IMPORTANT: If you need the html code to add to the slide table (image on page 2) please click here or visit
rotary6450.org and select Communications, then Webmaster Information, then click button after "Download

this Word doc for website html.

e Proceed to the Control Panel and click on the Website Tab

e Go to the Setup section towards the bottom of the page

e Once there, click the pencil icon next to Web Graphics

® Once in Web Graphics, you can upload a new image (if you so choose) to utilize in the slider

e After the image is uploaded or if you would like to use an existing image, use the search criteria bar to locate your desired image

e After hitting the search button, the search results will appear below

e Locate the image you would like and click the clipboard icon, the third icon to the right, to open a pop-up window

e Once the window appears, click the URL displayed to copy it, you will receive a confirmation message once it has been successfully copied.

e Now you will proceed back to the homepage, on the right side of the screen there is a gray bar with a pop-out menu, in that menu click the pencil icon to switch to editing mode
e Once clicked, you will be able to view all previous versions of the homepage that have been created, click the pencil icon next to the desire version you wish to edit

e After clicking the pencil, you will be returned to the home page, click the black bar above the slider labelled "Advanced Editor" and a pop-out menu to the right will appear, click "Insert/Edit
Advanced Editor" to open the editing window. (Image Below for reference)

(@ save, Make Active and Exit <® Preview [P Maximize X Cancel

& Save New Version and Continue =7 Save New Version and Exit

Advanced Editor

Cell Tools

Actions | Style

</> Insert / Edit Advanced Editor

Advanced Editor
C_) Change Element Type ‘

e Once the editing window is open, you will see a table with rows labelled for each slide and a URL to the right.
e Highlight the existing URL or the word "None" and paste the new image URL that we copied from the Web Graphics Library. (Image below for reference)
e Click Save at the bottom of the window and if you a finished with edits on the homepage, click "Save, Make Active and Exit" at the top.
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Advanced Text/Html Edit
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If using a plain text section, type or paste in plain text and click save. If using the formatted text editor, type or paste your text and use the various tools to enhance the content. If using the Advanced
Text editor, use any of the various tools to format your text or use the "HTML" mode to modify the html. Click Save to add this content to the page builder.
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Slide 1

//s3.amazonaws.com/ClubExpressClubFiles/44643/graphics/74354974_478667166066884_6572486030983692288_0_610249037.jpg

Slide 2

//s3.amazonaws.com/ClubExpressClubFiles/44643/graphics/69939819_439142713352663_8105816856331288576_0_1454458430.jpg

Slide 3

//s3.amazonaws.com/ClubExpressClubFiles/44643/graphics/74354974_478667166066884_6572486030983692288_0_610249037.jpg
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none
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none
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none
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none
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Rotary International District 6450 -

Updating Your Logo

STEPS FOR SWAPPING OUT YOUR LOGO

After logging into your website:
> Proceed to the Control Panel
> Click on the Website Tab
> (o to the Setup Section and click the pencil icon next to Web Graphics

Once in the Web Graphics, you can either use an existing logo that has been uploaded, or add a new logo.
>Your new logo image must be 285px wide by 65 pixels tall
>To add a logo image, click the “Add Web Graphic Button”
> A window will pop-up, click the “Browse” button
> Select an image from your computer and click “Save”

Once the image is uploaded, the search criteria in the bar, type the first few letters of the image file name, and hit search
> The image file will appear below in the Search Results
>To the right of the image file name there are a series of icons
> Click the clipboard icon, which is the third button in
> A new window labeled “Image URL" will pop up
> Click on the image URL to copy it, you will receive a confirmation message if it's been copied

To update the logo:

> o to the Control Page

> Click on the Website tab if it is not already pulled up

> (o to the Setup Section and click on the pencil icon next to “Website Look and Feel”

> A floating pop-out menu will appear to the right of your screen

> Click on the bottom right button labeled “Custom CSS”

> You will receive a notification stating the following:
“Template or appearance changes are not allowed by Rotary. Please do not make any style changes aside from
adding your Rotary chapter logo in the Custom CSS”

> Click "OK" but please do not make any changes aside from the instructions listed in this document

> Once the Custom CSS window appears, locate the section labeled #nav_logo that looks like the following:

iit Custom CSS

This sirmpde module allows you 10 shyle padges indeadually from the rest of the site. This custorn C5S module allows you 1o overide styles for 8 specific el

This page Is for experienced web designers only. ClubExpress is not responsible for any changes of emors
that your custom C535 may generate, and we cannol provide support for any cusiom C33.

#nawv

Once the window appears, replace what is highlighted in the image above with the previously copied image URL with Control+V (if you
are on a PC) or Command+V (if you are on a Mac) to paste it in. You will only highlight what is between the paranthesus.

> Once pasted in click “Save” and the window will close.

> Afterward, click “Apply” on the floating toolbar to the right to save the changes.
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Rotary International District 6450

Setting Up A Custom Test Page for Clubs

STEPS FOR ADMINS

After logging into RotarySample.ClubExpress.com website:
> Proceed to the Control Panel
> Website Tab
> Click the pencil icon next to “Custom Pages”

Once in the Custom Pages module, click the button clipboard icon next to the “Template Page - Do Not Alter” to make a duplicate
>Then a pop-out window will appear
> For the Page name and Menu Text, set it to the designated club name (ex. “Naperville”)
> Click Save

Next to create an easy to remember URL for the new club page;:
> o to the Control Page
> Click on the Web Tab
> (o to the Setup Settings towards the bottom of the page
> Click on the pencil icon next to “Domain Names/Quick Links/Redirects”

Once on "“Domain Names/Quick Links/Redirects”:
> Scroll down to the Quick Links section and click the button labeled “Add Quick Link”
> A pop-up window will appear, enter the name of the club in the “Quick Link Text"
> Name the link the corresponding club name (ex. Naperville)
> Then click “Select Quick Link Destination” and select “Custom Page” as the link type in the drop down
> Then select “Default Category” and the corresponding club custom page (ex. Naperville)
> Click "Save” and then “Save” once more

Now when you enter rotarysample.clubexpress.com/naperville, it will take you to that club’s custom page where they can experiment
with their content and the rows available.

Do not alter the home page or the custom page labeled “Template Page - Do Not Alter” making errors and changes made to the home
page may result in extra design fees if it needs to be fixed by ClubExpress.
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Rotary International District 6450

Template Transfer Instructions for Rotary6450

PHASE 1 - These instructions may not be needed in the future

After logging into your existing website:
> Proceed to the Control Panel
> Click on the Website Tab
> (o to the Setup Section towards the bottom of the page
> Click the pencil icon next to “Website Look and Feel” to begin editing mode.

When in editing mode for the Website Look and Feel, a floating menu bar to the right will appear, click on the button labeled “Layouts”.
Only three templates will be appearing for your Rotary club, your existing template and the newest template created for District6450.
> Select the newest template showing the blue banner in the preview image.
> Once selected, the header and footer will update, and the left sidebar will disappear
> Hit the “Apply” button on the right pop-up menu to save and apply the template to your live website.

Keep your website open in a tab and open a new tab in your browser.

PHASE 2

After the template has been applied go to rotarysample.clubexpress.com/[yourclubname] (ex. rotarysample.clubexpress.com/naper-
ville) and log in as an administrator.

Once logged in, click the pencil icon in the right side pop out menu, this will switch the custom page to editing mode.
Once in editing mode, you may toggle the rows up and down to see it what order you would like them along with changing content.

DO NOT EDIT the content within the rows on the home page OR the custom page labeled “Template Page - Do Not Alter”, this
website is to serve as a hub for you to grab the desired rows for your existing website.

When in Editing mode for each row, towards the bottom left of the window there are the bottoms “Design” and “HTML"
> Click on HTML to view all of the code for the rows
> Click in the window select all using either Control + A on a PC or Command + A if on a Mac.
> Click in the window and copy one row at a time

Proceed back to your website open in a different tab, once on the homepage:
> Click the pencil icon on the right pop out menu to begin editing
> Once in editing mode, to the left of your existing rows, click the small menu icon and a drop down will appear
> Click "Add Row (Above this row)”

Once the row is created click the pencil icon to the left to open the content editor window.

Once again go to the bottom left corner of the window and click HTML, this window will appear blank, click in the blank space and
paste in the code previously copied.

Repeat this process when adding additional rows.

Once a row is added, you may change out some of the images and should change all of the links to redirect to your chapter’s
pages.
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https://www.rotary6450.org/docs.ashx?id=698030

Advanced Text/Html Edit 9 9 0

If using a plain text section, type or paste in plain text and click save. If using the formatted text editor, type or paste your text and use the various tools to enhance the content. If using the Advanced
Text editor, use any of the various tools to format your text or use the "HTML" mode to modify the html. Click Save to add this content to the page builder.

Istide #

Image URL

Slide 1 | //s3.amazonaws.com/ClubExpressClubFiles/44643/graphics/74354974_478667166066884_6572486030983692288_0_610249037.jpg
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