Subsections


You are able to create subsections that will appear under the sections that you have created.  They will show up below the section name on the left side of the screen when you click on a section.  These subsections can be used to further divide your information and help you organize your web site.  For example you can create a subsection under Rooms as each particular room.  

1. Log In and you will be taken to the ‘member home’ page which only Headwaters members can see.  

2. Click on ‘edit content’ at the top right of the screen

3. This will take you to the ‘admin page’.  On the left of the screen you will see ‘to begin select a section to edit’, click the little down arrow and select ‘subsections’.  

4. An empty table will appear.  Click ‘add new’ above the red line.

5. A blank form will appear, it is here that you will add your information.

6. Choose which section you would like this subsection to appear in.  

7. Add a title of the subsection.*  This will be what appears under the section title.  

8. Add an introduction.*  This introduction will be at the top of the new page in blue font.  It needs to be 255 characters long, including spaces.   

9. Add a subtitle.  This subtitle will appear under the introduction in bold print.  

10. Add the body of the subsection.*  This is where you can add the information that you would like to show up under the subtitle.  It can be any length you would like and you can use the buttons at the top of the field to modify the text.  

11. Add an image that you would like to show up at the very top left hand side of the screen.  It needs to be 192 pixels wide and 200 pixels high.  

NOTE:  Depending on the length of the introduction some of the bottom portion of the picture could be cut off.  

a) To upload the picture click the ‘browse’ button under ‘Image’.  Another box should open and you will be able to find the ‘image’ on either your hard drive or a disk.  Please have your ‘image’ already modified to fit the space saved on either a disk or on your hard drive.

b) Highlight the ‘image’ file and click ‘open’ on the bottom of that box.  

c) The file name should then appear in the empty field beside browse.  If it does, click ‘upload new’ under the file name.  Wait for a minute while your computer sends a copy of the file to our server.  Do not be alarmed if the position of the member profile page changes.  

d) When the computer has stopped thinking, the ‘image’ should appear under the heading ‘Image’.  It should also say ‘successfully uploaded’.  If it has an error message please try uploading the ‘image’ again. 

12.   Add an image caption that will describe the picture, it can only be 80 characters long.

13.   Adding Search engine keywords.  In this space please add any words that pertain to the information in this section.  It can either be one word or a phrase that someone might search for.  These words need to be comma separated and you should have about 25 of them.  For example:  Headwaters, Hills, Hills of Headwaters, tourism, association, tourism association, information, Orangeville, Dufferin, Erin, Caledon, Shelburne, Mono, town, township, Amaranth.  Please be truthful about the keywords.  

14. Adding a Search Engine Description.  This description will come up if a person searches for one of your keywords.  It needs to be about 2-3 sentences long with about 25 words max. 

15. When you have completed all of the necessary information click ‘submit’ at the bottom of the page.  If not all of the information is filled in you will not be able to ‘submit’.  When it has successfully submitted it will take you back to the table that you started from, except that your new section will be there. 

