Posting District Newsletter on District Website Using Internet Explorer

First, save the newsletter on your hard drive where you can find it.
Log into the District website. You will be taken to the Admin Page.
On the left side under Home Page Editing, click on Site Pages Management

Go to the District Newsletter Line. To the right, there are 3 icons. Click the first icon on the left that looks like a
magnifying glass.

Site Pages
Add New Site Page

Title Owner Actions
t [EE  District Attendance Reports C.E. Jones Jr A5 : E
t EE  Project Bank AuE
8 @@  Rotary Youth Exchange Jaci M. Williams AuE
¥ E®  Youth Exchange Ski Trip Jaci M. Williams APuE
t EBE Resources for Club Officers P E‘
%+ [@EE@  District Photos AFul
+ [@E@E ClubForms and Information C.E. Jones Jr AuE
8 @M@ Tutorials - How Do | Do That? APuE
t @@ District Newsletters H s E
& @M@  ClubWeb Sites APuE
' E@ RYLA AUl
§ EE Interact PuE

In the District Newsletter window, scroll down to the bottom and click on Edit Download Files.

This takes you to the window of Downloadable Files. You will see the other newsletters that have been
downloaded.

In the top right corner, click the Button Add File
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Downloadable Files
Add File
Title Editor Date Created Uploaded Home  Club Actions
Page Page

'] District Newsletter July 2009 C.E. Jones Jr Sep 09, 2009 Yes No N POYE
3 8@ Distnct MNewsletter August 2009 CE. Jones Jr Sep 09, 2009 Yes Mo N AOuE
: EHE seplember-october 2009 newsleller Russ Davoren Qcl 20, 2009 Yes Mo No AOWE
; B NOVEMBER/DECEMBER 2009 DISTRICT NEWSLETTER C.E. Jones Jr Dec 30, 2009 Yes Mo No sSouwl
4 @@  JANMAR DISTRICT NEWSLETTER CE. Jones Jr Apr 12, 2010 Yes Mo N FOuE
;s @@ Districe Newsletter Apr-June 2010 C.E. Chuck Bacon Jun 17, 2010 Yes Mo No PORE
4 @EE@E  JULY 2010 DISTRICT NEWSLETTER Russ Davoren Jul 15, 2010 Yes Mo Ne AOWTE
y @HE August 2010 District Newsletter C.E. Jones Jr Aug 15, 2010 Yes Mo No AowuE




Click the Browse Button.

Navigate to where you saved the newsletter.

Admin C ication Membership Website Organization ForClubs For Members Attendance Help
Downloadable Files
Add File
Title Editor Date Created Uploaded :ome Club Actions
age Page
Show in Home Page [ c
Main HTMU/PDF/MS Office File Show on All Club Sites [ Saa
§ @&  District Newsletter July 2009 C.E. Jones Jr Sep 09, 2009 Yes No N PORTE
§ @EE  District Newsletter August 2009 C.E Jones Jr Sep 09, 2009 Yes No N APORNE
4 BE  september-october 2009 newsletter Russ Davoren Oct 20, 2009 Yes No N PORNTE
3 BE NOVEMBER/DECEMBER 2009 DISTRICT NEWSLETTER C.E. Jones Jr Dec 30, 2009 Yes No N POUTE
$ BE  JANMAR DISTRICT NEWSLETTER C.E. Jones Jr Apr 12, 2010 Yes N No PORE
§ @@  Districe Newsletter Apr-June 2010 C.E. Chuck Bacon Jun 17, 2010 Yes No No POYE
3 EE  JULY 2010 DISTRICT NEWSLETTER Russ Davoren Jul 15, 2010 Yes No N AOY -S-
¢ @@  Auvcust 2010 District Newsletter C.E. Jones Jr Aua 15. 2010 Yes No N APOUMTE
Enter a title for the district newsletter
Admin Communication Membership Website Organization ForClubs For Members Amendance Help
Downloadable Files
Add File
Title Editor Date Created Uploaded Home  Club Actions
Page Page
SEPTEMBER 2010 DISTRICT NEWSLETTER Show in Home Page |
Main HTMUPDF/MS Ofice File D-\Wly Documents on DR Show on Al Ciub Sites [1 22| Cancel !
%t EBE  District Newsletter July 2009 CE. Jones Jr Sep 09, 2009 Yes Mo N PONE |
¢ BE  District Newsletter August 2009 C.E. Jones Jr Sep 09, 2009 Yes Mo N PDYNE
¥ BE  september-october 2009 newsletter Russ Davoren Oct 20, 2009 Yes No He FPONE
vy BB NOVEMBER/DECEMBER 2009 DISTRICT NEWSLETTER CE. Jones Jr Dec 30, 2009 Yes Mo Ne AOY :”
¢ BE  JANMAR DISTRICT NEWSLETTER CE. Jones Jr Apr 12, 2010 Yes No N PFPOUE
4 BIE  Districe Newsletter AprJune 2010 CE. Chuck Bacon Jun 17, 2010 Yes Mo N PFPOYNE
$ @E  JULY 2010 DISTRICT NEWSLETTER Russ Davoren Jul 15, 2010 Yes N Mo FPOYE
$ BE  August 2010 Distrct Newsletter CE. Jones Jr Aug 15, 2010 Yes Mo N FPOYNE

Do not click Show in Home Page or Show on All club Sites.

Click the Save link to the right.

At the top of Internet Explorer, click the button to add a new tab.
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Click the small square to the right of a tab to add a new tab

In the new tab, go to the District Website Admin page.
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You should now have two tabs open. One still displays the Newsletter download page and the other displays
the Admin Page. (See circled tables above)

On the Admin Page, in the Home Page Management group, click on News Management.
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You should see the other newsletters listed.

Admin Communication Membership Website Organization ForClubs For Members Attendance Help

Related Webinars News

{szbsg;nf)n?:g::r: Publish Changes to Home Page Add News
Mov 03, 2010 at 11:00 Title Editor Home Club Date Actions
Website Designer [ JULY 2010 DISTRICT NEWSLETTER Russ Davoren Yes  Yes  Jul 15,2010 uy
Live Demonstration [ AUGUST 2010 DISTRICT NEWSLETTER Jones Jr., C.E. Yes  Yes uE

Nov 15, 2010 at 12:30

In the upper right corner, click the button Add Items
Enter the name of the current newsletter.

At the top, click on the Internet Explorer Tab where you have the Download Files Page displayed
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Downloadable Files
Add File
Title Editor Date Created Uploaded 2:';: 2:‘9"9 Actions
¢ @@  SEPTEMBER 2010 DISTRICT NEWSLETTER CE Jones Jr Oxt 21, 2010 Yes No N EZOWE
¢ B8 District Newsletter July 2009 CE Jones Jr Sep 09, 2009 Yes No No AaulE
' B® Distnct Newsletter August 2003 CE_Jones Jr Sep 09. 2009 Yes No No rFaw®
f a@ september-october 2009 newsletter Russ Davoren Oct 20. 2009 Yes No No AFowE
¢! B8 NOVEMBER/DECEMBER 2009 DISTRICT NEWSLETTER CE Jones Jr Dec 30. 2009 Yes No No FOuE
¢ BE  JANMAR DISTRICT NEWSLETTER CE Jones Jr Apr 12.2010 Yes No N POWME
' B8 Districe Newsletter Apr-June 2010 CE. Chuck Bacon Jun 17. 2010 Yes No No rFowlE
' B3 JULY 2010 DISTRICT NEWSLETTER Russ Davoren Jul 15, 2010 Yes No N POWRNE
: B8 August 2010 Distnct Newsletter C.E_Jones Jr. Aug 15, 2010 Yes No No APOWNE

To the right of the Newsletter file you just added, click on the Magnifying Glass Icon.

This opens the newsletter in a new window.
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In the address bar at the top of the browser, select the URL address and copy it.

You can close the window.

Click on the Internet Explorer tab where you have the Newsletter Page open for the current newsletter.
Click the Pencil icon to the right of the current newsletter to edit the story.

Enter the text: Click on this link to view the newsletter Click Here

Highlight the Click Here text

In the toolbar, click on the Insert Hyperlink button. It looks like a globe with a chain link on top.

Edit News
News Title SEPTEMBER 2010 NEWSLETTER B
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Normal v [Aral v [(Font sze) [v]| B U s Ex= m|Y-Al




When the new window opens, paste the URL into the box that has http://.

You need to delete the http:// text before you copy the new URL Address in.
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Click on this link to view the newsletter Click Here

Insert Link (]

@ URL O E-mail address

—‘ Design HTML

URL: | /HTML/107121//DistricthewsletterSept2010.pdf|

News Content v BB

Display Properties
Maorrmal E Text: | Click Here |
ToolTip: | |

Open in new window

Click OK.

Scroll down and click the Save Button

Date Created =

Gilluon Jones Jr CE. Club: [Select Ciub =
Members: | Select Member =]

Modified By

Show In

Home Page: @ Yes © Mo
Cilub: @ Yes © No

Save  Cancel

Go Back




Go to the home page and test the link
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» Tulorials - How Do | Do That?
» District Newsletters

» Club Web Sites

» RYLA

» Interact

» DISTRICT LITERACY AWARD

» District 5770 Ambassadorial
Scholarships & Peace Fellowships

» Interact Club handbook

» Youth Exchange Host Family
Application/Affidavit

» RIPRESIDENT MESSAGE - JULY
2010

% SPEECH CONTEST SCORE
SHEET

% DISTRICT FOUNDATION SEMINAR
REGISTRATION FORM

» SCRYE SUMMER MEETING
ARTICLE

» FOUNDATIOM SEMINAR AGENDA
» SPEECH CONTEST MANUAL

% Youth Exchange Host Family
Interview & Accomodations
Inspection

Governor's club
Home Page.

"BUILDING COMMUMNITIES - BRIDGING CONTINENTS"

2010-2011 Rotary International Theme
Ray Klinginsmith RI President

WELCOME FROM DISTRICT GOVERNOR GLENDA THOMAS
Jul 01, 2010

"MAKING CONNECTIONS"
2010-2011 Rotary District 5770 Theme

More

OCTOBER IS VOCATIONAL SERVICE MONTH

Oct 01, 2010

2010 YOUTH EXCHANGE SKI TRIP

The annual Youth Exchange ski trip to
Keystone, Colorado for Inbound/Qutbound
exchange students and chaperones in districts
5770,5750,6110, and 6150 is scheduled from December 9-13,

MNAN_ Click an "Mara" far Aatail infarmatinn and el trin

JULY 2010 DISTRICT NEWSLETTER
Jul 15,2010

by Russ Davoren
Click on this link to view the
newsletterClick Here

AUGUST 2010 DISTRICT
NEWSLETTER

by Jones Jr,, CE
Click on this link to view the
newsletterClick Here

SEPTEMBER 2010 NEWSLETTER

by Jones Jr.,

Click on thi
newsletier

District Links

» Rotary Zones 21bi27 Website
» Lone Star PETS Homepage
» INSTITUTE FOR LEADERSHIP (IFL.

» LITERACY OKLAHOMA
DICTIONARY PROJECT

» Hunger Plus

If everything works, then, you can close all of your windows.
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