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How to Use this Manual


Purpose

The purpose of this manual is to give you a basic introduction to using Manila to create a single and multi-page faculty homepage. This manual can be used in as a self-paced tutorial, but is designed to accompany instructor-led training. 

Objectives

After completing the manual/training you will be able to:

· Login to your manila website

· Describe the difference between a Course Management and Content Management system

· Describe the general nomenclature of a Manila homepage

· Use editing tools to create a single-page Website

· Recognize the significance of the Big Name in locating a Manila website

· Create stories (pages), gems, and shortcuts in your Manila website

· Add hyperlinks and pictures to your Manila website

· Create a navigation menu

Duration


Duration: This manual/tutorial will take you approximately 2 hours to complete
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About Manila
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Manila is an easy to use Content Management System that allows you create and edit a website while using a web browser like Internet Explorer or Netscape. You don’t even need to know HTML, or how to use a fancy web editor like Dreamweaver or FrontPage! 

	Manila uses templates, a WYSIWYG editor, shortcuts, gems, and other features, to allow you to develop a webpage as easily as you create a word-processed document. In addition to an editing environment, Manila provides you with tools to create discussion forums and provide course materials to your students. In fact, Manila is an excellent tool to use to enhance collaborative learning both in and out of traditional classroom.
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Content vs. Course Management: What’s the Difference?

Although it’s a powerful tool for developing web pages, Manila is not a Course Management System, such as WebCT, Blackboard, or eCollege. Content Management Systems allow you to develop and manage Web content. Course Management Systems allow an online instructor to develop instructional content, but also manage traditional aspects of a course, in an e-classroom format. 

	Manila does…
	Manila does not…

	· Make simple Webpages

· Make complex websites that include weblogs, calendar, and discussion forums

· Provide instant access to and updating of Webpages—all you need is a web browser and an Internet connection!

· Provide links to pages on the World Wide Web

· Create links to documents and files that you create


	· Provide e-classroom features such as virtual groups, file exchange, electronic assessments, whiteboard, email, and synchronous chat




Chapter

3

Getting Started

Logging into Manila

To log on to your Manila website:

	1. Launch your web browser (Netscape, AOL, or IE) Note: Internet Explorer (IE) works best with Manila

2. Type the following address in the address or location box of the browser:

http://salsa.missioncollege.org/lastname/
For example, Jane Doe’s Manila URL would be:

http://salsa.missioncollege.org/doe
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3. Press the enter or return key

You will see be directed to your Mission College Manila homepage.
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To login to your homepage:

	1. Click the Login Link in the lower left-hand corner of your browser window
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You will be directed to the Manila Login screen

2. Enter your Mission College email address (i.e. jane_doe@wvmccd.cc.ca.us) in the Email Address box


3. Enter the default user password, “test”, in the Password box


	4. Click the Login button
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After logging in, you will be redirected to the Home Page of your site. It should look different, with new links and buttons like those shown below. If it doesn't, try your browser's Reload or Refresh command to make sure you're seeing the right version of your homepage. After you log in Manila recognizes you as a Managing (or Contributing) Editor, and will display the “Editor's Only Links”, the “Edit”, and the “Edit This Page” button and the Members Box

[image: image6.png]doe

i e o st o e T

Cator ol st Pcres G Shrtats Discin st A Bl Lot o
It Worked!

Congratuiasons and welome o your now s

o str g i s please i Your mad addrss and password are
T S a5 50 0ns GLaG 15 oS8 i webARS,

« Aarlosong ik th €6 i Pag bt below o et et T

« You an hange anost sveryhing dbut the s, inducing s nams,
2ppcarsnie Mambirsi and buben eahres. The 1l ommand i the
RS T e 1t o ot e 5 i SR

» Visetho Gettin Startad page on the ManilaNewses o, providesan
o t e Shoren i o proecs v o 6 e
i lowbies 50 Tars 1 hap 104 wark wih Hards ond o
leamirom e o

« Finl,iease bookmark this page. Tis s your wabe. 80 sure ou can
e

EqiviePage
Conment 0n s Page

o




	Editor’s Only Links

[image: image7.png]




	Editor’s only links act like a breadcrumb by giving you quick access to the main Manila tools for developing a site. If you're a Contributing Editor, the “Prefs”, “Admin” or “Bulletins” links won't appear since they're restricted to Managing Editors. You’ll learn more about Editor’s Links as you continue this tutorial.


	The Edit This Page Button

You will see The “Edit this Page Button” on every page that you are allowed to edit. After you click the Edit this Page Button, you will be directed to the “Edit Story” window. We will discuss editing a page in more detail in the next chapter.
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User Roles


Manila users can have several system roles. Each role has varying degrees of content development authority. 

	Role
	Editing Authority

	Managing Editor 


	· Home Page

· Stories (Pages)

· Pictures

· Preferences

· Messages

· Bulletins

	Contributing Editor


	· Stories (Pages)

· Pictures

· Messages

	Members


	· Stories (Pages)

· Pictures

· Messages

· Bulletins

	Visitors


	· Stories

· Pictures
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Anatomy of a Manila Page

Manila templates are designed to be consistent with the look and feel of the Mission College web. Because your site is based on a template, elements such as the main banner, college links, and login/out links can not be changed. When designing your site you will need to decide whether to use a single-page or multi-page template, and the names of links to pages (or “Stories” in Manila lingo) located in the navigation column of a multi-page site.
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1. Big Name Link

The Big Name Link is a standard feature of a Mission College Manila site. Clicking on the Big Name Link will always return you to your Manila homepage.

2. Global Links

Standard links that will direct users to your Manila homepage, or your About page.

3. College Links

Standard links that will direct users to the Mission College homepage, and College directory

4. Main Content Area

The Main Content Area is where you will create and edit content for your Manila web site. If you have a single-page site, the Main Content Area will fill the page. If you have a multi-page site, the Main Content Area will be to the left of a standard Navigation Bar. 

5. Email & Date Updated 

This area provides your users with a link to your email address, and shows the date that your page was last updated.

6. Login & Logout Links

The Login and Logout links provide you and your students with a method to access shared content in Manila. Students do not need to login to you’re your homepage, but will need to login if you decide to use the discussion features built into Manila.

Changing your Password

You can change your password by going to the Mission College Manila Signup Form page:

http//:salsa.missioncollege.org/yourname/member/ChangeParrword
1. Enter your Email address
2. Enter your Name
3. Enter your new Password, 

4. Repeat your new Password, then

5. Click the Submit button
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Logout of Manila

Now that you have changed your password, its time to logout, login, a begin editing your homepage. 

	1. Click the Logout link to logout of Manila
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	2. Click the Sign Out button to reconfirm logout
	[image: image12.png]‘Sign Out







	You will receive an acknowledgement that you have signed out of Manila.
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Creating a Single-Page Site

Congratulations! You now know how to login to Manila and navigate around your Single- Page site. However we all know “a picture is worth a thousand words”, so let’s add some content!

Don’t Forget the Cookies!

Well, milk and cookies would be great right now, but what you really need to is enable the cookies in your browser. A “cookie” identifies you to the Manila server each time you login. You can not edit your page unless your browser cookies are enabled, and Manila will not warn you if they are disabled. 

To enable cookies in Internet Explorer:

1. Select Tools > Internet Options

2. On the Privacy tab, move the slider down for a lower level of privacy

	3. Click the OK button
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To enable cookies in Netscape 7:

	1. Select Edit  > Preferences
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2. Click the enable cookies button, and then

3. Click the OK button
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Site Preferences and Appearance

Let’s get started! Launch your browser, and login to your Manila homepage.
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Setting Page Preferences

By default, a new Mission College Manila homepage uses your last name as the Big Name link. After you login to Manila, you should change your Big Name. 

To change your Big Name Link:

1. Click the “Prefs” link

The Editor’s Links will expand to display Preference options.

2. Click the “Appearances” link
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3. Click in the “Site Name” field in the Page Header area, and then Type “Jane Doe” 
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4. Click the Submit button

Jane’s “Big Name” Link will be changed from “doe” to “Jane Doe.”
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Adding a Calendar

Adding a calendar to your homepage will allow students to track messages and changes to your sight, and is a nice reference for anyone you visits your site. 

Note: The calendar will highlight the last date that you updated your site, not the current date.

To add a Calendar to your Home Page:

1. Scroll down to the Home Page area of the “Appearance’ area, then

2. Click the Yes button next to “Do you want a calendar on your homepage?” option.

[image: image21.png]Home Page:
o vau
aants
caieraron (OYes Ono
your home

o




3. Click your “Big Name Link” to return to your homepage. You will see the calendar on the right side of the Content Area.
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Editing Your Homepage

In the section we will add content to your single-page site. In order to create this site, and your multi-page site, you will need to download the following files from the Mission College Manila Support page:

· Syllabus.doc

· Syllabus.html

· Jane.gif

· Rainforests.ppt

Keep in mind that your homepage is the “gateway” to your entire Manila site. It should include general information such as announcements, office hours, and links to college and departmental websites. 

To begin editing your homepage:

	1. Click the “Edit this Page” button on your homepage
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2. Click the Title section of the Editing Window 

3. Replace the current Title with one of your own (i.e. “Professor Jane Doe’s Homepage” in this case)

4. Click in the Text section of the Editing Window, clear the existing content, and enter a sentence or two about yourself. (Note: Make certain the “WYSIWYG” radio button is selected)
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5. Click the Post Changes button

[image: image25.png]isin College | ssion Colleas Discioy | Home |

E0

Bulleins Logoff Help

Welcome to Professor Jane Doe's
Homepage

Professor Jane Doe
Professor of Biology

At Mission College since August 2004

8.5. Microbiology, UC Davis, 1994
M.5. Ecobiology, UC Berkeléy, 2001

Office: BL123
Offce Hours: Mon-Thur 12:00-1:30 PM
Phone: 855-5275

August 2003
Suntlon Tue Wed Tha i 5ot

0 sep




Navigating the Text Section

The Text section of the Editing Window includes a “WYSIWYG” mode, that allows you to enter text in format similar to a word processor, and a “Source” mode that allows you to hand-code pages using basic HTML tags. In general, you can use the “WYSIWYG” mode and Manila’s built-in shortcuts to format all your faculty web pages.
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Additional Text Options Include:

	Paragraph Drop-Down Menu
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	Font Drop-Down Menu
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	Size Drop-Down Menu

Font Sizes:
1= 8 point
2= 10 point
3= 12 point
4= 14 point
5= 18 point
6= 24 point
7= 36 point
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	Web-Safe Color Drop-Down Menu
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	Formatting Toolbar
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Note: Manila text options are only available for Windows OS and Internet Explorer, not the Mac.

Let’s add another paragraph to our homepage, and call it “My Courses”.

1. Click the Edit this Page button

2. Place the cursor at the end of your last sentence

3. Type --- (Three hyphens)

4. Press the Return or Enter key twice (Paragraph Break)

5. Type: *** My Courses 

6. Press Return and type “Biology 101, Section 3”

7. Press Return and type “Biology 001A, Section 1”

8. Click the Post Changes button
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Shortcuts and HTML for Dummies

In order to create most web pages, you either need to know how to use a web editor like FrontPage, or Dreamweaver, or HTML. Manila makes creating web pages easy by using Shortcut formatting codes. Of course knowing a little bit of HTML can help spice up your Manila homepage. 

Manila Shortcuts

	
Type this…
	
See this…

	
***
	Bold Paragraph

	
---
	Horizontal Rule

	
Return/Enter Twice
	
New Paragraph

	
Email Link
	
jane_doe@wvmccd.cc.ca.us

	
URL
	
http://www.missioncollege.org


HTML for Dummies

	
Type this…
	
See this…

	
A <strong>bold</strong>word
	
A Bold word

	
An <i>italicized</i>word
	
An italicized word

	
<br>
	
Produces a line break


Adding Pictures to Your Site 

A picture is worth a thousand words; so let’s add a photo to your Manila homepage! Keep in mind that pictures increase the overall file size of your web page, which in turn increases download time for your students. Therefore, it’s a good idea to limit the size of pictures on your Webpages. 

Another consideration is file size. Web browsers only recognize gif, jpg (or jpeg), and png (pronounced “ping”). If you have a picture of a different format such as bmp, pict, tif, etc. then you will need to convert these graphics to a gif, jpg, or png. 

Adding a picture to your Webpage is a two-step process:

1. First, you must add the photo to the picture list in your Manila site.

2. Finally, you must add the picture to a story (page) using the “Shortcut” name you assign in the Picture area.

To add a picture to your Webpage:

1. Click the Pictures link on the Editor’s Links 
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You will be directed to the Pictures area in Manila. All of your pictures will be listed in this area, as well as the shortcut name you will use for each one in your site. 
2. Click the “Create a New Picture” link
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The “Create a New Picture form will appear. You will use this form to assign a Shortcut name, or Title, to your picture, browse for the picture on your local computer, and add a byline, or caption if appropriate. 
3. Click in the Title box and type “Jane Doe Photo”

4. Click the Browse button and use the “Choose File” dialog box to navigate to the picture you wish to add to your picture list, then
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5. Click the Open button

The proper path to your picture will be written to the “Choose GIF or JPEG File” box

6. Enter an short description in the Text box and type “Professor Jane Doe”, then

7. Click the “Post New Picture” button
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Inserting a Picture

Let’s insert this picture on Jane Joe’s Homepage. If you haven’t already done it, click the “Big Name” link to return to your homepage. 

1. Click the “Edit this Page” button

2. Click the cursor on the page in an area where you would like to place the picture

3. Type “Jane Doe Photo”
4. Click the “Post Changes” button
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Inserting a Hyperlink- Method #1

1. From your homepage, click the “Edit this Page” button

2. Click in the Text box and type the name of the hyperlink, “Mission College Biological Sciences” in this case

3. Click + Drag to highlight the hyperlink name
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4. Click the Hyperlink button [image: image42.png]


on the formatting toolbar

5. Type the URL to the desired page 
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6. Click the OK button

The hyperlink will be listed on your home page.
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Congrats! You have just created a single-page site! In the next chapter, you will create a multi-page site with pages that include an online syllabus and downloadable course materials (files).
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Creating a Multi-Page Site

A single-page site is great for an instructor homepage, but you can further enhance your course by creating a multi-page site. Creating a multi-page site is extremely easy, and you can always switch back to a single-page site. 

Most multi-page sites include pages devoted to supporting several courses with the following:

· Online syllabi for each course

· Electronic Course Documents

· Discussion Forums


Since a multi-page site includes multiple pages (or stories), let’s take a look at creating a story in Manila. If you haven’t done it already, please login to Manila. 

Creating a New Page (Story)

To create a new page (Story):

1. Click the “Stories” link on the Editor’s Only Links
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2. Click the Create a New Story Link
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The Create a New Story form will open.

3. Click in the Title field and type “Biology 101 Syllabus”

4. Open “syllabus.doc” on your local machine, and type its contents in the Text field of the Create A New Story Form (Don’t forget to format the text)
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5. Click the Post New Story button

Adding a Navigation Bar

Now that we have a new page, we need a method for users to access it.  Adding a navigation bar allows you to provide users with individual links to each of your pages. You can also add other links to the navigation bar—often called “external” links.

First, we will add the Navigation Bar. Then we will add a link to Biology 101.

To add a Navigation Bar:
1. Click the “Prefs” link in the Editor’s Only Links

2. Click the “Themes” link

3. Select the “Multi-Page” radio button, then

4. Click the “Apply Theme” button
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5. Click the Yes button on the “Confirm” dialog box

[image: image50.png]Are you sure you want to apply the "Multi-Page”
theme?

This will aver-write your current templates, colors,
and other appearance preferences.




6. Click your Big Name link to return to your homepage to review your changes.
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Adding a Link in the Navigation Bar

Adding a link in the Navigation Bar is a two-step process:

1. You must set a relative path for the page (story) you plan to link to the navigation bar, and

2. Edit/create a link in the Navigation Bar

Note: Setting a relative path simply tells Manila where a page (story) is located relative to your site’s home directory. All of your Web pages reside in a folder inside of your Manila site (directory). A forward slash “/” in the relative path of your site URL means that a page is in a folder one level below the main, or root, directory. For example, Jane’s “Syllabus” page has a relative path set as “/syllabus” in her root directory.  In this case, the URL to the Syllabus page would be:

http://salsa.missioncollege.org/doe/syllabus
[image: image52.jpg]




To set the Relative Path to a page (Story):
1. Click the “Stories” link in the Editor’s Only Links
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2. Click the shortcut name of the page you plan to link to the Navigation bar (Biology 101 Syllabus as show below)
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3. Scroll to the bottom of the page until you see the Admin dialog box

4. Select the “Set a relative path for this message?” radio button, then

5. Click in the Path field and type a name for the path to the selected story, then click the Submit button
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Note: The name of the path does not have to be the same as the page (story) shortcut. 
To add a link to the Navigation Bar:
1. Click the “Edit” button in the Navigation Bar



You will be directed to the “Edit Navigation Links” area

2. Click in the “Name” box of the “Add Link” area and type the name of the link you would like to appear in the Navigation Bar. 
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Note: You can name the link whatever you desire.

3. Click in the “URL” box and type the name of the path exactly as you entered it in the Admin dialog box (see page 39)


4. Click the “Update” button 

You will see the link you just added to the Navigation Bar.
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Shortcuts

The term “shortcut” is Manila lingo that refers to text that functions as a link when enclosed in double quotes (“”). The titles of pictures and stories (pages) automatically become shortcuts to that page or item. You can also create shortcuts to links that you use frequently. Shortcuts possess the following characteristics:

· Act as a link when enclosed in double quotes

· Are listed in the Shortcuts section of Manila

· Can be created for both internal & external links

· Can be created manually (for external links)

Let’s add a shortcut to the Mission College Homepage.

To add a shortcut:

1. Click the Shortcuts link in the Editor’s Only Links
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You will be directed to the Shortcuts Section.

2. Click in the Name field and type a short name for your shortcut (mission college in this case)

3. Type the http://www.missioncollege.org in the URL field

4. Click the Add New Shortcut button
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You will see the Mission College shortcut added to your shortcut list.
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Now let’s add the shortcut to the Syllabus page (story). Do you remember how to get to your list of Stories? 

To add a shortcut to a page:

1. Click the Stories link in the Editor’s Only Links
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2. Click the Biology 101 Syllabus link in the Stories area
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3. Click the Edit This Page button

4. Click in the Text field, and insert the cursor after the Office Phone number, press your return key twice, and then type “Mission College Home:” in bold text

5. After the colon (:) type “mission college” the shortcut for Mission College

6. Click the Post Changes button
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Using Gems

Gems allow you to upload files of any type -- movies, sound files, zip files, spreadsheets, etc. -- to your Manila website. From the Gems page you can find a list of posted gems that shows the size and type of the file in your site. It also shows you the URL, so you can link to the file from other pages in your site. Currently, you are assigned approximately 10 Mb for Gem storage on the Mission College Manila server.


To add a Gem to your Manila site:

1. Click the Gems link in the Editor’s Only Links
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2. Click the Create a New Gem link

[image: image66.png]Gems

This is a list of all the gems that were posted by the editors
o this site.

Date Title Originator Size Type

Create a New Ger>

Free space in gems folder: 9.8MB






3. Click in the Title box and type “Week 1 Lecture Notes”

4. Click the browse button and browse for “rainforest.ppt”
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5. Click the Post New Gem button
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You will see the Gem listed in the Gem area by date, Title, Originator, and file size.
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Now let’s add the Gem to the syllabus page in our site.


To add a Gem to a Story:

1. Click the Stories link in the Editor’s Only Links

2. Click on the Biology 101 Syllabus Link

3. Click the Edit this Page link

4. Click in the Text box after Week 1 Readings, press the return key twice, then

5. Type “Week 1 Lecture Notes”
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6. Click the Post Changes button

A lecture notes link will be placed on the Biology 101 syllabus page.
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Congratulations! You have completed your site! However, this manual only showed you the basics of using Manila to create a faculty homepage. To learn more about using Manila, visit the Manila support page at:

http://frontier.userland.com/usersGuide
Chapter
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Manila Support

Need more help? The Mission College Manila Support page is available to you as an additional resource.  

The URL to the Manila Support site is:

http://salsa.missioncollege.org/support/
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Weblogs- Websites that change frequently and store content by date, and include a discussion feature





Managing Editor-�A person who can change the appearance of a home page, create stories, pictures, discussion forums, and use preferences to change the look and feel of a site. 








Stories-�Manila lingo for a “web page”.  Stories are pages linked to your faculty homepage. Remember… “Every page tells a story”








CAUTION:�You must remember to log out of Manila when you finish editing your website. Otherwise, someone will be able to log into your site without your permission! 








Note:�The picture title you select will become the “Shortcut” name you will use when adding the graphic to a page (story), and ALT tag for the web site.
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