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Section l1a: Logging In

I
W Mew Tab .
1. Go to your county's webpage. At G
Sign In Dru

Bk Software Dj

the end of the address, type "Iportal”. \
S User login

Enter your linkblue credentials to log in to the Jefferson
2. On the User Login screen enter OISR
. ey Usemame * -'7:':
your LinkBlue ID (1). Do not type R ectiazs
"@Uky.EdU". Then enter your ;:1&1-': Please enter your linkblue username (NO AD\ required) '.
LinkBlue password (2). Finally, -, —
C||Ck the Log In button (3) Please enter your current linkblue password. Forgot "
‘s 2 password? v
3 Log in .

Section 1h: Setting Up 2 Factor Authentication

HOME 4-H YOUTH DEVELOPMENT » FAMILY AND CONSUMER SC
1. Atter Iogglng In, C_IICk the S.etup You are required u have 1 attempt left. A
two-factor authentication link at
the tOp Of the Screen m Edit Layout Revisions
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Section 1h: Setting Up 2 Factor Authentication

Two-factor authentication (TFA) provides additional security for your 3
Status: TFA disabled, set Thu, 07/21/2022 - 08:09.
TFA application
2. Select Set up applica‘tion under Validation Plugin: GA Login Tnli/
. . Generate verification codes from e or desktop application.
TFA application on the next screen. |

* Set up application

Re

Generate one-time use codes for two-factor login. These are gpn@rall\l

N Current password * o

3. In the Current Password field (1), |  ----------- |
enter your LinkBlue paSSWOI‘d_ Then Enter your current password to continue.

click the Confirm button (2). m o"‘"

Have you set a password yet? If you lose
4, Open the Duo App on your smart access to your device or get a new device,

device and tap the Add bUttOﬂ you'll need this to recover your accounts.

Set password

Accounts (3) Add e
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Section 1h: Setting Up 2 Factor Authentication

5. Tap Use QR code on the next
screen of the app.

6. Place your phone in front of the
QR code that is displayed on the
webpage.

7. On your phone, follow the prompts
until you get to the Account Name
screen. Enter in a name for the
Website account (1) and then tap
Save (2).

Add account

—— Use QR code

EI‘ITI this code into your two-factor authenti

Application verification code *

Account

Third-Party

Account name

Username or email to be displayed for
this account.

2 Save
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Section 1h: Setting Up 2 Factor Authentication

8. In the App, tap on the new
Account listing. A six digit code will
appear. Back on the website,
enter that code in the Application
Verification field (1). Then click
Verify and save (2).

Application verification code *

<D

A verification code will be generated after you scan the

O

TrusIeci browsers are a method for simplifying login by avoiding ve

Trust this browser?

9. Verify the name of the browser (1). Name this browser
. Chrome ‘.
Then CIICk Save (2)' Optionally, name the browser on your browser (e.g. "home firefox" or "
m Qip and finish

Section 2: Getting Started

W Software Downloads H& UK Human

E Manage * Shortcuts ‘l (i

1. Click Manage in the upper left corner.
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Section 3a: Home Page - Hero Image

HOME PROGRAM AREAS 4 ANNOUNCE
1. Select Layout at the

top left of the page.

2. For the Hero Image, click the
Pencil icon (1) in the upper right
corner, and the select Configure (2).

Configure
’ Move “!j

Remove block

Hero Image

HERO IMAGE /

3. Click the X in the upper
right corner of the image in
configuration window.
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Section 3a: Home Page - Hero Image

4. Click the Add media button.

5. Click Choose File and
load the image needed.

6. When the picture loads
enter a brief description of
the picture in the Alternative
text field. This is required.

Block description
Hero Image

HERO IMAGE

No media items are sel

‘ Add media \

One media item remaining.

Add or select media

| o file chosen

325 MB limit.
Allowed types: png gif jpg jpeg webp.

Name
WildcatMascot.jpg

Alternative text *

wildcat mascot holding a rake|

Short description of the image used by screen readers and displayed
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Section 3a: Home Page - Hero Image

7. Select Save in the lower right.

. . | ~
. 18
right corner. NOW 1% /

8. Click Insert selected in the lower

PAgE.EIMEer < monnK 5
link text only

9. Click Update in the lower
left corner.
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Section 3a: Home Page - Hero Image

10. Select Save Layout in the
upper left corner of the screen.

1. Place you mouse over the Circular
Ilcons, click the Pencil icon (1) in the
upper right corner, and the select
Configure (2).

Configure @
Move

Remove block

2. Click the X in the upper
right corner of the image.

20220225acpl11...
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Section 3b: Home Page - Circular Icons

3. Click the Add media button.

4. Click Choose File and
load the image needed.

5. When the picture loads
enter a brief description of
the picture in the Alternative
text field. This is required.

Circular lcon Item

FEATURED IMAGE *

Mo media items a glected.

Select an image for this item.
One media item remaining.

ke Item Title

Add or select media

| o file chosen

325 MB limit.
Allowed types: png gif jpg jpeg webp.

Name
WildcatMascot.jpg

Alternative text *

wildcat mascot holding a rakel

Short description of the image used by screen readers and displayed
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Section 3b: Home Page - Circular Icons

6. Select Save in the lower right.

7. Click Insert selected in the lower RAVEL, | /
right corner. LRl | -

Insert selected

ol =

8. If a circular icon needs to be taken off the home page, click the
Remove button in the upper right corner of icon that needs to be
deleted. After click Remove you will need to select Confirm removal (1),
or you can retrieve the icon by selecting Restore (2). Do not remove
any Program or the Community and Economic Development Icons.

splay keyboard-accessible

DU U= U Pidy ReyDodrT-aCCessTone

s

Confirm removal

Restore

10
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Section 3b: Home Page - Circular Icons

e Start typing the title of ggpie

/nade/add or an al UK

9. Click the Add Circular Icon Il?azerE"‘ | ink=> to dis
in nly.

Item button in the bottom left of

the configuration window to add

another icon to the home page. T——

Would you like to be able to reuse this block?

_—— .

Circular lcon Item

FEATURED IMAGE *

10 CIle the Add media button No media items a

(See steps 4 - 7 on page 9)

Select an image for this item.

elected.

One media item remaining.

A Item Title

11. In the Item Title field

list the page title that the b || fEmTie
circular icon will be used to EHrt::' I
direct the public to.  item URL *

11
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ollege of Agriculture,

. Food and Environment
Universitv of Kentuckv.

Section 3b: Home Page - Circular Icons

12. In the Item URL field (1) place the web address for the content that
the user will be directed to when they click the icon. You can copy and
paste the web address, or if the page is on the website just type the title.
You can then click the page in the search results (2) below the field.

Item URL *

o Hom

Camille Thompson
Homemakers Clothes Sale

Home

Homemakers
FayT. LTS S FFUFIiR -~ LU WIITay 1iimh UTAL WINTy. LITiSl LAy x

link text only.

13. Click Show row weights in

the upper right to change the
. Show row weights
order of the icons.

Remove

12
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Section 3b: Home Page - Circular Icons

14. Click the dropdown menu to

the right of the icon(1), and select o,
the numerical order (2) you want

the icon to go in the block.

-~ @ v A W M

paye. EIEr < rIciriK -
link text only

15. Click Update in the
lower left corner.

16. Select Save Layout in the
upper left corner of the screen.

13
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Section 3c: Home Page - Contact Information

e

g £ E
1._ Place ypur mouse o_ve_r the Building y Extensi -o i (
Picture, click the pencil icon (1) and EROE.

then select Configure (2). Move

Remove block

EE ...
™

2. Select the Insert from Media

Library button in the toolbar at the T | e i E " | O
top of the textbox.

Audio

3. Select Image on the left side

of the screen. Document
Remote video
Video

14
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Section 3c: Home Page - Contact Information

Add or select media
4. Click Choose File and

load the image needed. Choose File | fo file chosen

325 MB limit.
Allowed types: png gif jpg jpeg webp.

Mame

5. When the picture loads N
enter a brief description of
the picture in the Alternative
text field. This is required.

office building.jpg

Alternative text *

Taylor County Cooperative Extension Office |

Short description of the image used by screen readers and displayed whelj the

6. Select Save in the lower right.

15



County Websites Martin-Gatton

College of Agriculture,
. Food and Environment
Universitv of Kentuckv.

Section 3c: Home Page - Contact Information

7. Click Insert selected in the lower

right corner. - Now T AN .

body Embedded media

8. Click Update in the lower left corner.

© -
9. Place your mouse over the office L @ Configure o
address, click the pencil icon (1) and iday, 8:00am Move

then select Configure (2). Remove block
123

16
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Section 3c: Home Page - Contact Information

10. Delete the old information and

type the updated contact information.

11. Click and drag over the email
address to highlight the text.

12. Click the Link button in the
toolbar at the top of the textbox.

- Contact Information

Open Monday through Friday, 8:00am - 4:30pm

| 4200 Demo Avenue, Suite 123

Demo, KY 12345-0123

. Phone:(859) 565-1234
|l Fax: (859) 555-4321

Email: kentucky.ext@uky.edu

body p

. 4200 Demo Avenue, Suite 123
Demo, KY 12345-0123
. Phone:(859) 555-1234
S| Fax: (
SNElE kentucky.ext@uky.edu I

body p

Open Monday through Friday, 8:00am - 4.3

Ly 9
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Section 3c: Home Page - Contact Information

13. In the URL field type “mailto:” followed by the email address.
Do not put any spaces between the characters or text.

Add Link
] URL

mailto:kentucky.ext@uky.edu

Start typing to find content.

14. Click Save in the lower right corner.

pen Monday through Friday, 8:00am - 4:

4200 Demo Avenue, Suite 123
Demgesié el
15. Click and drag over the phone . Phore

. . | Fax ‘eovrsssmes
number to highlight the text. Email: kentucky.ext@uky.edu

body p

18
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Section 3c: Home Page - Contact Information

toolbar at the top of the textbox.

16. Click the Link button in the ! (
ke ML A
'a 14

17. In the URL field type “tel:” followed by “1”, the area code, and
the 7 digit phone number. Do not put any spaces between the
characters or text.

t-
Add Link x ﬂ
e

URL

tel: 18595551234 [

18. Click Save in the lower right corner. n

19
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Section 3c: Home Page - Contact Information

19. Click Update in the lower left corner.

20. Select Save Layout in the upper
left corner of the screen.

21. Place your mouse over the
social media icons. Click the
pencil icon (1), and then click
Configure (2).

W

H\Aﬂj’ F oo

ould you

o0 be able to reuse this

________________________________________________________

Connect on Social

Configure

b

f

X

n Remove block

Move

20
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Section 3c: Home Page - Contact Information

22. Give you Social Media icon Set Title Text
buttons a title in the Icon Connect on Social
Set Title Text field.

—
Facebook URL

Start typing the title of a piece of content to select it. You can also enter an internal pdth such
external URL such as http.//example.cam. Enter <frant= to link to the front page. Enfer <no/§
text only. Enter <Button > to display keyboard-accessible link text only.

Instagram URL

23 . Place your SOCIaI medla Start typing the title of a piece of content to select it. You can also enter an internal p&th such

external URL such as http://example.com. Enter <front= to link to the front page. Enfer <nolj

links into the appropriate - [l mrarn i s bk e
fields prOVided. Twitter URL

h such

Ei external UBL cuch as bitn Sexample com Enter —frogfe to link fo the front nage Foter —aoill

H\Aﬂj’ |

24. Click Update in the lower left corner.

21
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Section 3c: Home Page - Contact Information

25. Select Save Layout in the upper
left corner of the screen.

Section 4a: Program Areas Page - Split Hero Image

LJ.. Demo County
B Extension Office

Martin-Gatton Coll' " "Uj Agriculture, Food and

1. Click Program Areas link in
the main menu bar at the top of

the page. HOME PROGRAM AREAS » ANNOUNCEMENTS

Revisions

Martin-Gatton College of Agriculture, I

PROGRAM 7 20AS » ANNOUNCEM
2. Select Layout at the top left

of the page.
Edit Delet Layout Revisions

22
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Section 4a: Program Areas Page - Split Hero Image

3. Place your mouse over the Split
hero image. Click the pencil icon (1),
and then click Configure (2).

4. Click the “X” in the upper
right corner of the picture in the
configuration window.

5. Click the Add media button.

Configure @ E
Move '

Eemove block '

Split Hero Image

HERO IMAGE *

Block description
Hero Image

HERO IMAGE

No media items are sel

[ Add media ‘

One media item remaining.

23
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Section 4a: Program Areas Page - Split Hero Image

6. Click Choose File and
load the image needed.

325 MB limit.
Allowed types: png qif jpg jpeg webp.

7. When the picture loads iy e |
. . I WildcatMascot.jpg
enter a brief description of e———

the picture in the Alternative B | it mascot hokiing a rak
text field. This is reqUired. 8 short description of the image used by screen readers and displayed

8. Select Save in the lower right.

24
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Section 4a: Program Areas Page - Split Hero Image

9. Click Insert selected in the lower
right corner. oW e A i
Bl A !

Insert selected

R —

5 -

4

10. Click Update in the lower left corner.

11. Select Save Layout in the upper
left corner of the screen.

25
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Section 4b: Program Areas Page - Circular Icons

1. Place you mouse over the Circular
Icons, click the Pencil icon (1) in the
upper right corner, and the select
Configure (2).

2. Click the X in the upper
right corner of the image.

3. Click the Add media button.

o

Configure @
Move

20220225%acpl111 ..

Circular lcon Item

FEATURED IMAGE *

No media items a elected.

Select an image for this item.
One media item remaining.

[tam Title

26
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Section 4b: Program Areas Page - Circular Icons

4. Click Choose File and
load the image needed.

5. When the picture loads
enter a brief description of
the picture in the Alternative
text field. This is required.

6. Select Save in the lower right.

Add or select media/
——

Choose File | fo file chosen

325 MB limit.
Allowed types: png gif jpg jpeg webp.

Name
WildcatMascot.jpg

Alternative text *
wildcat mascot holding a rake|

Short description of the image used by screen readers and displayed

27
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Section 4b: Program Areas Page - Circular Icons

7. Click Insert selected in the lower TRAVEL, | /
right corner. A i =

Insert selected

f

24 ool

8. If a circular icon needs to be taken off the home page, click the
Remove button in the upper right corner of icon that needs to be
deleted. After click Remove you will need to select Confirm removal (1),
or you can retrieve the icon by selecting Restore (2). Do not remove
any Program or the Community and Economic Development Icons.

splay keyboard-accessible

s
L

Confirm removal

Restore

28
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Section 4b: Program Areas Page - Circular Icons

e Start typing the title of ggpie

/nade/add or an al UK

9. Click the Add Circular Icon Il?azerE"‘ | ink=> to dis
in nly.

Item button in the bottom left of

the configuration window to add

another icon to the home page. T——

Would you like to be able to reuse this block?

_—— .

Circular lcon Item

FEATURED IMAGE *

10 CIle the Add media button No media items a

(See steps 4 - 7 on page 9)

Select an image for this item.

elected.

One media item remaining.

A Item Title

11. In the Item Title field

list the page title that the b || fEmTie
circular icon will be used to EHrt::' I
direct the public to.  item URL *

29
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Section 4b: Program Areas Page - Circular Icons

12. In the Item URL field (1) place the web address for the content that
the user will be directed to when they click the icon. You can copy and
paste the web address, or if the page is on the website just type the title.
You can then click the page in the search results (2) below the field.

Iterm URL *

o Hom

Camille Thompson
Homemakers Clothes Sale
Home

Homemakers
|Jﬂ.g:- LITUST S IIWrrm -~ v 'Lll:}.ilﬂf MM (TAL Ulllj’. [ LR B [ERee v )] L

link text only.

13. Click Show row weights in

the upper right to change the
. Show row weights
order of the icons.

Remove

30
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Section 4b: Program Areas Page - Circular Icons

14. Click the dropdown menu to

the right of the icon(1), and select o
the numerical order (2) you want

the icon to go in the block.

~ @ v A W bk

paye. EIEr < rIciriK -
link text only

15. Click Update in the
lower left corner.

16. Select Save Layout in the
upper left corner of the screen.

31
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Section 4c: Program Areas Page - Mission Statement

1. Place your mouse over the o ’
mission statement. Click the pencil o' EORGae
icon (1) in the upper right corner, Move

and then click Configure (2).

sity, serve a Remove block
bcess involves

[ E RN R R N RRRREREREENRRENRDRUE]|

al public.
2. Remove the unwanted Ry
text and either type or copy | o -TED2 I Ly
and paste the needed text |- =) )% | @
. . « What is Cooperative Extension?
into the provided box. Do _—
not copy and paste or [ et it g ki it s bty Sttt il
. . involves Extansion faculty, county agents, advisory council members, volunteer leaders and the general
click and drag images or publec
files. S

3. Click Update in the lower left corner.

Would vou like to be able to reuse thi

32
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Section 4c: Program Areas Page - Mission Statement

3. Select Save Layout in the
upper left corner of the screen.

Section 5a: Contact Us Page - Split Hero Image

1. Click Contact Us link in the main F DIRECTORY CONTACT US
menu bar at the top of the page. [r——

ratton College of Agriculture, Food and

JAREAS » , #ANNOUNCEMENTS
2. Select Layout at the top left )

of the page.
lete Revisions

33
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Section 5a: Contact Us Page - Split Hero Image

3. Place your mouse over the Split
hero image. Click the pencil icon (1),
and then click Configure (2).

4. Click the “X” in the upper
right corner of the picture in the
configuration window.

5. Click the Add media button.

Configure @ :
Move !

Remove block '

Split Hero Image
HERO IMAGE * /

Block description
Hero Image

HERO IMAGE

No media items are sel

[ Add media ‘

One media item remaining.

34
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Section 5a: Contact Us Page - Split Hero Image

6. Click Choose File and
load the image needed.

325 MB limit.
Allowed types: png qif jpg jpeg webp.

7. When the picture loads iy e |
. . I WildcatMascot.jpg
enter a brief description of e———

the picture in the Alternative B | it mascot hokiing a rak
text field. This is reqUired. 8 short description of the image used by screen readers and displayed

8. Select Save in the lower right.

35
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Section 5a: Contact Us Page - Split Hero Image

9. Click Insert selected in the lower
right corner. oW e A i
Bl A !

Insert selected

R —

5 -

4

10. Click Update in the lower left corner.

11. Select Save Layout in the upper
left corner of the screen.

36
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Section 5h: Contact Us Page - Contact Information

e

g £ E
1._ Place ypur mouse o_ve_r the Building y Extensi -o i (
Picture, click the pencil icon (1) and EROE.

then select Configure (2). Move

Remove block

EE ...
™

2. Select the Insert from Media

Library button in the toolbar at the T | e i E " | O
top of the textbox.

Audio

3. Select Image on the left side

of the screen. Document
Remote video
Video

37
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Section 5h: Contact Us Page - Contact Information

Add or select media
4. Click Choose File and

load the image needed. Chooss File | o file chosen

325 MB limit.
Allowed types: png gif jpg jpeg webp.

MName

5. When the picture loads N
enter a brief description of
the picture in the Alternative
text field. This is required.

office building.jpg

Alternative text *

Taylor County Cooperative Extension Office |

Short description of the image used by screen readers and displayed whel the

6. Select Save in the lower right.

38
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Section 5h: Contact Us Page - Contact Information

......

7. Click Insert selected in the lower
right corner.

-

body Embedded media

8. Click Update in the lower left corner.

© -
9. Place your mouse over the office el @r Configure o
address, click the pencil icon (1) and iday, 8:00am Move

then select Configure (2). Remove block
123
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Section 5h: Contact Us Page - Contact Information

10. Delete the old information and

type the updated contact information.

11. Click and drag over the email
address to highlight the text.

12. Click the Link button in the
toolbar at the top of the textbox.

- Contact Information

Open Monday through Friday, 8:00am - 4:30pm

| 4200 Demo Avenue, Suite 123

Demo, KY 12345-0123

. Phone:(859) 555-1234

Fax: (859) 555-4321
Email: kentucky.ext@uky.edu

body p

Open Monday through Friday, 8:00am - 4::

. 4200 Demo Avenue, Suite 123
Demo, KY 12345-0123

. Phone:(859) 5565-1234

S| Fax: (

SnEllE kentucky.ext@uky.edu I

body p

Ch 2
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Section 5h: Contact Us Page - Contact Information

13. In the URL field type “mailto:” followed by the email address.
Do not put any spaces between the characters or text.

Add Link X
] URL

mailto:kentucky.ext@uky.edu

Start typing to find content.

14. Click Save in the lower right corner.

pen Monday through Friday, 8:00am - 4:

4200 Demo Avenue, Suite 123

15. Click and drag over the phone
number to highlight the text.

body p
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Section 5h: Contact Us Page - Contact Information

toolbar at the top of the textbox.

16. Click the Link button in the ! (
ke ML A
'a 14

17. In the URL field type “tel:” followed by “1”, the area code, and
the 7 digit phone number. Do not put any spaces between the
characters or text.

t-
Add Link x ﬂ
e

URL

tel: 18595551234 [

18. Click Save in the lower right corner. n
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Section 5h: Contact Us Page - Contact Information

I-F\Alj’ F oo

19. Click Update in the lower left corner.

Would you o0 be able to reuse this

20. Select Save Layout in the upper
left corner of the screen.

21. Place your mouse over the _ ©
social media icons. Click the Connect on Social € coric 3
-y = . Move
penc_ll icon (1), and then click f X "o || [ pe————

Configure (2).
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22. Give you Social Media lcon Set Title Text
buttons a title in the Icon Connect on Social
Set Title Text field.

—_—_—
Facebook URL

Start typing the title of a piece of content to select it. You can also enter an internal pIh such
external URL such as http.//exampfe.com. Enter <front> to link to the front page. Enter <no/§
text only, Enter <Bbuttan = to display keyboard-accessible link text only.

23. Place your SOC|a| medla | Instagram URL
Iln kS Into the appropriate Start typing the title of a piece of content to select it. You can also enter an internal p

h such
external URL such as hetp.//exanyple.com. Enter <front> to link to the front page. Eutr <noly

flelds pr0V|ded . text only. Enter <button= to display keyboard-accessible link text only.

Twitter URL

L 1 h such
-| Y

WSl _extarmnal URL such as bito examales com Enter ofronfe to link to the front nage Fnter cnoll

l.nﬂ.l_y o=

24. Click Update in the lower left corner.
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Section 5h: Contact Us Page - Contact Information

25. Select Save Layout in the upper
left corner of the screen.

Section 6a: PDF’s - How to Load a PDF

1. Place your mouse over Content (1) in the upper left corner. Then
place your mouse over Media (2). Next place your mouse over Add
media (3). Finally, click Document (4).

E Manage * Shortcuts '::I Rebuild Cache
w Content ;*1 Structure e Help

Add content

Files

Media

Image

HOME PRO(

Remote vi

Video
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Section 6a: PDF’s - How to Load a PDF

2. Click Choose File on the
next page. Locate the PDF
you want upload, and
double left click on the file.

3. Right click on the file (1) once
it loads at the top of the page.
Select Copy link address (2) in
the menu that appears.

4. Click Save in the bottom left corner.

-~ Document *

Add a new file *

m o file chosen

One file only.
325 MB limit.

Allowed types: txt rtf doc docx ppt pptx xls xlsx pdf odf odg cdp od

~ Document *

“IFaye:te_Cau-11-,-_I'aocI_Fa-|_FI}-e:_56.ud:'h'.3' MB) Remaove
Qpen link i new tab
Qpen link in new window

Re\fisiﬂn inf&rmaticn Qpen link in inCOGRItD window

No revision

URL alias Save Bink as..

No alias o Copy link address B

Authoring information Adobe Acrobat PDF edit, conwert, sign tools »
PP P I L WP Tu e 7 PG T T

Published

46




County Websites Martin-Gatton

College of Agriculture,
. Food and Environment
Universitv of Kentuckv.

Section 6a: PDF’s - How to Load a PDF

O Back to site E Manage * Shor

5. Click Back to Site in the
upper left corner of the screen.

Home > Ad i > Conte

Media

Section 6b: PDF’s - Creating Buttons in Text Box

1. In a new or pre-existing section
on a landing page, click Add ]
Block. If you are adding a button
to a Basic Page skip to step 4.

____________________________________________________________________________________

# Choose a block

2. Click Create custom block in the
menu that appears on the right side
of the screen.

Create custom block

CAFE Extension Blocks
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Section 6b: PDF’s - Creating Buttons in Text Box

Embedded Tweet

3. Select Formatted Text in the new
menu on the right side. Note that you
can also add buttons to Accordion
sets and Tabbed Blocks as well.

Formatted Text

HTML Element

Formatted Text *
Normal - | B
4. Type the text you want for the
button, and then click and drag =it e e
over it to highlight the text.

5. Click the Link button in the
toolbar at the top of the text box. X2 G| B 9 Q
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Section 6b: PDF’s - Creating Buttons in Text Box

6. Right click in the URL field (1)
and select Paste (2).

7. Click Advanced at the bottom
of the Add Link window.

8. Type “button” in lowercase in
the CSS classes field.

9. Check the box to the left of
Open in new windowl/tab near
the bottom of the window.

L L  NEE SN NN M o = I = w
= = AddLink
oo no S —
o '
Start typing to find content. ol
Title
e Populates the title attribute of the link, usually shown as i
Paste |
Reati Advanced

A Advanced +
| )

CSS classes

button|

ETS! CII Egg c|assas !Cl 355 IO H e [Ink, separated by spaces.

Allows linking to this content using a URL fragmer

K4 o

Relation (rel)
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Section 6b: PDF’s - Creating Buttons in Text Box

Lte due o se oncerns.
b
Save

10. Click Save in the lower right corner.

body p a

11. Click Add Block or Update in Réiicaa
the lower left corner. quld vou like

0 he able to reuse this blod

12. Select Save Layout in the upper
left corner of the screen.
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Section 6¢: PDF’s - Creating An Image Card

1. In a new or pre-existing
section on a landing page,
click Add Block.

2. Click Create custom block in the
menu that appears on the right side
of the screen.

3. Select Formatted Text in the
new menu on the right side.

4 Add block

———————

# Choose a block

Create custom block

CAFE Extension Blocks

HIML Element

Image Card

Link(s)
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Section 6¢: PDF’s - Creating An Image Card

DIuiLR Ue LT Tpreramy

Image Card

4. Click the Add Media button under
the Card Background Image section of
the Configuration window. Locate the

image needed and left double click to
upload to the website. o

One media item remaining.

CARD BACKGROU MAGE *

No media item

Name

5. When the picture loads N
enter a brief description of
the picture in the Alternative
text field. This is required.

office building.jpg

Alternative text *

Taylor County Cooperative Extension Office |

Short description of the image used by screen readers and displayed whel the

Card Overlay Color *

Wildcat Blue

Wildcat Blue

6. Click the Card Overlay Color
dropdown menu and select the
color to blend into the image.

Midnight Blue

Sky Blue

|- xt
| Wildcat Black
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Section 6¢: PDF’s -

7. Enter a Title in the Card
Title Text field. Note this
is a required field.

Martin-Gatton

College of Agriculture,
. Food and Environment
Universitv of Kentuckv.

Creating An Image Card

Card Title Text *
4-H Camp Information

"Card Descriptive Text

8. In the Card Descriptive

Card Title Text *

4-H Camp Infarmation

Text field of the PDF enter a
description of the PDF so the
User knows what content
they will be accessing.

Card Descriptive Text

Click below to access our brochure detailing all the information you need to
register your children for 4-H car1lp|

9. Right click in the URL field (1)
at the bottom of the screen. Select
Paste (2) to copy the PDF web
address.

—
Card Title Text * Copy Ctrl+C
E 4-H Camp Information e Paste Ctrl+V
Paste as plain text Ctrl +Shift+V

Card Descriptive Text

Click below to access our brochu Open in reading mode
register your children for 4-H car

Spell check »
‘Writing Direction »
&': image descriptions from Google »
BUTTON
URL ngpect

@

Start typing the title of a piece of content to select it. You can also enter an internal 3

i
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Section 6¢: PDF’s - Creating An Image Card

10. In the Link text field enter
the text that the user will click
on to access the PDF.

11. Click Add Block in the lower
left corner.

12. Select Save Layout in the upper
left corner of the screen.

Ll =

or an external URL such as http.//example.com. Enter <
i i iy i keyboar

Link text *

Go to Infg

Reusable

I

Link text *

Go to Infd

Reusabl

Add block

ble to reuse this block? 1
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Section 6d: PDF’s - Adding to a Link(s) block

1. While in Layout, place your o ‘
mouse over the Links block. Click | canningsaisa » - g
the pencil icon (1). Then click G v

Configure (2) — Remove block

URL

2. Scroll to the bottom of the N "o

Configure Block window. There D S
should be a blank URL field (1). s=RESE N TR TS

If there is not one, click Add

another item (2). @ oo

List Format *

Stacked «

URL
©

Emaji Win+Period

Start typing the title of a il n inter

as /node/add or an exte ni=to
g 2 Undo Curl+Z

front page. Enter <nolinl splay k

3. Right CIiCk In the URL ﬁEld (1) accessible link text only.
Then select Paste (2). B

Copy C
0 Paste [ Ctrl+v

Add another item Paste a3 plain text Ctrl+Shift+v

Select all Ctri+A
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Section 6d: PDF’s - Adding to a Link(s) block

4. In the Link text field enter
the text that the user will click
on to access the PDF.

5. To place the PDF higher up in
the block, scroll to the top of the
configuration window. Select
Show row weights at the top
right of the window.

accessible link text only.

Link text *

4-H Registration Information|

Add another item

6. Scroll to the PDF. Click the dropdown menu (1) to the right. Select
the numerical order (2) you want to the PDF to be placed in the list.

accessible link text only,

Link text *

4=H Registration Information

Add another item
st Formar *

Stacked «

http:/ fextension.demo.ol.boa.ca.uky.edu/sites /extension.demo.ol. boa.ca.uk

Start typing the title of a piece of content to select it. You can also enter an internal path such
as /node/add or an external URL such as hitp://example.com. Enter <front> to link to the
front page. Enter <nolink > to display link text only. Enter <button> to display keyboard-

56



County Websites Martin-Gatton

College of Agriculture,
. Food and Environment
Universitv of Kentuckv.

Section 6d: PDF’s - Adding to a Link(s) block

Stacked ¢ "

If there is more than one link, mat selectg
links will be stacked.

7. Click Update in the lower left corner.

8. Select Save Layout in the upper
left corner of the screen.

Section 7: Creating an Event

%W Software Downloads H& UK Human

1. Click Manage in the upper — Manage | Yy Shortcuts  § «
left corner.
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Section 7: Creating an Event
= Manage Y Shorteuts

© Hep
2. Place your mouse over Content (1)
in the upper left. Then, place your
mouse over Add Content (2). Finally, o )

. . Landing Page
click Event (3) in the new menu.

MNewsletter

Person

Create Event
Home » Add co Event
3. Click the Event Information Event Title *

tab in the upper left corner.

Date Information *
Event Type
Event Point of Contact - None -
Select wheths

Location Information

EVENT FH

4. Type the name of the event in Event Title *
the Event Title field at the top of 2022 Food Farr
the screen. This is a required

- None -
field.

Select whether this event will be held in-person, remotely,

EVENT FEATURED IMAGE
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Section 7: Creating an Event

Event Title *

2022 Food Fair

Event Type
5. Click the Event Type (1) dropdown to Q
select one of three delivery options (2) is eveWewill be held i

In-Person

for the event. Remote r AGE
Hybrid ms are selected.
Add maadia

Event Type
In-Person «
Select whether this event will be

in-person,

EVENT FEATURE

selected.

6. Click the Add media button. No media items

Add media

Add a featured image for this event.
One media item remaining.

Add or select media

7. Click Choose File and load
the image needed.

| o file chosen

325 MB limit.
Allowed types: png gif jpg jpeg webp.
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Section 7: Creating an Event

Name

8. When the picture loads v e
enter a brief description of
the picture in the Alternative
text field. This is required.

Alternative text *

Taylor County Cooperative Extension Office |

Short description of the image used by screen readers and displayed whel§ the

9. Select Save in the lower right.

10. Click Insert selected in the lower et
right corner. 4.;_?“ | )
]
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Section 7: Creating an Event

11. Type the specifics of the event in the description field (1).
This is a required field.

Event Description *

I U|» % |F = B9 = [ Souce

Join us for the 2022 Food Fair. We will be offering recipes, giving food demonstrations, and providing food samples to all who attend. You will learn some
amazing tips on how to make you meals not only tasty, but also on a budget!

body p

Event Teaser

12. In the Event Teaser field, e e
type a 1 or 2 sentence summary
of the event to grab the user's

interest. B

4-H

13. Under Event Category, check the e o s i g of ]
box next to the section that is hosting S

the event. Multiple Programs can be e e
selected. Note that additional options

can be added. Please contact your

trainer for that information.

O County Community

Family & Consumer Sciences

d

s |f this event requires registration, plea,ﬂe enter the URL to
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Section 7: Creating an Event

14. In the Registration URL field place a link to the location where
participants can sign up for the event.

J Community and Economic Development
J County Community
Family & Consumer 5ciences

Registration URL

http://example.com. Enter <front> to link to the front page. Enter <nolink> to display

+ Start typing the title of a piece of content to select it. You can also enter an internal pat
link text only.

Create Event

Home » Add content » Ev

15. Select the Date Information

*

tab on the left side of the screen. i Event Title *

The tab is required when 2022 Food Far
- Event Type

Creatlng an event- Event Point of Contact In-Person

Select whether thi

Location Information
EVENT FEAT

EVENT AND DATE TIME *

o mm / dd [ yyyy Elo - Q | to
+

August 2022 = ™ S 1 houll
16. You can type the date by clicking w e Te we T B s
in the field (1) or click the calendar rerpeeill '+ EEEEREREL
button (2) to select the needed date. e e

21 22 23 24 25 2% 27

28 29 30 3 1

Clear Today
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Section 7: Creating an Event

14. In the Registration URL field place a link to the location where
participants can sign up for the event.

J Community and Economic Development
J County Community
Family & Consumer 5ciences

Registration URL

http://example.com. Enter <front> to link to the front page. Enter <nolink> to display

+ Start typing the title of a piece of content to select it. You can also enter an internal pat
link text only.

Create Event

Home » Add content » Ev

15. Select the Date Information

*

tab on the left side of the screen. i Event Title *

The tab is required when 2022 Food Far
- Event Type

Creatlng an event- Event Point of Contact In-Person

Select whether thi

Location Information
EVENT FEAT

EVENT AND DATE TIME *

o mm / dd [ yyyy Elo - Q | to
+

August 2022 = ™ S 1 houll
16. You can type the date by clicking w e Te we T B s
in the field (1) or click the calendar rerpeeill '+ EEEEREREL
button (2) to select the needed date. e e

21 22 23 24 25 2% 27

28 29 30 3 1

Clear Today
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Section 7: Creating an Event

17. Click the clock button to set
the start (1) and end time (2).
You can also type the time. Use
the up and down keys to select
AM or PM.

18. Check the box next to All day (1)
if the event is that length. Also, you
can use the Duration (2) dropdown if
you want to set the length of the
event.

19. Click the Add another item
button if the event occurs over
multiple days and additional dates
need to be added. For every new
date, a new event will be created.

oy Eiili==s == @0:—— — @o
D All day “ﬂ v

02 28 AM

03 29

10/12/2022 01| 04:01 PM @ | 5 | 05:01 PM

- P

Duration | 1 hour

10 0| 04:01 §

U All day Durat

Add another item
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Event Information *

. Date Informat/ EVENT
20. Select the Event Point of Contact
tab on the left side of the screen.

Location Information +

Event-Specific Files

21. In the provided fields enter the Contact nhame (1), Contact Email (2),
and Contact Number (3).

Optionally, provide contact information for the primary point of contact for this eve

o Contact Name

o Contact Email
o Contact Number

Event Information Gijtroﬁl
Contac

Date Information *

Event Point o tact Contad

22. Select the Location Information

tab on the left side of the screen. =

Event-Specific Files
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Section 7: Creating an Event

23' Under Venue Name type the vf:::l:a(:inw Extension [)fflcnl
name of the event location.

Enter the name for the venue in which this event will be held.

¥ VENUE ADDRESS

Venue Mame
Fayette County Extension Office

Enter the name for the venue in which this event will be held.

¥ VENUE ADDRESS

24. In the Venue Add reSS ;I;:_I":Q address associated with the venue for this event.
. United States v
section enter the address of Sreet address

the event.

Zip code

Remote Web Address

25. The remote web address field is used to include a link to a Zoom
meeting or other form of online conference tool. Do not use this field as it
might result in individuals accessing the event to cause disruptions.

#
- None - v

Remote Web Address

# Enter the remote web address/URL for this event (i.e., Zoom conference URL, URQto host

atha a o Ao o oo o colo i = - o anto i dlpdlh
http.://example.com. Enter <front> to link to the front page. Enter <nofink> to display liff
link text only.
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Section 7: Creating an Event

26. Select the Event-Specific Files
tab on the left side of the screen.

27. Click the Choose Files button
at the top of the screen, and
import the file from your computer.
Note that this file will not go to
your Media Library.

28. In the Description field,
give the file a label.

Date Information *
Op
Event Point of Contact Ad
[u
Location Infor n Ma
32
Event-Specific Files Al

¥ FILE ATTACHMENTS

Optionally, add file attac s to this event (i.e., flyed

llllll

| Choose Files ] b file chosen

aximmum 10
32 MB limit.
Allowed types: txt pdf doc docx.

FILE INFORMATION

[4] Fayette_County_Food_Fai |'_Flye|'.;:df/

bel Bf the link to the file.

Add a new file
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29. Click Save in the lower left corner.

e

Section 8: Creating a Newsletter

%W Software Downloads HE UK Human

* Shortcuts ‘l C

1. Click Manage in the upper left corner.

W shortcuts ] cjezas
@ Hep

Add content > Announcement

2. Place your mouse over Content (1)
in the upper left. Then, place your

mouse over Add Content (2). Finally,
click Newsletter (3) in the new menu.

Files Basic Page

Media
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Section 8: Creating a Newsletter

3. In the Title field type the name
of the newsletter. Try to remain
consistent in the naming of the
newsletters when posting.

4. In the Program Area section
select the program associated
with the newsletter.

5. Click Add Media under Newsletter
PDF to load the needed file.

Home » Add content » Newsletter

Title *

September Newsletter 2022

Title *

September Newsletter 2022

Program Area

All Program Areas
Ag & Natural Resources
Community & Economic Development

NEWSLETTER PDF

No media items are selected,

4-H Youth Development
Ag & Natural Resources

Community & Economic Develop t

NEWSLETTER PDF

No media item selected.

Add media

One media item remaining.

68



County Websites Martin-Gatton

College of Agriculture,
. Food and Environment
Universitv of Kentuckv.

Section 8: Creating a Newsletter

6 |n the Tltle fleld type the name Home » Add content » Newsletter
of the newsletter. Try to remain Tiis®

. . . September Newsletter 2022
consistent in the naming of the
newsletters when posting.

Title *

September Newsletter 2022

Program Area

7. In the Program Area section All Program Areas
:
select the program associated Ag & Natural Resources

Community & Economic Development

with the newsletter.

NEWSLETTER PDF

No media items are selected,

4-H Youth Development

Ag & Natural Resources

Community & Economic Develop t

8. Click Add Media under Newsletter e
PDF to load the needed file. No media item

Add media

One media item remaining.

selected.
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Section 8: Creating a Newsletter

Add or select media
9. Select Choose File (1) to import a -
file from your computer, or load a —
newsletter from the File Library (2). | 0 @
county-wide_newsletter_april_22_pdf cv.pdf

10. Select Insert selected in the
lower right corner.

Insert selected

NEWSLETTER DATE

Newsletter Month
11. Choose the Newsletter Month (1) February v q
and Newsletter Year (2) from the Optionally, select the moMith this newsletter corresponds.

Newsletter Year
dropdowns under Newsletter Date. 9

Optionally, select the y this newsletter corresponds.

Newsletter Body
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Section 8: Creating a Newsletter

12. In the Newsletter body, enter the text from the newsletter (1). You
can use the toolbar (2) of the textbox to modify the text. We recommend
loading a picture to this box for social media post. If not, when the
social media buttons are used the post will use the Kentucky State
University logo or the University of Kentucky logo at the bottom of

the page.

Newsletter Body

I U x x I @& & o Q= [ Soumce
£

[
g

W =

i

i w

13. Click Save in the lower left

corner of the screen.
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Section 9a: Maintaining the Content Library - Deleting

%W Software Downloads H& UK Human

. . E Manage * Shortcuts ‘l C
1. Click Manage in the upper left corner.

E Manage * Shortcuts

H Content

2. Click Content in the upper left
corner.

3. If needed, you can utilize the Filters at the top of the screen to locate the
needed content page. You can type the name of the page in the Title field (1).
You can also search for the type of page using the Content Type (2) dropdown
menu. When ready, click the Filter button (3) to activate the filter.

Title Content typ Published status Language

v Any - v Filter o

@

Action

Delete content et

Apply to selected items
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4. Sort the pages by clicking on any of the column titles in the
content library. By default, the page that was most recently created or
updated will be shown at the top of the page.

| Tite = Content type 7 Auther  Status pdated T
(] it

5. Cllck the checkbox .the left of the oA Fand Eais

page title you are wanting to delete.
[ ] 4-H Club Updates

Action
6. Make sure Delete Content (1) Delete content v o
Is selected in the Action dropdown
menu. Then click the Apply to
selected items button (2). Apply to selected items o
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e 2024 Food Fair

_ This action ca
7. Click Delete on the next page to

confirm deletion of the content page.

Section 9b: Maintaining the Content Library -
Editing a Newsletter or Event

Title
1. Click the hyperlink of the page you e /

want to edit in the Content Library. 4-HLClub Updates

4-H June 2022

2. Click Edit at the top of the HOME PROGRAMAREAS »

Newsletter or Event page
Delete Revisions

when it opens.
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1. Click Back to site in the upper
left corner.

E Manage * Shortcuts

H Content Fh Structure

Add content

1. Click Layout at the top of the page. Files

Media
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2. If needed, you can utilize the Filters at the top of the screen to locate the
needed media. You can type the name in the Media name field (1). You can
also search for the type of media by clicking the Content Type (2) dropdown
menu. When ready, click the Filter button (3) to activate the filter.

Published status Language

Q W - Any - o Filter

3. Sort the pages by clicking on any of the column titles in the
media library. By default, the page that was most recently created or
updated will be shown at the top of the page.

4. Click the checkbox to the left = o 220 il
of the page title you are wanting
to delete. ,
E Fayette County Food Fair Flyer 56.pdf
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Action
5. Make sure Delete media(1) is Delete media Vv o
selected in the Action dropdown
menu. Then click the Apply to
selected items button (2). Applyto selectad ftams o

* 4H June 2022 - Updated.pdf

This action cannot be undone.

6. Make sure the checkbox is
selected next to “Also delete the Io Also delete the associated files?

- - . After deleting the media items, this will also remove th
associated files?” (1) Then click ;

the Delete button (2).
( ) |o Cancel

Section 10b: Maintaining the Media Library - Editing

1. Once in the Media library (see & Thumbnail We
Sec 10a, step 1, Page 75), locate

the file, and click on the hyperlink - [ S T S Updated,m‘
of the file name.
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*,

. . # Document
2. Click Remove to the right \
Of the flle name. [ 4H June 2022 - Updated,pdf (2.1 MB

~ Document *

3. Select Choose File, and load Add a new file*
the new file from your computer. [ Choose File | N file chosen

One file only.
325 MB limit.

Published
4. Click Save in the lower left

corner.

/8



County Websites Martin-Gatton

College of Agriculture,
. Food and Environment
Universitv of Kentuckv.

Section 10c: Maintaining the Media Library - EXiting

1. Click Back to site in the upper
left corner.

Section 11a: Creating an Alert Block

HOME PROGRAM AREAS## ANNOI
1. Click Layout at the top of the page.

Edit Revisions

2. Click Add Section at the
top of the page.
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3. Select One column from
the menu the appear on the
right side of the screen.

4. Click the Style dropdown menu (1)
on the right side of the screen. Then

select one of the Full Width (2) options.

5. Select Add section under the
Style dropdown menu on the right
side of the screen.

Style

A’

« Choose a layout for
this section

One column

Style

- Select - %

Select
Content Width (White)
Content Width (Wildcat Blue)
Content Width (Midnight Blue)
Content Width (Sky Blue)
Content Width (Black)

Full Width (White)

Full width (Wildcat Blue)
Full width (Midnight Blug)
Full Width (Sky Blue)

Full width (Black)

Full Width (Wildcat Blue)

Add section
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6. Click Add block at the
top of the page.

7. Select Create custom block
in the upper right corner of the
menu that appears on the right
side of the screen.

8. Select Alert from the custom
block menu on the right side of
the screen.

<+ Add block

% # Choose a block

Create custom block

Add a new custom
block

"

Accordion &et

Circular lcon Set
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9. In the Alert Icon field (1) o E ke
1 RIS o - S —
type a key word to look for 0'}1' ¥ooal -
i _ ‘¥ Mooo¥
an icon fqr your a!ert block ¥H000%H
If you an icon (2) in search sl
L w Y}
results, you can click it to e - A8
: : C 3 Jalalal
use the icon in your block. e,
¥R RN
SRooo&r

10. To see available icons you can click

the Font Awesome icon list hyperllnk wesome lcon. Sé r valid ico
located below the Alert Icon field. SieiLhak 2l 1oL N SEN—n = Lot

11. Click the link that says “2,050 r

free and open-source icons” on 68 2,050
the Font Awesome webpage o by Opeﬁf;eceufc“edims
when it opens.
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12. You can search for icons
. - MQ |’.-$9.<1rrh 33,612 icons..
using the search engine (1) at
the top of the page. Just make
Dol e Pad | ? x 4 x 1+ €
sure the icons are located in
the free section (2). OR.... e
2,050 Icons FREE RESET

2,050 lcons FREE RESET

b
13. You can look through the 2,050 free
icons at the bottom of the page. Once s Q -
the icon you want is located, remember the g
name located under the icon. You can
then go back to your website and type that ia L
name into the alert icon field (step 9). o

14. In the Alert Message text box, type the message for the users to read.

Please do not use additional images or increase the size of the text. This

will be distracting from the alert icon, and from additional required text
fields in the Alert Block.

I~ | Alert Message *
Mormal Il |x | =x I | = B 9| Q = | Bsource | &

m

m m

Our office will be closed on Monday, January 13th, due to inclement weather)
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15. Under Closable Indicator, @ | CLOSABLE INDICATOR

determine whether or not you
want the user to be able to close
the alert on their web browsers.

________ Mot Closable

@

Closable

Ligsdble

16. In the Alert Header field, - gr—
type a title to appear above the Office Closed
alert message. 2

@

Closable

Alert Header *

17. Select Add block in the
bottom left corner.

Office Closed|

Reusa

cbe zahle to reuse this blo
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18. Select Save Layout in the upper
left corner of the screen.

Section 11b: Removing an Alert Block

HOME PROGRAM AREAS#> ANNOI

m Edit Revisions

1. Click Layout at the top of the page.

2. Click the X in the upper right S it chede s s L
corner of the alert block. !

ﬂ’ Office Closed

Our office will be closed on Monday, Ja
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, Are you sure you want
to remove section 1?

3. Click Remove on the right side of
the screen.

This action cannot be undone.

Remove

LdlCel

4. Select Save Layout in the upper
left corner of the screen.
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