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Download Mozilla Firefox   

Before you use manila the first time, you will want to download the internet browser 
Mozilla Firefox.  To do this connect to the internet and go to http://www.mozilla.com. 

 Follow the directions there to download and install.  When you have Mozilla Firefox 
installed, you can start Mozilla Firefox and go to your web page. 

 
 You may use any browser to edit your site, but Firefox has many more editing features 

and now includes spell checking.   
 
Logging into your site Site Address  
    Email address 
    Password 
 

Manila includes a built-in membership system that lets you maintain a database of 
members to send out email bulletins, restrict posting access to the discussion group and to 
allow selected members to become editors of the site.  To start editing and configuring 
your Manila site, you need to login.    

1. Click the Login link. 
2. Enter your email address and the password that was e-mailed to you. Click the 

Login button.   
Notes    

¥ If you forget your password, you can just enter your email address and leave 
the password field blank. Manila will send a copy of your password in an 
email.   

¥ Once you have logged in and are on your homepage, bookmark your web 
site for easy access.   

 
Editing the home page     

After you have logged into your site, you will see several new links and buttons on your 
home page since you are a Managing Editor.  From the Editors Only menu at the top of the 
page, you can create new stories, post pictures or configure your site.  Below the home page 
text, you will see the Edit this Page button where you can edit the text on the page.     

1. Click the Edit this Page button.  
2. You can edit the title of the page or change the text. When you are finished editing, 

click the Post Changes button.  
3. The home page will load in your browser with any modifications you made.    

 
Adding a picture     

Follow the steps below to add a picture to your Manila site.     
1. Click the Pictures link in the Editors Only menu at the top of the page.   
2. Click the Create a New Picture link at the top of the pictures list.   
3. Choose a short title for your picture.  
4. Click the Browse button and locate the image on your computer    
5. You can add some text to describe the image, which will be used for the ALT tag to 

be more accessible for people with disabilities.   



6. Click the Submit button.    
 
Adding a story     

Follow the steps below to add a story to your Manila site. Each story can be a different 
page on your site like the default story that has the text for your About page.   

1. Click the Stories link in the Editors Only menu at the top of the page.   
2. Click the Create a New Story link at the top of the stories list.    
3. Choose a title for your story.   
4. You can then add the text for your story.   
5. When you are finished, click the Submit button.    

 
Process for making a navigation (side) link: 

1. Click on the Edit button under the Navigation Links 
2. Copy the URL for the story or page that you want to link— 
3. Next to “Add a Link”: Type the name you want for your link in the bottom left 

box. 
4. Paste the URL into the bottom right box. 
5. Click the Update button. 

The item name is what will appear on the side of the page.  You may also limit the 
visibility of links to certain types of editors or just members. 
If you have difficulty, please let me know. 

 
Using shortcuts     

Shortcuts are an easy way to include links and pictures in your pages. Instead of having to 
find the URL, you can add a link or include a picture in a page by enclosing its shortcut 
name inside "double quotes".  When you create a story, post a file or add a picture, Manila 
is enabled by default to automatically create shortcuts for them using the title.   
Managing shortcuts:    
The managing editor for the site can also add and delete shortcuts from the Shortcuts page. 
When you manually add a shortcut, you can also enter any URL that you would like to use 
with the shortcut. 
More Shortcuts: 
Windows Internet Explorer or Mozilla on either Windows or Mac has another feature- 
In a story you are editing, highlight the words you want to use as the link  
Click on the globe hyperlink button 
Type in the URL in the window that appears and then click OK 

 
 
Files 

Files (used to be called Gems) are a way of utilizing PDF files, Power Point 
Presentations, Excel and Word - the only draw back is the visitor to the site must have 
that program on their computer in order to view it. Changing documents into PDF files 
and then posting the PDF files works well. 

 
Files are put up similar to a picture: 

1. Click the Files link in the Editors Only menu at the top of the page. 
2. Click on Upload a New File 



3. You choose a title 
4. Then browse for the file. 
5. Click Post New File. 
6. When it is posted, link to your file just like you do a story (title in quotation 

marks) or outside web site (with the hyperlink, globe, button). 
 

 
Picture Collages 

If you are only doing a few pictures, inserting them individually works fine through the 
picture process.  But here are three easy ways if you want to do a picture collage. 

1. You must use Mozilla, not Internet Explorer, and then create a table on your story 
page.  Type in the name of the picture, placed in quotes, into one of the fields in 
the table.  Continue with this process to fill in the table.  Here’s an example:  
http://homepage.risd41.org/longfellow/stories/storyReader$92  

2. Use PowerPoint- 
a. Set your page for portrait. 
b. Insert your pictures. 
c. You can make them bigger or smaller. Pictures don’t have to be resized 

before you do this.   
d. Save each individual slide as a JPEG 
e. Put them into Manila like an individual picture. 
Some examples: 
http://homepage.risd41.org/cschoenings/stories/storyReader$963 
These were reports students wrote on powerpoint and they were saved as jpeg. 

 
http://homepage.risd41.org/aboutearlhanson/stories/storyReader$991  
These were some picture collages that were done a similar way. 

3. Save your pictures in iPhoto and export them to a web page.  Create a hyperlink 
to this page from one of your stories.  You’ll need to get access to do this from the 
technology department.  It’s very easy to do and can be learned in an iPhoto class. 
 

Here’s an example of pages done this way: 
http://www.risd41.org/newsphotos/denkmann/fieldday04/index/index.html  

 
 
Adding a Counter 

Follow the steps below to add a counter to your home page.  You’ll then be able to see 
how many people have visited your site. 

1. Click the Prefs link in the Editors Only menu at the top of the page.   
2. Click the Plug-ins link on the navigation side bar 
3. Click the box next to Counter to place a checkmark in it 
4. Click Submit  
5. Click the Counter link in the Editors Only menu at the top of the page. 
6. From the drop down menu next to “Name of digit set to use”, select the type of 

counter you would like to use.  To preview it you will need to click on post 
changes . 



7. Copy the script at the top of the counter page that looks like this: 
{counterMacros.pagecounter()} 

8. Go to your home page and click on Edit this Page 
9. Paste the script where you would like to have your counter appear.  You may 

also add text to it such as:  You are visitor number 
{counterMacros.pagecounter()}  to my site! 

10. Click on Post Changes.  Your counter will now appear on your home page. 
 
Changing your password     

Follow the steps below to change your password for your membership to your Manila site.     
1. You can view the change password page for your site by adding 

"/member/changePassword" to the URL of your Manila site:   
Such as:  http://www.risd41.org/yoursite/member/changePassword   

2. Enter your current password into the Password field, and your new password into 
the New Password and Repeat fields.   

3. Click the Change Password button.       
 
Signing out  

There may be times when you want to sign out of a Manila site, either because you're using 
a public location to work on the site or perhaps you want to see what it looks like to a 
visitor.  From any page you can click on the Sign Out link or if you are an editor you can 
click the Logoff link in the Editors Only menu. Click Sign Out to confirm that you want to, 
and Manila will return you to the page you were just looking at.  Now you'll see the page 
without the Editors Only links, Edit This Page buttons and so on. When you're ready to edit 
the site again, just go to your homepage, add /admin to the end of your URL and hit enter to 
login  

 
 
Signing Back In 

When you're ready to edit the site again, just go to your homepage, add /admin to the end 
of your URL and hit enter to login  
Example: http://homepage.risd41.org/YourSite/admin 

 
  Enter your full email address 
  Enter your Manila Password. 

 
Remember, if you forget your password, just enter your e-mail address for your username 
and hit enter.  Your password will be set to you in an e-mail. 

 


