The internet is an increasingly complex place—we aim to
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Nautilus was written by Spiral to help you quickly and easily update your
website without having to learn HTML or hire geeks. We have done our best
to make this process easy for you. Please tell us about anything we could do
to make your job easier.

1. Logging in to make changes

To make changes to your website you must be logged in. The login page for
your website is accessed from the login box on the Spiral website, labelled
“Client Space”

www.spiral.co.nz

If you do not have a username or password call us.

Your username is :

Your password is:

2. Working with pages

You will update your website using your computer and an internet browser,
such as Internet Explorer. To get a more accurate view of how the page you
are updating looks, we suggest having two browser windows open, while
you make your updates -

* one where you are editing
* another window where you are not logged in and can view your
page without the editing buttons

If you use this method it is important that you do this with two windows
and not two tabs

"o ' %0 Having Skype running as part of your browser can inter-

 clvne
W fere with the updating features of Nautilus. Please close

the Skype browser function before doing any updates on
your website. Viewing and display of your website are not effected by
Skype.

Notes:




4. Site statistics

From the top options choose [ Stats]

You can choose the month from the drop down at the top. This shows the
visits to each of the pages on your site.

MNautilus Stats

This Month

Page Title Visits
Home 568
Call for Papers 389
Keynote Speakers 249
Registration 239
Programme 23
Welcome 186
Conference Information 183
Contact 76
Travel & Accommodation 72
Links 23

Mote: These stats only show MNautilus CMS pages

Quick Stats

Feb-2009 +
Page Hits

Websites that deliver results |72
About Nautilus 37
Try and break this page 5
Tips 2
genefits of Nautilus 1
Commercial 1

2.1 Adding pages

To add a page use the menu to navigate to the par-
ent page under which you wish to add your new

page.

Add Page

[ Move This ]
[ New Sub Page ]

[ Site Admin ]

—>Choose [New Sub Page] then fill in the boxes.

Here are some tips for the boxes.

mailRoom - Email marketing you can measure  €—

Title tag shows here

mailRoom is an email marketing and promotional tool that allows organisations to manage

their own email marketing, email newsletters and email promations.

weeewd mailreom.co nzf - 17k - Cached - Similar pages - Mote this

Description shows here

Page title: appears on the top of the page, above the content. For best re-
sults on Google make this between 5 and 12 words.

Description: will display under the page title in
the search results when someone searches for
your website.

Style: if you have more than one page style
layout then choose which style you want for
the new page.

Publish date: choose a date for the page to be
displayed to the public. The default is today's
date.

Display this page: if you want the page hidden
and not displayed on the menu choose the
“No” option.

Logged in guests only: for websites where this
feature is enabled the page is visible to logged
in visitors only.

Tips for Hidden Pages

Keep pages hidden while
you are creating them - A (i
less pressure!

You can create a hidden
page tailored for a cus-
tomer or project and email
the link to those people
you want to see it. Because
AlQa yz2ia 2y
one else will know its

there.

You could use them for:
* price lists
* project timelines
* portfolios
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2.2 Page admin

You can change page admin information (title, description etc) by clicking on

the [Admin] button. The details are the same as for adding a new page.

2.3 Deleting pages

Navigate to the page that you want to delete and click on the [Admin]
button. You can only delete a page if it has no dependent pages. As long as
there are no dependent pages, you will have the options —Update—
Delete—Clear Page

Choose Delete. You will then have the chance to confirm your action.

Confirm Delete | Cancel Delete

2.4 Moving pages

Pages can be moved up, down or across in the hierarchy of your navigation.

Navigate to the page that you want to move. Choose [Move This].

Move this page within its current section

The page will still have the same parent (be in the same section)
but it will move up or down the sort order

Move Up Move Down

Choose a new parent page

This will change the section of the site the page is in.

Just click on the page you want this one to be a sub-page of.
Home
= Who we

Our St:
= Our S¢

Technical

Consultants

= Contacts

Make this a top level page

Be careful with this one it may mess up your menu
Make this page top leve

Link to a PDF or Word doc

Highlight the text for the link and choose Hyperlink = The popup box
will appear. Click the folder on the RHS of the source line. This opens a new
window. Use this to upload files from your computer. You can create new
folders for saving the uploaded items if necessary.

Click the Browse button and find the document you wish to upload from
your computer. Select that and click Upload. The document will be saved
in the folder selected and added to the list on the RHS. You can preview
images (but not PDFs or word documents).

Select the document or PDF you wish to insert, then click ok. You have the
option to confirm the insert of the link. Again, you should consider using the

option for Target of “bl ank’”™ so
¥ hitp:/ fops2.spiralwek o ] A
O SenEey | ;”,l'assets,l'sample document For nautiu: |3
' Bookmark: I ;I
Target: | | ;l
Title: |
cancel I inserk I
I http://ops2.spiralweb.co.nz - Assek =10 x|
[Assets =] WewFolder DelFoider [alFies =]
o flower red.ipg & 4.3kb del
o flower vellow.ipg & 1.6kb del
o3 Toco Toucan.ipg & 114.9kb del
UpladFies | | Biowss upload
Lok |

a



To add an email link pop -up

Highlight the text for the link and choose Hyperlink = A popup box will
appear.

‘= Ihttp:/ fops2.spiralwel - | EI| 5[ |

You can select

o Source: | mailko: ;”michelle@spiral.co. nz o

the drop down on the source ® | I
line as shown below then type Target: | I =
Title: |

in the email address to go to.

When the visitor clicks on this link, their mail client will open a new message
with the “To” box already filled in

To link to a page outside of your website

3 http://ops2.spiralweb.co.nz - Hypetlin| - |EI|1|

As with the links above, highlight

& courcer  |htpeff = Spiral.co.nz o
the text for the link and choose © Bookmark: | =l
Target: | |Blank =
Hyperlink & . Title: |Spira| website
The popup box will appear.
Choose http:// from the drop cancel | _insert_|

down box and type in the address.
You can add a specific page if required, e.g.
www.spiral.co.nz/solutions/website-optimisation.asp.

I f you select ‘“blank’” from the drop
open in a new window when the user clicks on it. This means that when the

user closes that window, they will still be on your website. The title will

show up when the user rolls over the link (Internet Explorer only).

3. Editing pages/working with content

Navigate to the page that you want to change. Select [Edit Content]. The
page will open with the CMS editor options above the content. The existing
page text will be in the editor.

REMEMBER: save your work often!
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http://www.spiral.co.nz/solutions/website-optimisation.asp

Editor functions
Bold, Italics, Left align, Centre align and Right align
Special characters

Inserts a special character

1=
Numbered list *=
1, 2, 3, etc.

4
+
+

Bullet list
Dots, etc.

Indent <=
Move selected text in.

Outdent j:;
Move selected text out.

Image D

Insert an image. Use the asset manager as detailed later.

Insert table =
To edit table right click on table

Edit cell: similar to edit table but at the cell level. You can then choose to
apply changes to the current cell, the current row, current column or the
whole table. Use this to change borders, spacing, alignment, background
colours.

Anchor [~
Insert a bookmark to act as an anchor for incoming links that are not at the
top of the page but further down the text.

To link to a heading on the same page

43 Bookmark - Web Page D x|

o

1. Add a bookmark.

2. Highlight the text you want the link

to go TO. Select Bookmark e ,
enter a name for the bookmark in Marne:

the popup window and choose in-
sert. Any other bookmark names in cancel | insert |

|htt|:| e bechdomain |Q Inkernet 4

the same page will be listed in the

top section of the window.

3. Go to the place in the page you want the bookmark to go FROM.

4. Highlight the linking text, and choose Hyperlink = .

5. Apopup box will appear. x|
6.  Select bookmark and choose & | =l -
& Bookmark: IIowv .I

one of the bookmark links

Target: I I vl
Title: I
dropdown will show all the

bookmarks on the current cancel | apply | ok |
page. |htt|3:J'.l'www‘techdomain.co‘nz,l' |O Internet 4

from the drop down. This

To link to bookmarks in another page, use the page linking technique above,
and add to the end of the address the bookmark name, e.g., http://
www.mysite.co.nz/default.aspx?Page=104#testbookmark



http://www.mysite.co.nz/default.aspx?Page=104#testbookmark
http://www.mysite.co.nz/default.aspx?Page=104#testbookmark

3.2 Links

The pages on your website all have a filename of default.aspx followed by a
number. When you want to link to another page, you need to know this
number.

Linking to pages within your website

Identify the number of the page you wish to link TO. It will be displayed in
the address section of your Internet window. It will look like

http://www.mysite.co.nz/default.aspx?Page=101

1. Copy the last part, i.e., /default.aspx?Page=101

2. Navigate to the page you want to link FROM.
3. Highlight your linking text.

4. Select Hyperlink = You will see a popup window.

5. Paste your copied address into the long space on the top line. You
can leave the drop down box blank as this will insert a relative link i.e.
a page in the same website that you are viewing.

To change a link

€3 http://ops2.spiralweb.co.nz - Hype i ] 3}

When you are editing the page you

o Source: E _'”

want to change the link on, click on the = © ssckrarc Il

. Target: I ha
link then move your cursor down be- — I

low the editing window (above the
Save and Return to Page button) and
click on the <A>. This will highlight the whole of the link (or A tag) that you

are working with. Then select the = Hyperlink and make the changes.

View/Edit source =l Source
Look at the source code. Changes may be made to the source code but this
is not recommended. Only changes within <body> tags are saved.

-

Styles
Click on the dropdown. This is the preferred way to control the style of the
page. These styles are setup for your organisation by Spiral. Contact us for
additional styles.

-

paragraph Normal
Choose preset paragraph and heading types from the dropdown. Styles re-
lating to these preset types are setup for you by Spiral.

-

Size
Font size

Undo ’

This will sometimes undo a larger than expected chunk of work!
Redo

Good for undoing the ‘“undo’ !

Show blocks ™

Identify HTML tags i.e. headings and lists (trouble shooting)

.. . .. {@
Maximize/Minimize ~
Maximize and minimize the screen

X, %2

Subscript/Superscript
A number, figure, symbol, or indicator that appears smaller than the normal
line of type and is set slightly below or above it (i.e. H,0)

Hyperlink &
To link to another place on the page, another page or another website.



3.1 Images * Spacing. Add padding around the image. This can be different on the
o top, bottom, left and right sides if required. You may need to look at
Inserting Images the image after you have inserted it, then come back to make some
Click the folder on the RHS = of the source line. This opens a new win- of these changes.

dow. Use this to upload files from your computer. Create new folders if nec-

essary. Click OK to save changes. Replacing existing images

2 Image - Web Page Dialog X It is import to keep a consistent

website. New images need to be the same width and height. If you are al-

Source: ||

Title: |

_ e R =leix ready comfortable uploading images and using a cropping tool to manipu-
Aligriment: | =]
—— Border Style | s 2] tenrotis perotr a Aries 2] late your images to the correct size then you will be able to make changes
Flower red. 2 4.3kb del
idkh: I flower_yellow.jpg @ 1.6kh del 1
U P -1_ reset | 2 gmnﬂ uuuuuu 2 114.9 kb del eaS”y
Height: I P J
. . If you would like to learn more about this we can provide a one hour tuto-
Lorern ipsum dolor sit amet, consetetur san
irrnod b inwidunt ut laby 2 . are . . .
e il siotuiobd: rial. Free photo editing software is available Online. We recommend
et ea rebumn. Stet clita kasd qubergren, ng . .
Larem ipsurn dolor sit amet, Www.picni k.com
Picnik allows you to import your photos re-size, adjust colour, crop and ro-
Fetps v tchdomain.co-nafscrptsfimage (@ Tntemat e | gt | tate. Ensure your browser (IE Internet Explorer, Firefox ) is up to date.
ok If you prefer we can update your images. This will be charged at our current

hourly rate.

The image name will then be in the source line for the inserting images box
as above. To control the display of the image you have the following op-

tions:

* Alignment. To get text to wrap around the image

* Border. Add border to image —choose colour and size

* Width/Height. Can resize the image here. This is not recommended

for major changing of the image size —remember it will load at the
original size then be resized. For example if your image is 600x400
pixels and you resize it to 150x100 pixels to display on the page, the
page load time will still be slow as the full-sized picture will be loaded.



