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Editing General Content in Ektron
This document includes these sections. Click on the link to jump to that section:
· Logging in
· Editing general content
· Linking to a document or webpage
· Adding new content
[bookmark: logging_in]Logging In
1. In your web browser, go to http://wwwstage.samford.edu/login.aspx (when your site is live, you’ll log in at: http://www.samford.edu/login.aspx).
2. Click on the Login button at the upper left: 
[image: ]
3. Type your Samford email username and password in the box that appears and click Login:
[image: C:\Users\dkfitch\AppData\Local\Temp\SNAGHTML5292af.PNG] 
4. Click the Workarea button:
[image: ]
[bookmark: editing_general_content]Editing General Content
1. In the window that opens, click the Content tab at the top right:
[image: ] 
2. Scroll down the list of folders on the left. Click once on 2012 AS SMACS (note:  you will probably not see as many folders as are shown here):
[image: ] 
3. Click on the little arrow to the right of the content’s title and choose Edit from the menu that appears:
[image: ] 
4. The editing window opens:
[image: ] 
5. Make desired changes to the content. Most changes are similar to working in Word. 
6. When finished editing, click the Publish button:
 [image: ] 
7. Use the second button, “Undo Checkout” if you change your mind and want to exit without saving. The third button, “Check In,” is useful if you have made some changes, but want to come back to do some editing later, or if you’re collaborating with someone. The fourth button will only Save your content, leaving it checked out and unpublished.
[bookmark: linking_to_a_document]Linking to a Document or Webpage
1. To link to another document, highlight the words you wish to become the link. Click the Hyperlink Manager icon, found below the Schedule tab:
  [image: ] 
2. In the Link Manager window, click on the button at the end of the URL blank to browse for the document in the Ektron Library:
[image: ] 
3. On the left hand side of the Library window, scroll down to 2012 AS SMACS. Click on it to open it, then click on the folder where your document is stored, or, if it isn’t loaded already, where you would like it to be stored:
[image: ] 
4. If the file is not already stored there, on the right hand side, change the drop down menu from Images to Files. Click on the Add Library button:
 [image: ] 
5. Type in the title of the document (please be as descriptive as possible), and browse for the item stored on your computer:
[image: ] 
6. Click the Add Library button:
[image: ] 
7. Click OK in the Hyperlink Manager window.
8. To link to a file already stored in the Library, highlight the words you want as the link, as in step 1 and click on the icon to open the Hyperlink Manager.
9. Click on 2012 AS SMACS, as above. Change the dropdown menu to Files.
Double click on the file name to create the link to the document:
[image: ] 
10. If you want to link to another page on the site instead, change the dropdown menu to Quicklinks:
[image: ] 
11. Click OK in the Hyperlink Manager window.
12. When finished editing, click the Publish button:
 [image: ] 
Use the second button, “Undo Checkout” if you change your mind and want to exit without saving. The third button, “Check In,” is useful if you have made some changes, but want to come back to do some editing later, or if you’re collaborating with someone. The fourth button will only Save your content, leaving it checked out and unpublished. 
[bookmark: adding_new_content]Adding New Content
1. Click on the folder where you want your content to appear, as above. On the right side, mouse over “New” and choose HTML Content from the dropdown menu:
[image: ] 
2. The editing window will open:
[image: ] 
3. Copy the desired text from Word or other source:
[image: ]
4. In the editing window, type an appropriate (and descriptive) title:
[image: ] 
5. To insert your text, click in the text box, then on the Paste plain text icon: 
[image: ] 
6. Paste your text into the box that opens (CTRL-V on PC, CMD-V on Mac), then click OK:
[image: ] 
7. When finished editing, click the Publish button:
 [image: ] 
[bookmark: _GoBack]Use the second button, “Undo Checkout” if you change your mind and want to exit without saving. The third button, “Check In,” is useful if you have made some changes, but want to come back to do some editing later, or if you’re collaborating with someone. The fourth button will only Save your content, leaving it checked out and unpublished. When you’ve completed your changes, click on the Logout button, then respond to the second Logout button to confirm.
8. Your changes should appear on the website immediately. You may need to click Refresh in your browser. 
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The parts of their lives that come before, duringand after Samford are all important, butmore critical is
a relationship with Jesus Christ, which should be a part of all that they do, business executive William 1.
Stevenstold graduates of samford University’s Brock school of Business Friday, May 13.

“I do believe we can be involved in business today and have a vibrant relationship with our Lord. This
does notmake you perfect, always right, or guarantee you success asjudged by the world, but | believe
it works,” said Stevens, presidentand CEO of Motion Industries and a member of the Brock School of
Business Advisory Board.

Being an ambassador for Christ, as he was taughtas a youthin Alexander City, Ala., he said, is not part-
time, but all-the-time. “We should always remember this whether we are involved in sales, operations,
information technology or whatever,” he told the business graduates.

The part of the graduates lives that preceded their arrival at Samford likely involved people who helped
with their decision to enroll. Perhaps it was someone who shared an experience, prayed, or helped with
finances, he said.

“I seeall of these influences as part of God's wonderful plan that enabled usto end up here at samford,”
said Stevens, aSamford graduate and Board of Trustee member whose wife, Kimeran, and many family
membersalso attended the school.
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