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Welcome to the 
Eaus Web Page Advertisement  - Course 2
(Course 2 of 2)

Please print these 10 pages, treat yourself to a cuppa and enjoy the next 20 minutes learning how to create your web page advertisement. 

Topics relating to this course : Add Images, Add Assets, etc
· Add Images
2, 3

· Organise Images
4

· Primary Image
4

· Delete Images
4
· Add Assets
5
· Delete Assets
6

· Coping a web address
7

· Referral Links
8 & 9

· Testing Referral Links 
9
· Layouts
10
* We suggest you keep your short courses in a folder for easy reference.  

Topics relating to course 2 : Adding Pictures & Assets (Brochures, Menus, etc) 
& how to use your web page to promote your business. 
An image communicates instantly a message 
about what you offer and often seeing is believing. 

A brochure, order form, menu or other print media offers a tangible 
piece of marketing material that is visible to the owner. 

The visitor to your web page advertisement want to know/see what your business, product or service is about, they are making a decision based on what you offer them.  Based on the information from your web page they will either decide to go forward and get to know you better or look elsewhere. 

By offering images you communicate more than you can express in the written word and by offering them printed information they receive confirmation of what they saw on the screen. 
We will now learn to add images and assets to our web page. 
This course assumes you have a few image files that apply to the file rules shown below. If you do not have these image files please complete the course “How to create image files” then come back to this course. 

Step 1.  Log on to your web page.

There are a few rules relating to images.

· The file size is to be no larger than 70 kb  

· The file type must be either a jpg or gif  
· The filename must be one word  (no gaps or spaces  eg. logo.jpg, simontruck.jpg, 

If you have organised your image files and each file is a gif or jpg type and no larger than 70kb you are ready to add them to your page. Your page will take the total of six images.

Step 2.  Add an image to your web page. 
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ADD IMAGES

a.  Click on the Add Image tag at 
     the top

*   The Add Image window appears

b.  Click on the Browse button

*  The instructions continue on 

    the next page
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*   The Choose File window appears

c.  Select the eauswwebpage folder that contains 
     your file so it is displayed in the Look In area 
To view the file as a Thumbnail image


a.   Click on the View scroll bar

b.  Click on Thumbnail from the menu 

d.  Click on the image file to select it

e.  Click on the Open button

*   Wait and allow your file to upload
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*    The Images page will appear when you are 
      successful
f.    Write a Caption for your image if you want to 
      (this will appear under the picture)

g.   Click on the Submit button
*    The window will change and a message
       ‘New image saved’ will appear
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If an error occurs you will be notified. Fix the error then try again.

When successful the following message will appear.
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Now that you have added an image you may want to view the page.  

Step 3.   Go to the Edit page and perform the Preview 
               function for Layout 1. 
SWITCH TO EDIT PAGE AND 
VIEW THE PAGE

a.  Click on the Edit tag at the top
b.  Scroll down and click on Preview for Layout 1 
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*   Close the Browser window and you will return 

     to the edit page

c.  Scroll down and click on Preview for Layout 2 
*   Close the Browser window and you will return to 
     the edit page
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This page enables you to enter the text on the right and one major image on the left including the caption. 

Layout 1, 3 & 6 will display all images, layout 2 will only display 3 images.

Step 4.    Select Layout 1 and perform the Save Changes function to ensure the editing you have 
                done to the web page is saved. 
Step 5.    Go to the Add Image page. (Click on the Add Image tag) 
Step 6.    Add two more Images. (Follow the instructions from step 2)
Step 7.   Go to the Edit page and perform the Preview function for Layout 1. (Follow the 

                instructions to Step 3)
Step 8.   Display all the images. 
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IMAGE

a.  Click on the Image tag at the top

From the Image page you can edit the Captions, edit the image order and delete images.

Step 9.    Make the top image the Primary image so it is 
                displayed each time the page loads as the main 
                image. 

PRIMARY IMAGE

a.  Click on the Is Primary Image area to place a dot
b.  Ensure it is the number 1 image

Step 10.     Alter the order of the other two images. Change the 2 to 3 and change the 3 to 2. 
CHANGING THE IMAGE SEQUENCE
a.  Click on the Image Sequence scroll bar and select the number
b.  Click on the Update Images button

*   The window will refresh with your images in their new order

Step 11.    Delete image 2.
DELETE AN IMAGE

a.  Click on the Delete box for the image you want to delete

b.  Click on the Update button
*   The window will refresh with your image is deleted

When you have edited the Image page you must activate the Update Images button to update your changes to the server. 

Assets are files that can be attached to your web page.   An asset can be an : Order Form, Special Deal Voucher, Menu, News Letter, Product Instruction Sheet, Registration Form, General Information Sheet, Event List, Retail Outlet list, Music file, a short Video clip, a PowerPoint Presentation, a html file etc. 

Note:  Some files can not be presented on other computers unless their computer has a compatible program to display the file.  For example:  if you wish to add a PowerPoint Presentation the viewer must have the PowerPoint program to open and view the presentation. 
It is wise to organise your asset files and place them into your eauswebpage folder. Your asset files must not exceed 200kb and the filename must be one word.  You can add two asset files, we suggest one of them be a voucher as it helps you get customers to your actual place of business and it’s a free service with your web page advertisement.

Just as you add images you can add Assets. These files are to be uploaded from your computer to the eaus database. 

Step 12.   Activate the Add Asset function to upload your Asset file.    

[image: image13.png]Diractory » Recyclers Computers >

B2C - Business to Community Recyclers

Ccom

red to providing waste management solutions for IT waste.

ADDRESS:  114-116 Campbell Street

COLLINGWOOD, Victoria
Australia

FIXED LINE 03 5416 2604

0438 585858
03 5415 0883

S Emailus
Susniess o community waste
mangement salatans fr 1T @) visitour website




[image: image14.png]Image/s

Current Images

Cekete?
@15 primary Image
1 ¥ image Sequence

(Capton:

[Busniess to community waste
Imangement solutions fo IT waste.

Ooelete?
Ots primary mage
2 %] image Sequence

(Capton:

[Recyde s the way to @ dean future.

Ooelete?
Ots primary mage

3 %] image Sequence

(Capton:

[Recycl s 2 cean path to the future.




ADD ASSETS
a.  Click on the Add Asset tag at the top

*   The Add Assets window appears

b.  Type a Title for your asset it will 

     appear on your web page

c.  Click on the Browse button

*   The Choose File window appears

d.  Select your eauswebpage folder so it is

     displayed in the Look In area 
e.  Click on the Asset file to select it

f.  Click on the Open button

*   Wait and allow your file to upload
*   The Asset page will appear when you are 
     successful
g.  Click on the Submit button
 *   The window will change and a message that

      you are successful will appear

The Assets details are displayed.

If an error message appears, read it and fix the problem.

Step 13.   Switch to the Edit page. (Click on the Edit tag at the top) 

Step 14.   Activate the Layout Preview function to view your asset at the bottom of 

                 your web page. 


The other asset could be a brochure, music demo, short movie, order form or booking form. It is important to offer the reader something that will confirm details about your business/product or service in a printed form as it becomes a powerful tool helping them make a decision. 
Step 15.   Close the browser that is displaying the page so you return to the Edit listing page. 

Step 16.   Display the Asset page. 

ASSETS

a.  Click on the Asset tag at the top

Should you wish to change or update your asset you will need to delete the old one before adding the new one. 

Step 17.   Delete your Asset. 

DELETE AN ASSET

a.  Simply click on the Delete button for the asset 

*   It will be deleted and a new list will appear  


Step 18.   Activate the Add Asset function to upload your Asset file again.    

Step 19.   Switch to the Edit page. (Click on the Edit tag) 
Step 20.   Log out of your web page.

Step 21.   Display your web page. (Perform a search for your businesses name) 
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