Connecting Contribute to your fog site in the Windows 7 lab

The upgraded lab uses Windows 7 and Contribute version 10 (CS4). Because these are new
computers, you’ll have to set up your Contribute connection again to work in this lab.

Fog Only: This is not the method used for old sites on the www server which require a key and a
password. This only works on sites on the fog server.

=>» On a CCSF Faculty/Staff computer, log in to your network account before using Contribute.
This will protect your site from being updated by someone else. If you go to your site and
find someone else’s name on it, you didn’t log into your account before connecting (this HAS
happened).

- You only need to set up a connection once between the copy of Contribute on that
computer and your web site. You need to set up a connection on each computer where you
want to use Contribute.

- When you come back to that computer: Just log in to your account and open Contribute. If
you don’t log in, you won't see the connection.

-> Your connection will appear as a link on the Contribute front page.
Click the link: Contribute will connect to your Web site and you can start editing.
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Setting up your connection

Open Contribute (double-click the Contribute icon on the desktop or dock, or, on Windows
computers, click the Start button = All Programs = Adobe = Adobe Contribute 4 or CS3/4).

1. Onthe opening screen, click Create a website connection or
Create New Create New Website Connection.

Y

Website Connection




2. The Create Connection
window appears.
Click Next to continue in the
Connection Wizard.

Welcome to the Confribute Connection Wizard!

To get started using Contribute with your website, you'll need to provide some connection
information.

If you received a Contribute connection key, you can double-didk it
now to set up your connection automatically.

Otherwise, didk Mext to enter your connection information manually.
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3. Inthe Choosing a

I Connection Wizard Connection dialog click the

i| Choosing a Connection down-arrow under the What
To find your web pages, Contribute needs to know the address of yo 5| do you want to connect to?

your hame page}. Box, and choose Website

What do you want to connect to?
(Webs - In the What is the web address

box, fill in:
http://fog.ccsf.edu/yrlogin —
substituting your own login
name for yrlogin.

So jdoe would enter:

1 ; http://fog.ccsf.edu/ jdoe

4. Click Next.

What is the web address (URL) of your website?
http://fog. ccsf.edufjdoe

5. On the next window, How do you connect to your web server, click the down arrow (triangle)
at the right of the box and choose FTP.
How do you cannect to your web server? The window expands to make room for more

et info.

Sacurs FTP (SFTF)
Local e bork
WebDAY
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6. For FTP server type in fog.ccsf.edu.

7. For FTP username, enter your network/Groupwise login—usually the first letter of your first
name followed by up to the first 7 letters of your last name.

8. The FTP
password is
Connection Wizard the one
Website Connection Information you
changed
To edit pages on your website, Contribute needs to connect to your web server, to when
you first
How do you connect to your web server? accessed
[FFP ,] [ Advanced... ] your fog
account
What is the name of your FTP server?
fog.ccsf.edu {Example: fip.mysite.com) Password
Reminder
What is the FTP username? (might as well
jdoe write it down:
Whatis the FTP password? 9. Check the
sessnnen values and
click Next.

< Back ]l_ﬂEHU I [ Lancel

10. In the next window, enter your name and CCSF email address and click Next.
11. On the next window, click Done.

I Contribute uses this information to identify you to any other Contribute users when you edit
pages on your website,

e » Continued on next page 2>
What is your name?

Jane Wilmot Doe

What is your e-mail address?
jdoe@ccef.edu

¢ Back ][ Mewt » ][ LCancel
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Setting yourself as administrator

You now have to choose a role.
Choose Administrator and click Next

What role are you assigned to?

Administrator

When you click Next, you’ll see a summary screen with your
site information on it. Click Done to continue.

Done

You will now see your site and can start editing.

But you’re not quite Done yet....

Administrator settings: Making your site accessible

Back at your site, you have one more setup duty: to make sure that you are forced to add
Alternate text to make any pictures that you add to your pages accessible for the sight-impaired.

1. In the very top menu bar, click Edit (not the

Vi Bookmarks  Revi Insert

- = = Edit Page button — the Edit menu at the very
Undo Ctrl+Z top, next to the File menu)
Redo Ctrl+¥Y 2. Choose Administer Websites and click your site
Cut CrrleX on the flyout menu.

3.An Information window pops up reassuring
Copy +C . .
"~ you about older versions of Contribute

§ A\

Ctn This website has been administered by an older version of Contribute
andd the settings have been copied to Contribute C54. Administrative
changes made with Cortribute C5 won't affect users of older versions

Preferences... of Contribute.

Mote: To prevent older versions of Contrbute from connecting to this

website, see the Compatibility category of the Adrinister Website
dislog bex

4. Click OK to dismiss it

In the next window:

1. Make sure that Users and Roles is highlighted on the left.

2. Click your name in the Users who have connected pane and click Edit Role Settings.

- —
Administer Website - http:/ffog

Users and Roles | Users and Roles :)
Administration
Publishing Server These controls enable you to define roles for users who connect to your
Web Server website. To assign users to a spedfic role, send them a connection key file.
Rollbads
Mew Pages Users who have connected:
Page Expiry —
Compatibiity B B Administrator
Links
PDF Embedding B} Publisher
Workflow Assodation B Writer
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In the next window, click Editing in the left pane, and:

1. Choose how you
want the Enter
General

Folder/File Access These settings enable you to control editing behavior and the underlying code that key to function
Contribute generates.

i?.‘fé:;‘:fm General ediing restict 2. Make sure that
File Pl t .
Shared Assets ® Allow unrestricted editing the box beside
New Images 7] Protect saipts and forms H
(S;'btizsgs?hd..ldes, CFML, ASP, 15P, PHP, form tags, and form elements) ReqUIre ALT teXt

[F] Prevent users from inserting images (except shared assets) and for |mages iS
prevent inline image editing

© Orly allow text editi i checked. This
ﬁ makes sure that
B s your site remains

accessible when
you add pictures.

(&) One line, as in standard word processors (uses inline CSS styles)
@ Two lines, as in web page editors (uses standard <p:> tags)

Other
[#] Allow users to edit web page source in external application Th's is part Of the
[#] Allow users to insert third-party objects (Google and PayPal) 508 guidelines
[¥] Require ALT text for images (improves website accessibility] - that Y\/e are
EN— required to
follow.
3. Click OK.

Line break type: | Windows (CR.LF)

When you click Close, you'll have to set
an Administrator password. THIS IS

The Administrator password is empty. Please set a valid Administrator NEW—you dldn’t have to do thls In
password. || previous Contribute versions.

1. Click OK to close this window.

mmemm"im 2. Choose a password that you can
remember — maybe the same one
0ld password: | as you used for fog, maybe one of
your standard passwords.

New password: | esesess

Confirm new password: | seseses| A Reminder: TLC staff cannot reset

your administrator password. YOU

must remember it.

3. When you click OK, you really are done setting up.

Happy updating!
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