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	WHAT’S COVERED IN THESE GUIDELINES?


These guidelines tell you how to edit the home page of the website. This facility is only available to administrators of the site.  
	HOW TO EDIT THE ELEMENTS OF THE HOME PAGE


Log into the website and go to the tab marked Home.  Edit the home page as follows.
Welcome title and text
1. Edit the text in the boxes labelled Welcome title and Welcome text body. 

2. Click on Update.

Quick links
These are the links that appear just to the right of the welcome text.  They are usually useful links for newcomers to the site under a heading such as ‘First time?’. 

Creating the Quick links is a two-stage process. First, you create them as adverts in the normal way (see the ‘adverts’ handout).  You then select the relevant advert to display on the home page using the Home tab.  

1. Create or edit the advert in the usual way.  Remember that images for adverts do not scale automatically.  This is because the size of adverts can be different according to where they appear on the site.  On the home page, the advert size for ‘quick links’ is usually 100px by 100px.  
2. Go to the Home tab. 
3. Use the Quick link boxes to select the relevant advert.

4. Click on Update.

Main menu
The main menu (usually on the left-hand side of the site) reflects the top-level categories of the site.  To edit the menu, you need to edit the top-level categories themselves via the Categories tab.  To change the order of the top-level categories, go to the Categories tab and click on the website name at the top of the list of categories. 
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