[Move page ]

arrows pointing to new possible positions for the page. Screen shot of Move Page:

Show
Edit

Clicking on 'More options' opens another drop down menu Hew

%<7 DR 2

Cut

More optinn
Hide Export to . t3d
Vizibilill Irnport from .t3d
Edit P3| Move page

] ] Delate| 'Create Mew' wizard
Move Page (available under the more options ... tab) History/Undo

opens up a directory tree in the work area with grey Access
Web=List module

[ i B (245

MOWYE ELEMENT:
D -[ web Rings ]-

E_j -[ Links ]-
..... EIHLinks Testing

..... D -[ web Rings ]-

..... D -[ Awards ]-

_4_-1 Go back

™ Make copy instead of moving element

SELECT POSITION OF THE ELEMENT:

..... [3] -[ Favorite Books -

..... [2] -[ Favorite Links 1-

Mowe element

The page you want to move will be bold.
If you want to move the file outside of the current folder click on this icon =l to go up to the next level.

Once you have found the new place for your page click on the little grey arrow pointing to a file [T and your

page will be moved there
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'Create New' Wizard

Clicking on 'Create

|'Create Mew' wizard |

New' Wizard opens
up the screen on the next page in the work area
to the right.

Chose where you want to put your new page by
clicking on the grey arrow pointing to a file
[T and your page will be created there.

Note

The page where you are currently at will be
shown in bold

History/Undo

|Histc\r',l,-"Llndcu El

Mewr record
E B4, 13 sample

Select a posiion for the new page:

..... D -[ Crafts ]-

..... D -[ Sraphic Design]-Marlies' Creative Universe-

..... D -[ Marlies ]-

..... D -[ Murneralogy ]-

..... [ -[ Biorhythm 1-

..... D -[ Runes ]-

..... [j -[ Mative Interests ]-
..... D -[ Links ]-

..... [ -[ @nline Fatos -

..... B -[ cemputer Tutor ]-

..... @ T3 Sample

....@Guestbnnk

Clicking on 'History/Undo' opens up this screen to the right in the work area:

I don't recommend

CHAMGES TO THE RECORD

Fieldname: Difference:

Time: 05-02-032 09:10, 2 hrs -
Tupe: Standard Advanced
Time: 05-02-03 09:11, 2 hrs -
Type: Advanced External URL
Time: 05-02-03 09:15, 2 hrs -

Type: External URL Standard

RETURN
_1_-1 Click here to go back

Showr record history

User: rmcu ‘? E,

User: mcu ‘? E,

User: mcu “? E,

.‘i}In the Difference column the green colared text are new changes and the red

colored text are the old values which were rermoved.

touching anything here.
I am just giving the
information to satisfy
your curiosity.
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|Accesg

[]| Clicking on 'Access' opens up this screen to the right in the work area:

Permissions:

D E, T2 Sample

Path: f-[ Marlies'.../T2 Sarmplef

OWHMER:
Imcu ;I
GROUP:

| =l

PERMISSIONS:

Show Edit Edit
page content page

Owner F |7 F
Group [V v v
Everybody - - -

EDIT
Delete Mewr
page pages
v v
r v
r r

|
Save | Abnr‘tl

LEGEMD:

=l

Show page: Show/Copy page and content.

Edit content: Change/add/Delete/Move content,

Edit page: Change/Maove page, g, change pagetitle etc,

Delete page: Delete page and content,

Mew pages: Create new pages under this page.

Cefinition: 'content' is records from all tables on a page - except from records from

the table 'pages’ (Pagesz).

2

ILlser ouErdiew "I

This shows information about who has access/permission to make changes to the page/s. I don't recommend

touching anything here. I am just giving the information to satisfy your curiosity.
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Web>List Module

| web>List rnodule & Clicking on 'Web>List Module' opens up this screen to the right in the work area:

This basically is an overview of the folder with your current webpage.

D f-[ Marliez'.. /T2 Samplef

Pagecontent (1]

V¥ Extended uview
T show clipboard

¥ Create new record

1 QAREARInadzm sy By

Header: |

..... &5 Lorern ipsumn dolor sit amet,... 2 G E e =m gk
Template (1)
Termplate title: i

‘|'|—fh| T2 Sarmple Template 3 ?i ﬂﬁaﬁ g i .J{:-

Q%R 2R ] 3l

L
AIEODEB0HE dzTd B

AIEOB0BA 2TAM B

Search String: I

Show records: !
kd

;i Seatch i

iThiE page

[1] Page

This shows all the other pages that are in that folder. In the current example there are 3 pages

[2] Pagecontent

This shows the page content sections of the current webpage. The sample page has only one content section.

[3] Template

This shows the Typo3 template that is associated with this file. This will only show up for the root file of that

particular folder. For page editing purposes this is totally irrelevant.

Export & Import to .t3d

This information is totally irrelevant for editing purposes.
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Hide - Unhide - Edit Page Header - Delete

|Hide g| Clicking on 'Hide' hides that file/page.

Your screen will refresh and you will see that a red X has been placed next to the file in the directory tree.

Your file will now not show up in the menu if the template has been setup this way.

Hiding a page comes in handy when you are preparing a page in advance or want to keep a copy of a page ready
as a template for the future.

When you click on the yellow file folder D again you will now notice that there is a new option 'Unhide’.

Unhide
'''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' EE'""""""""'
|L|n|'|ide Clicking 'Unhide' reverses what 'Hide' did and removes the red X next to the file in the

directory tree and make the file visible again in the menu. Your screen will refresh and
you will see that the red X is gone and your file folder will look like this again D

Edit Page Header

; Selecting 'Edit page header' opens a long page in the work area (the column to the
|Ed|t page header ) |

right) with various options for information of the page.

| 22T voge ol || The same information is also accessible by clicking on the file name and then on the

‘Edit page header’ tab.

For detailed info about this screen go to page 12.

Delete

[Delete T | Microsoft Internet Explorer : ﬂ

Delete opens a pop up menu like the one below that asks if @ Are wou sure wol want ko delete "T3 Sample"?

you want to delete the file.
(o] 4 I Cancel |
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Rich Text Editor

These are the options available in the Rich Text Editor.
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I am only giving an explanation for icons that are important for web publishing. Basic word processing functions

are self-explanatory.

Paragraph Style =1

Use this option to control the look of your text. Clicking on the icons opens up this drop down menu:

Set the Paragraph Style x| For normal text select the Normal (P) setting. The definition will
Hormal (F) already be set for your in the style sheet for your website.
* E E
*
He"ldlng l (Hl) Headings are used for titles with each number the size of the
H'Eﬂdlng 2 (HZ) font is successively smaller. Again there will already be a
. definition in the style sheet and all you have to do is select the
Heading 3 (H3) Y ) Y .
. size you want.
Heading 4 (H4) Y
Heading 5 (HS) - _ _
Heading 6 (H6) To see how it is going to look on the web click on 'save
Preformatted (PRE) document and view page icon' @! at the top or bottom of the

work area. If you don't like the way it looks, make changes.

Font Style m& Font Size AAA

Font Styles and Font Sizes are already defined in the stylesheet for your website, so don't use this or it will totally

change the look of your pages.

Color Text AMA

Color Text lets you change the color of individual words or characters. Use this option very sparingly if at all as
your text color is already defined in the stylesheet for your website.
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Insert Link & Remove Link %

Clicking on this icon either lets you add a hyperlink or remove a hyperlink. Click on the insert link icon and you will

get the screen below.

E‘D -[ Marlies' Creative Univer...
D -[ Crafts -

E‘D -[ Graphic Design]-Marlies'...
Lo D -[ Ascii Face ]-

..... Murnerology Testing

...... D -[ Birth Nurnber ]-

Insert/ Edit a link x|
;Eurrent Link: Mone - new link! =
Remove link Page File External URL Ennail

Page tree: Content elems
E..@ MMCUniverse, corm D -[ SraphicC

i I Y Y Y Y Y Y

[

You will end up by default in Page option tab view (green background)

To create a link to a page: select that page by moving your
cursor over the name and your link will be automatically added.

Linking to a page's content section comes in handy when you have a piece of information that
appears on several web pages. You only have to create that content once and then link to it by
clicking on the arrow [H to the right of the file's name and then select the content from 'Content

This tab lets you link to a page or page's content on your website.

..... -[ Marlies ]-
THTE

0]
O]

elements' and your link will be automatically added.

or a document that you want to share.

Content elems

D -[ Graphic I

By selecting the 'File Tab' you can create a link to a file on your website. The file can be a picture

This is how your screen will now look. I clicked on a name of a folder in the ‘pic’ folder and a second column

opened with the title 'Files:' with all the names of the files in that folder.
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Insert, Edit a link =|

IEurrent Link: Hone - new link! —

.
Remove link Page File External URL Ennail
Folder Tree: Files:
B-=2fileadmin/ M [Egfalbumn
@ TEMP .E aindex, gif
..... Fi c=s ] -E back. gif
- httpdacs © 3 horne. gif
..... ifimages ® ~fE rcpics. ipg o
..... i istate ® [ mepics_b.jpg
..... L E ® next, gif
B media ] weave?Z, gif
..... ] phetornarathon o
Bl pics [¥]
?;ﬁ awards 3]
?;ﬁ crafts M ;I

Clicking on the name of the file automatically creates the link to it.

External URL

By selecting the 'External URL Tab' you can insert a hyperlink to a page on the web. Just copy the
URL from your browser's address bar and paste it into the box.

Insert, Edit a link =|

I Target gives you a choice of opening
o - —

e il e =il il the link in the current window or if

Removwe link Page File External URL Email . . .

you want it to open in a new window.

LURL: |h1:tp:ff Sat Link | By default links to pages outside the
current website open in a new

Target: I I : M window.

Now press the [Set Link] button
Mew window Set Link | to save the link.

Also when you are creating or editing your text by just writing the web address will create a hyperlink
automatically.

By Selecting the 'Email Insert; Edit a link

Tab' you can link to an
. Current Link: Mone - new link!
email address . . "
Renmowe link Page File External URL Email
Write the address in the 'Email address:'

. Ernail addreass: I Set Link I
Set Link |

box and press the
[Set Link] button.
Also when you are editing your text by

just writing the email address will create

a hyperlink automatically.
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Remove Link

Clicking on the 'Remove link tab' will automatically remove any hyperlink from your document. The

tab will not be colored green to show it |Insert/ Edit a link

|

is active, you just press it and will be
back in the Rich Text Editor.

Current Link: Mone - new link!

Remowe link Page File External URL Email

Insert Table I
Clicking on the 'Insert Table' icon will open up this screen.
Rows and Columns
Create/ Edit Table x|

New Table |Edit Tahle

Rows and Columns

Rows and Columins

Padding and Spacing Rows: IE

Borders

Background Columns: |2

| Insert Table I Cancel

This option helps you define

how your table is going to look. You decide how many row and columns it is going to have. By default it is set to 2

rows and 2 columns.

Padding and Spacing

Create / Edit Table x|
Edit Table

New Table

Padding and Spacing

Cell Padding: I':'
Cell Spacing: IU

| Insert Table I Cancel

Rows and Colunmns

Padding and Spacing
Borders

Background

Padding defines how close to the cell edges the text/content of the cell comes. A good size setting is 5.

Spacing defines how close together the individual cells are in a table. If you use padding you don't

really need to space your cells apart. The exception is when you are using a border to define
individual cells and want them to show that they are spread apart a bit like this:

In the example to the right the spacing is set at 5 and a border of 1 is set in the border option.

L
L
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Create/ Edit Table x|
Mew Table |Edit Tabla

Borders
Rows and Colunins :
Padding and Spacing Border Width: !1
Borders Baorder Caolor: !#DDDI

Background
D -

| Insert Table ! Canceli

Borders defines if you see lines between individual cells. If you don't want any to show set the 'Border Width' box
to 0. In the 'Border Color' box you can write the hexadecimal color value if you know it or move your cursor over
the individual color squares to select your color this way.

Background

Create / Edit Table x|
New Table |Edit Table

Background
Rows and Colunins
Padding and Spacing Background Image URL: [___—_
Borders Background Color: i

Background
D -

| Insert Table ’ Cancel_!

Background defines the color/pattern behind the text in the table. You can use a picture by writing the URL where
the picture is in the 'Background Image URL' box or you can write the hexadecimal color value into the
'Background Color' box or move your cursor over the individual color squares to select your color this way.

Table Example

The table to the right was created with the following settings: S —
Rows: 5
Columns: 5

Cell Padding: 5

Cell Spacing: 5

Border Width: 5 I 1 1r 1r 1

Border Color: #000000 (black) e g e —

Background Color: #FFCCFF (pink)
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Edit Table

You will have noticed that when you were in the insert popup screen that it said at the top 'Create / Edit Table'. The

Edit Table' option, however, was Create,/ Edit Table x|

greyed out. .
|Hew Tabhle |Edit Tahle |<—

See screen shot >

To activate the 'Edit Table' option you place your cursor over your table until the cursor changes to 4 arrows going
into 4 different directions [1] and click. Your table now has handles around it.

[2] Then click again at the

'Insert Table' icon and make

Text:
Enter the body text

» B2 @57 ABZ MMA AMA B 7 U

the changes. You popup

; : menu will look the same as
e e % | o for creating the table in the

Insert Table first place.
| |

. 2 Your screen will look now

e
I
n
I
[Taal}

(Thd]
i

like the picture to the left

.1
with the 'Create / Edit Table'
pop up window. This time,
however, the 'Edit Table' tab
is not greyed out.
Create/ Edit Table | arey

|New Table |Edit Table |

Click on it and you will see

Eaea et e inTablc = this: The 'Edit Table' tab is
Mew Table | Edit Table = now black and you can click
Fows and Colurmins it and then make changes to
Rows and Colunins our table.
Padding and Spacing Inzert Row | 4
Borders
Background
Insert Column I
Update Table I Cancel

Aligning Table

By default the new table is left aligned on the page. To change the alignment, select your table and then chose the
alignment option you want (center or right) from the toolbar.
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Insert Picture

To insert a picture into your webpage you click on the 'Insert Picture' icon . You will now see this screen:

Insert/ Edit Image

ki

Hew Magic Image

Folder tee:
=-S2fileadrin/
..... i3] awstats-data

% TEMP

..... ] cur=sors

..... 7] genlib_files
..... g gift_images
..... 7] greenplaque
..... fg]irmages

..... Gg]irmages_rmisc

<

..... i3] education_images
..... 7] exhibition_images

..... g inzideternplate

Mewr Plain Innage

Inmages [21):
Elirmnages

F

Drag'n' Drop

@Gmup-nf-Childrenin. gif 317=x377 |

i@ slideil.ipg

475x317 |

3I4?><3r_=.i'1|
»

‘Folder tree:’ is the directory

structure of the website.

In the right column under the
heading 'Images:' are thumbnails

folder you have selected. The
number in brackets next to the
heading 'Images' tells you at a

folder.

In the left column under the heading

(small versions of the pictures) in the

glance how many pictures are in that

First the icon states the type of format the picture is in, either GIF or JPG @ Next to it is the name of the

= slideil.jpg

k.
Slide11.jpg |
* N

If you click on the icon you will see this drop down up menu. Rename, Copy, Cut and Delete are

Clicking on info or clicking on the thumbnail picture will open the pop up screen on the next page with a larger

EZslid=10.ipg

475317

Above each thumbnail is the information about the picture.

picture and then at the end the size of the picture in pixels.

it will show the name of the picture inside a yellow box.

standard functions.

HE If you move your cursor over the icon your cursor will turn into a hand and below the hand

FRenare
Infa
Copy
Cut
Celete

&} < if =]

thumbnail of the picture, the file name, file size and the pictures dimensions.

You select the picture to insert it into you page by clicking on the picture’s name.
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<} ¥iew Item - Microsoft Internet Explorer

File: Slideii.jpg Size: 34 K
Dimensions: 347x361 pixels

Kalroams, |

=

If your picture is still on your computer there are 2 ways to upload it. The 1%t way you can only upload one picture
at a time. The 2" way you can upload up to 9 pictures at the same time.

Uploading New Picture Version 1

If the picture is not yet uploaded to the
website, you can do this right from
here. However, you can only upload

one picture at a time this way.

To get to the upload options move the
slider in the 2" column all the way to
the bottom and you will see this on

your screen >

Use the [Browse] button to get to the
picture on your computer and select

and the click on the [Upload files]
button.

wurkersz.gif 385x359

Upload Image:
Path: fileadrminfimagess

| Browse. . |

Upload files I

an "Plain" mode you can insert only web irmage formats (JPG,SIF

and PMG) up to 640x480 pixels, This method is designed far
irmages which are optimized for web already, I

4

Now you can insert the picture
following

the instructions on the previous page.
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Uploading New Picture Version 2

In this version you can upload several pictures or even files at once (up to 9).

CHM FRAMEWORK

&% web

D Page
o3 Plugins
Q Wiew
List

[ 1nfo

Bl Access
@Fundzinng
2 Termplate

b E..l_:?ﬂleadmin.-" 2
..... Eﬁ&' cawstats-data

% TEMP

..... @ cursors

-] education_images |3
..... g exhibition_irmages

..... i 9=nlib_files
..... G gift_images

..... Zj greenplagque

o ] i e iflimages
el £ oc:l Wl L LA irmanes moise
Upload files

g fileadrnin/: exhib

IS files "I

I_ Dverwrite existin

idon_images

g files

Browse...

Browsze...

Browsze. ..

Browsze...

Upload files I

Browsze. ..

Cancel I

L111]

[1] Click on ‘Filelist” in the Typo3 column

[2] In the middle column you will now see at
the top of the screen *fileadmin/’. This is the
directory structure of website on the server.
[3] Select the folder

Fenarme |:|:?|
where you want to Uplaad Files i
upload your Mew #m
pictures/file(s) to and Info B
you will see this popup “opy

Cut &
menu Delete i}

Select ‘Upload Files and

you will see this screen on the next page. By
default it will only give you 1 file to upload,
but by clicking on the down arrow you can
select as many as 9 files to upload at once.
Browse to your pictures/files on your hard
drive and select them.

Once you have them all selected click on the
[Upload files] button.

Then you can insert the picture as explained
on page 38.

MHew Magic Image

Mew Plain Inmage

Drag'n’Drop

You probably noticed this at the top of the pop up menu. Below is an explanation of the options.

In the examples below I have used the ‘Slide10.jpg picture as both a
‘New Magic Image’ and a ‘New Plain Image’ selection.

EDslid=10.jpg 475317
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New Magic Image

Using this Insert/ Edit Image |
New Magic Image | . .
selection will Current Image Mew Magic Image New Plain Image Drag'n'Drop
place your picture at a reduced size on
your page with the following width: [300 | Height: [312  Border: [
dimensions: 300 pixels wide and 312
P Margin left/right: ID Margin top/bottar: ID
pixels in height. The original picture
size was 475 pixels wide and 317 e I
pixels high. Update |
New Plain Image
Insert/ Edit Image x|

| Mew Plain Image |

Using this selection will place

your picture on your page at withi=+7 |HSlEhtN] =61 |Mearderl |
the original picture size of 475 Margin leftfright: IU Margin topsfbottorn: IU

pixels wide and 317 pixels

Current Innage

Mew Magic Image Mew Plain Image Drag'n'Drop

Title: |

high. Update |

Note

Once the picture is on your

page by selecting the picture (moving your cursor over the picture until the handles around the picture appear) and

selecting the 'Insert Picture' icon again you will get the above screens where you can see the size/dimensions of

your picture. Changing the dimensions of the width or height of the picture will not automatically adjust the other

proportionally. Selecting the picture and holding down the Shift key and then moving the mouse will let you resize

Fine-tuning Your Picture

the picture proportionally.

To place your picture where you want it on your page, select your picture and click on the alignment buttons to

have it centered, left aligned or right aligned.

The following options are available by selecting the picture and clicking the [Insert picture] button again and from

the pop up menu make your selections.

To place a border (a line) placed around your picture click on the empty box and place a check mark into it.

Margin left/right and Margin top/bottom lets you decide how close you want the text of the page to come to the

picture.
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Filling in the 'Title' box will show the name of the picture when you move your mouse over the picture when it its
displayed in the browser. It is a good idea to always place a name in there.

Insert/ Edit Image x|

Current Image New Magic Image MNew Plain Image Drag'n'Drop < This is how the pop up

window you are working in
Width : |34? Height: |361 Barder: ™ looks with all the fields filled

Margin leftright: Ill:I Margin top/bottom: Ill:I in.

Title: Iﬁ.bnard the zhip

When you are done click the
Update I

'Update' button to save your

changes and you will be back
in the Rich Text Editor.

Horizontal Line

Use this to place a horizontal line between sections of text on your page.
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