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Why Contribute?

Adobe Contribute lefs anyone in your organization edit your website with upto-date content and information.
There is no easier way fo keep your web confent current and relevant.

Reasons for our Confribute recommendation:

e Using Confribute fo make changes is nearly fransparent, allowing you fo focus on your website, instead of the program.
e Contribute can allow you fo update and add content to your website as easily as editing a document in Microsoft Word.
e Simple three step process, quickly browse to the page that needs updating, edit if, click Publish, and it's done.

* Fasily Secure: Password protected security that is easy to use.

The confent approval system enables people to collaborate on content. Users can easily send web pages to others for
review before publishing live.

Integrated image editing, crop, resize and make other edits within Confribute

Offline mode allows you to update pages while offline, and upload them when you reconnect to the infernet.
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First time using Contribute on your computer, you will need to download the Contribute Connection Key file,
It is available at www.yourwebaddress.com/working
1. Double click the Contribute Connection Key setup
@" file (has a .stc extension)

409G agnon'y' 2
eb-Writer . skc

. Contribute will start, and present you with an
“import connection key” dialog.

Import Connection Key: GagnonTest

The connection password should have been emailed

Import Connection Key

to you, if not you can get it by contacting:
Garson Design at (707) 428-1743 or

What is yaur name?

;hgtv — mail@garsondesign.com
h'@g: —— Note: on the PC, if you are using Windows XP you
ﬁvt-a:f-t-le — may get a message asking if you want to allow

@® Corfas hnsadecartiesnalin rlfasdat nmchho Contribute to access the internet. You should select

‘allow connection” so Contribute can talk to your

=] e .
- website.

3. Contribute should show you the homepage of your website, and you may navigate to the
page(s) you want to update. Once you have gotten to the page you want to revise, select “Edit Page”

Contribute will create a draft on your computer, and then you are able to make chlanges to the

© Macromedia Contribute - [hitp: fwew - sondesign.comiproofsigagnantindes. himi] © Macromedia Contribute - [pools. him]
D G Do Geckewls Jret Fomet Tk tb

3 New Pagm @ sen @] nfresh W, Home Poges """"’ ] -!udl‘ul-:tk— Ammw- W coreel & Uk :I tmoge 7] Table 4
‘ Ercrorarr: Htp: e gorsirabegn

Normal b6/ FEEEAN ===
o v f wour craft, cheh the Send fur Revveres bakton on the toobar.

Dealt Conmiie

| wHawbal.,

| b et sharted

B A 8 pag10 My webate
P Adearusier 8 websls
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. . . . % ‘nan GawianMale (DDexample htm)
1. From the edit window in Contribute”, S — e e e R Py :
Type or copy-paste in the text you will be e
working with. .
(*see page 1 for help getting to the editing i
pane)
mur\n:m
E-ud_v I::y beddy body body body body body body
DR
Draft Consele (2]
E“;“:; 0
#M:::‘:@:: =
nAn ¥ CawVanMale (DDexample hem| KR SR
“m’m“w‘ A Publish | sl Send for Reveew T Save boe Later | 3¢ Camexl | ) Link ) image < Table
i EOETTTTE T
2. To apply a style; P

a. Highlight the text you would like to edit bl | AGAILLE RBLANDS
b. Select a style from the style menu
c. When you click, the selected style will
be applied to the text.

.

GAW VAR MALE

FloatimageLeft

I | FRACTICE | ATTORNIYS | COMMUNITY | RESOURCES | OFFICLS

ﬂrﬂudlﬁe
See the next page for style usage guide. e T —

Miading 3 I body bady bady body
Hieadig )
Heading &
| dieadineg §
Heading §

Rnname Sty
Dutete frvie

Dralt Comacle =]
| How Do L
F Cotstarted
P Add & page oy webalts EI
P Add cormtert b b el bl
¥ Modity & i pigs
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= pagename — headline headlineBrn =
15 pixels 16 pixels 14 pixels
Times Italic Times Bold Times Bold
All CAPS Color: 514883 Small-Caps
Color: 91884E Color: 91884E
O 6 GawVanMale =
Q‘i! @ ﬁ} @ htp://gawvanmale.com/00example.htm v | © (G
Getting Started  Latest Hefdlines 3  Nwvu Tutorial 5: How ..
NAPA - FAIRFIELDE VACAVILLE - REDLANDS
Vaic GAW VAN MALE

SAVET R MVEI de ALTBECRC O PEE

L2 §

HOME | FIR PRACTICE | ATTORNEYS | COMMUNITY | RESOURCES | OFFICES

PAGE NAME Center Headline SIDE HEADLINE
PrEVIOUS/DaGE
Secondary Headline Secondary Headline
ther jeact e hody body body body Bhdy body body body body body body body body body body body
body body body body boty body body body body body body E‘;V ﬁ*’ ﬁ‘f EF ﬁ?
body body body body body\hody body body body body body, iy W
body body body body body Bydy body body body body body
body body ! :
Note: For BOLD, click the B button next to style list.
FRIENDLY i APPROACHABLE + PERSONAL SERVICE » COMMUNITY INVOLVEMENT
Done
e PAGENAME. == bodytext]2point bodytextBrn
HlERARCHY 14 piXClS 11 pIX6|S
9 pixels Ti Veranda
\éiﬁpd; 'QZTE 1mes Color: 91884E
' Color: 514883 Note: secondary
Note: secondary headline is same
. . style, with BOLD
headline is same apyp"’e ;
style, with BOLD
applied
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Attorney Photo w
See Add Photo
Guide

Delete placeholder
photo and text
before publishing

a0 GawVanMale =
v l:rvav @ ﬁ_‘- @ hup://gawvanmale.com/00example2.him v (|Gl =

Getting Started  Latest Headlines®  Nwu Tutorial 5: How ...

NAPA - FAIRFIELD + VACAVILLE - REDLANDS

PAGENAME . %
].5101;1’615 : o 2 1o GAW VA;J MALE
Zimes Iltalic '
All CAPS

Color: 91884F

HOME | FIRM | PRACTICE | ATTORNEYS | COMMUNITY | RESOURCES | OFFICES

NAME Attorney | Shareholder | Member, Board of Directors

bOthCthZDOint Profile While attending law school, Bruce worked as a CPA with the
. Bip-8 accounting firm Touche Ross & Co., a predecessor of
14 plxels Deloitte Touche Tohmatsu. With a Master in Business Ad
1 Areas of Practice Tax Group, Chair
Tlmes Business and Corporate
. Note: For Italics, click the I button next to style list.
COlor' 5 148 8 3 Education Mec George School of Law, University of the Pacific,

Master of Laws of Taxation (LLM), 1984
Mc George School of Law, University of the Pacific,
Juris Doctor, 1981

130 px wide pic

Our Attorneys:

Personal Interests Winter skiin, -
Hawaii e | Hilary J. De Puy =]

Community Involvment State Bar of California
Napa County Bar Association
Solano County Bar Association
California Sociery af Certified Public Accountants

Joined the Firm Attorney 1982
Shareholder 1991

Contact emailaddress®@ gawvanmale.com
707 252-95000

Done

Formatting guide for profiles:

Titles: separate with bars “ | ©

No extra hard returns between items within a category

Extra hard return after last item in a category (to separate categories)
Education: If an entry goes onto a second line, the second line indents.
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1. Adding photos to a page. i
From the menu bar at the top of the by mag .
Contribute window, click Image./' ﬁ 'I = —l Table

*  From My Computer...

the webpage from your computer, or t(;/ From Website...

use a page that is already on the web g

g : 0 Select lmage
EIGEE I Desktop | :_! Q search
2.Adding new photos: e ;
Once you click “From my computer” you s
. . 2l PPCgS._
will be asked to find the photo on your Andre
# Networ
computer. .
/A Applications
Once you choose the image, it will be peieiei o
added to the webpage, and a copy will be el B |
sent to the server where the website lives. GDS Contacts.fp? | | vertifly axamee |
J _GDS BZ DATAB,., | |0 WWlI
URL:  file:// /PPCg5_SW/Users/ppcg5_sw/Desktop/Chris 2 x 2.5 72.jpg
( New Folder ) ( Cancel f(&l‘mﬁe%
3. Adding a photo that is already on site B SRS -
If you choose from website you will be able Lookin: | ¥ 4 ODassets_master ef oF 9 Preview

gvm_vacaville.jpg

CVMFairfieldOffice200px.jpg

GVMFairfieldOffice600px.jpg

GVMNapaOffice200px.]pg

GVMNapaOffice600px.jpg

LawThatWorks_WebHead.gif

LawThatWorks_WebHeadsm.gif H

to browse the website server to find a
photo you want to use.

The picture to the right shows where most
of the photographs used are on the server,

missing.jpg
NapaOperaHouse200px.jpg
lapa0

&
&
&
L
L
P
o

Opx.Jp
|Pt

in the OOassets_master folder. 05 G . ; |
. . Web address: http://www.gawvanmale.com/00assets_master/NapaOperaHouse600px.jpg I

Once you click “OK” the photo will be |

added to the page you are editing. & Cancel ) (F0K)
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1. A commonly used method of organizing information is tables.
You can insert a table by clicking on the table button at the top of the page.

- Y i
| -_:;d _ Link @ _ Image _:l Tahle @:j |

2. The tables used on the Pool and Landscape pages are 1x2,
with border thickness of zero (invisible)
Click on “OK” when you are ready to place the table

11041568 . 3. You can use the handles to resize the table, as well as
K ekt s e i e m adding type and photos into the table cells.
H 4 §

teut text text text text text text text text text texdt text text

text text text text text text text text text teuxt text text text > g

text text text teuct text text text teut text text toxt text text  § ~
text text text text text text text teat text text text text text §

text text text

4. To add thumbnail photos, select the Image menu, and the location of the photo you want to place
5. Like the table, you may also resize your images manually, by entering a size, or dragging the
edges to the standard width of 150px

=] Link | 2] 1mage | =
Frorn My C

[g;%sand for Review ‘ 7] save for Later | ¥ Cante|| &) _Lnk ] Image |77 Table =

i

) width: [150 |Height: (113 | =

ampuUket.,.

I
Il

From Website, .. (@ when you're ready For someone to review your draft, click the Send for Review button on the toolba

[T Tt Tiset oot et et et eact et ot et et fewd tewt ¢
fext text text text text text text text text text texdt text fext
text text text text text text text text texd fext text text text
text text text text text text text text text text texdt text text
text text text text text text text text text text text text text
text text text

ck the Send for  From Shared Assets. .,

4 ———

e Contribute decreased the sizs of the inage because it | § i s i e S R S
\‘1/ exceeded the size limit set by the website administrator, 11-04-1599 o
i text te‘ext text fext toxt fet text foxt te text ot tet 0 &
ext i
[ Don't show again ]

! Note that if the image you select is too large (over 700px
wide/tall), contribute will resize it for you to a maximum
width/height of 700px.
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To make clickable photos, if for example you
wanted a photo to link to a larger version of
the picture, you can do so by right-clicking
(pc)

or option-clicking (mac) the photo.

Select “insert Link”

S J—

Insert Link

|
= |
Drafts New Page | Browse _

This link will be applied to the current selection.

Web address (URL):

I No preview available.

Use a web browser to find the page you want to

Browse... finkrn:

Chaoose... Search your web server for the file you want to —
link to.

Refresh Preview

¥ Advanced options

HREF: ‘

Section anchor: @ Target frame: Default @

(&)

From this Dialog you can go through the
folders and files in your site to find the
photo you are looking for.

Insert Link

" @& Contribute
®e0e

File Edit View Bookmarks Insert Format Table Help

process.htm*

Pages
Draft Consale ®
How Do ...

£ Publish | 52 Send for Review | %) Save for Later | $§ Cancel

FOCK A O width 150 | Height: [113

<5 unk B, B == LD

¥ Get started
Contribute tutorial

o feet terct et tanct beoct o feet Heoct et taoct beod tamd feet

i it teret Lot tanct tend st Ronet Lot taoet bend tend tet

Connecc toa wabsita it Reret oo tanct benct e teed Ronet ot taoct besd tend teset

Select a web page to edit et feset tesct fesct tect tesct texdt feset tet fesct tet tesct texd fest

[ —— i fesd Reset Lt teoct tesd ted fed teset Lt teodt tesd tesd fet
i fed Reset bt tendt tesct s fend Reset et teoct

Review a draft

Become a Contribute website
administrator

» Add a page to my website
» Add content to a web page
» Modify a web page

P Finish up

text fext taxt taxt taxt taxt text text text taxt taxt taxt text

text texd taxt text taxt text texd text taxt text taxt text text

text texd taxt text taxt text text text text text taxt fext text

itext text texd text taxt text taxt text text text taxt taxt taxt text

ftext text text taxt text text text text text taxt text taxt taxt taxt
it

Image Properties...
Edit Image 3
Edit Image in External Application

¥ Administer a website

Define user roles

Set up other users

Enable page rollback
Enable users to delete files

Align >

Enable event logging
Insert Link...
Reset Display Size

Cut

Copy
Paste

i e ——

—rom the top tabs, Select “Browse”

On the Browse screen, click “Choose” to bring
up the dialog to select the larger version of the
photo

Choose File on Website

Look in: | Flimages F}! B B B9  Preview:
e avares &
03 land
3 navi
3 pools
3 temp_comp_imgs
48D9gagnonAnimation0L.gif
48DSgagnonAnimation02.gif
awards2lra.jpg
FlowerPlant.jpg

spacer_bkgrnd.gif
spacer_green.gif v

NEEEERE

Web address: http://webB8.ehost-services.com/kohaku01/gagnon/images/

Drafts File

New Page = Browse E-mail

This link will be applied to the current selection.

Preview:

Web address (URL):

http://web8.ehost-services.com/kohaku01/

Browse...

Use a web browser to find the page you want to
link to.

Search your web server for the file you want to
link to.

Choose... |

“Refresh Preview

¥ Advanced options

=

Once you find the image you want to link
to, click “Open”

HREF: [images/FlowerPlant.jpg

Section anchor: B Target frame: Default @

You will then return to see a preview to

@ o)

verify the file, if correct, click “OK”
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Once you have gotten to the page the way Tasad Feab TaHe Heln

you want select “Send for review”

— | 715 Send for Review | | Save for Later | #®
This will send the site changes to the the rsondesign
user you specify to verify, or make - Norrmal v B I EEEE &
changes. D When yvou're ready for someone bo review your dr
. AT YR
Send for Review i
") Send e-mail with a link to a preview of the draft
|f you chose to “send for review” - (@) Send the draft to another Contribute user: o
Contribute will ask you to whom you would
. users in the "Writer" role
||ke tO Send yOUI’ draft -—. DanFein_Contribute
There is a space where you can describe s
the changes made, this is recommended
to
assist the person reviewing the draft.
There is also a checkbox that will sent th Description of changes:
reviewer an email alerting him/her that PRSI NS
there are changes to be checked.
gNotifv recipients through e-mail
& [ Cancel | @iSendi)
If you are a publisher and you choose to ; ot 3

publish the page online, you may get a
warning that there are no links to you new

page.

until you add a link to it from an existing page. Do you want

Q Visitors to your website will not be able to find this new page
to publish this page without linking to it?

Select Yes to publish anyway, you can add > ) Don't warn again ( No ) G
links later. (see page 11) |

Note: you may review drafts you have sent by selecting the “draft console” from the main window.

|
83T TEXT T8
text tewt te
Draft Consale ﬂ text text te
el '
wHow Do I,
P Get started
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1. From Contribute, click the “New Page”
button at the top of the screen.

2. You will be greeted with the New Page
dialog box, where you have several
options. You will want to select either the
GVMprofiletemplate

for new attorney profiles, or the
GVMgeneraltemplate,

for other pages.

You can also name the page from this
screen.

When you are done, press OK.

3. You will then be presented with an
empty template.

You can enter and format the text, add pic-
tures, etc.

Once you are finished, you can click the
“send for review, or publish.
(if you are a publisher)

ans Carn¥anMale

e oo o o | — s c

Address I | Fwwe gamenimale. gom{ingex im

| ATTORNEYS

How Da L. | Law THAT WoRks

Wekeome wn Caw Van Male

New Page

Create new page for: Preview:

b ®4 Mac Connection
v 5ﬂ GawvanMale
Blank Web Page
__’.’j Copy of Current Page
P [3 Starter Web Pages
| ¥ [3 Templates
| & GvMprofiletemplate
GVMtemplateA
P B This Mac

Create a new web page based on this template.

Page title: <Enter Title>

=

? (. Refresh Templates )l

(Goar) @00

XK GawlanMale (GawVanhale{New) htm)
AV publich |l Sam for Mm% v for Later 3 Caeml || ) Unk B image 7 Tabie
sl He s EnEm|TiEsa

@ Snen you'e reasy te sualon yaur new aape, o
the Scnd tar Reveew Sutton on the beolbir

Fages
A Beowser: CamvanMaie

ne Publa® buten on the taeisar.If you want samEant 13 evies tne mew gage befars you pusiich, chek

Sralt Eemsole ]
How 00 b

Cat arted

Add 1 page 10y websie

Add conters v 2 wab page

Modify & web page

Finigh we

Adminasr a wegse

.........................................................................
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‘Boa CawVanMale
; ; T e inere o 9300 e €. tineres <
6. Adding Links. p———— @0 o
To allow users to get to a new page,

you will need a link to it from another page.
For this example we will add a link from the
attorneys page to a new attorney profile

HOME | FIRM | PRACTICE | ATTORMEYS | CO

page m"“’“:'“m._ OUR ATIORNEYS Our Attorneys { Alphsbetically)
First: From contribute, browse to the page s

B Ageinister s wabiite

you will add the link to,
Next: click “Edit Page”.

‘®o6

7. Once you have added the text for your =

link. (in thise case a new name)

Select the text, and click the “Link” button.
[CI— o Bl o | FIRM | PRACTICE | ATTORNEYS | COMMUN ITY | RISOURCES | OFFICIS
¥ 5““"":“ " ﬁie ATTORNEYS %llnmnv 7 Visr THTice -

* A 8 0ags 1o my webiite
Al camtnt b 4 il pagE
* Miodify 4 wed page .
¥ Finish up 3 i Dur Departments
* Adinistar & webiite &

Drafts and Recent Pages...
8. From the menu that comes up, select 8
Create New Page...

“Browse to Web Page” Browse to Web Page...

E-mail Address...
File on My Computer...

Insert Link
9. You will be presented with the Drafts | NewPage [BfOWSEN| E-mai  rile | Peview
“Insert Link” dialog box. =
. . Web address (URL):
If you would like to add a link to an exter- S e
nal site, you can type their address in. i) - fremts o et b pasyon o

| Search your web server for the file you want to

To add a link to one of your own pages: -—"- ink to.
Click Choose.. to move to the next screen..

( Refresh Preview )

b Advanced options
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Choose File on Website

10. From the Choose screen you can

select the page you would like your link to L"“j M m‘::"*“pi”:meanma'e-cow B ef oF o9 Preview:
go 0. =] 04:0201duw;rb-gaw.mm ~ %
=] 04_0202wsmith.htm |
= 04_0203bmyers.ntm m 1
. |
When ready, click ok to go back to the = 040205 seynide I
. . =] 04_0206tcunningham.htm
previous screen, and ok again to set the % 04_0z07andodm
. =| 04_0208jspiva.htm
link. = 04_0209rsavitch.htm
= 04_0210jlamping.htm -
OnCe yOU al’e done edltlng, yOU Can Send Web address: http://www.gawvanmale.com/04_0204bruceamiroglio.htm
for review or publish from the main screen.
(if you are a publisher) S ((Cancel ) (ENOKSD
. . Insert Link
11_. Create a Link that opens in a new i e I o | | Pretew
window. , - - '
Link text:
Open the advanced options area of the Web address (URL):
ulnsert ||nk menun No preview available.
Browse... 1 ILIJ:E .taufweb browser to find the page you want to
Chaﬂge the target fl’ame tO “NeW WIﬂdOW” (" Choose... | feirth your web server for the file you want to

Click ok when done.

( Refresh Preview |

Advanced options
HREF

Section anchor:

[3] | Target frame: [New Window ':1_

& ( Cancel ) € oK )
Insert Link
12. Create link that opens emailer. B Nomiege | teos o Preview:
Link text:
Select he email tab from the Insert Link
Menu, and you can enter the email Em”‘m'm"‘:m R
address.

Click ok when done.

(. Refresh Preview |

Advanced options

HREF: 'mailto;mail@mail.com

Section anchor: - Target frame:

()

( Cancel ) € 0K )
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1. While editing your page, select the text
for your PDF link.

2. Then from the Insert dropdown menu
select PDF Document > From My
Computer.

3. From the file selection pop-up window,
navigate to and select the PDF document
you would like to upload. Click Choose.

Help

Format

Tah!u

Tahle..
Link

o Tahi

Imige
Flash
Video
POF Document
Acrobat Connect Link....
Enclosure

Cate...
Section Anchor...

Harizontal Rule
Line Break
Special Characters

PayiPal
Gaogle Search Feld..,

TOBACCO
PREVENTION
& EDUCATION

ntion and Edecaton Progren or “TPEF 6 & local Lasd Agency cocedinabng iobadco

L Coaity Bings 1050

5il -1r|||lr|-|-ln PR rwlniong voluplatem yeeitsls sq inveaiome doloremgun doiceemguae
O ihap LS BEE GhCIBCH SBB0 AL apariim ofmfed Erer™ e Guas i SRatla

sequuntunllo maEgni- l_r pErspicaxls rem sokunbas ol quas accusanium rem urids

T SHEEEE S EEHR T R B 1

:. Plirass vimw ou |1' waill sk thas
| " I-"|l.I s dinnms VTP
;I

rvasdlabibe o marm 1|:|'\-JI I'III dangess ol

B Duark 652 Updaier TP _Lroafure

ORI -eb Sohey LR
Ll kB
- g ooe FOF
Sitepoing - 1. kght Way. : i i
¥ Tasday &1 ¥

Ll

{- Choose

Cancel
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Insert POF Document

4. When prompted, select Create a link to
the PDF document and click OK. How would you like to insert this decument?

E‘ Create a link to the PDF document. ?4

Insert the PDF as Embedded abject

Ramember this LotTng and don't ask AN,

5. After your PDF file uploads the link will 3~ /5
be named after your file’s name and the Please view our(orochure} jas well as the i
text will be placed next to your cursor. You many additional soorces of information i

may rename this link by selecting it and available to learn about the dangers of H
typing in a new name. tobacco use, promoting smoke-free housing, i

and other related topics. i

Table Properties...
Table Cell Properties.. f

6. Select your new link and Contol-Click £
(Mac) or Right-Click (PC) it. JBACCK :f:l Opticis .

Then select Link Properties from the EVENT U

menu. DU CAT Split Cell...

Insert Row Above
Insert Row Below

'EP” g & local Lead At
o : Insert Column to the Left

insert Column to the Right

EIM FENIENS SIE mWeneg

aperiam omais enimg Insert Multiple Rows or Columns...
s rem volupias of qus
6 Delete Row

Nw Dalete Column
Fleass vHEs out = . 1
|'|.I|.|I.- et II 1l 54t Link Properties...

avallablp 1o leam ab
Inbacco use. pramal.  REmove Link

mnd oThar relnied 1og

Cut HK
: Copy He

Making Smoke-Fraa
InlarmAaton o i Paste AT

e T s e -
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7. In the pop-up window, on the Drafts 7f B Senfige  Bowse  fos e
tab, under Target frame, select New et

Window in the drop-down list. Your link will
now open the PDF file in a new browser
window.

i CO NI !

N
Adnbe

Click OK and you are now done uploading
a PDF to your site and adding a link to it.

i I DR R ¢ b e
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