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General instructions:
This document assumes you have an account with login
information. The first part is designed to get you started
editing pages. The rest will serve as a reference on linking to
various documents and pages. Linking policy is incorporated
with instruction on how to make links.
This version is extensively updated to reflect the current
(October 2024) condition of IEW. Changes are extensive
enough that new/improved pages are not flagged.
These documents serve as SOP for IEW operators. You are not
required to memorize them, but keep them handy for

reference.
These tutorials also serve as SOP for IMCOM Enterprise Web.

Blue boxes contain hints and
additional information

*

<-- added or substantially new
since last version




Locations

 WORKAT homeadmin.army.mil/your-installation

Available on NIPR only. Used to build and manage your sites. Everything done in
homeadmin is copied over to the public site within 15 minutes.

* LOG IN AT homeadmin.army.mil/your-installation/login

« SHARE home.army.mil/your-installation
Available to civilians this is the public facing site. Cannot be edited directly.
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Logging in and out

Login:

e Goto
https://home.army.mil/[garrison-

name]/index.php/login

* You should see a Sign In window.
Enter your login information

* Click login.

* The Welcome page will appear.
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IMCOM GUIDELINES:
Do not link the login page to any other page

address.

NOTICE

You are accessing a US Government (USG) Information System (I5) that is provided for USG-authorized use
only. By legging in to this IS (which includes any device attached to this IS), you consent to the following
conditions:

- The USG routinely intercepts and monitors communications on this IS for purposes including, but not
limited to, penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct
{PM), law enforcement (LE), and counterintelligence (CI) investigations.

- At any time, the USG may inspect and seize data stored on this IS,

- Communications using, or data stored on, this IS are not private, are subject to routine monitoring,
interception, and search, and may be disclosed or used for any USG authorized purpose.

- This IS includes security measures (E.G., authentication and access controls) to protect USG interests — not
for your personal benefit or privacy.

-Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching
or monitoring of the content of privileged communications or work product, related to personal
representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such communications
and work product are private and confidential. See user agreement for details.

Sign in to U.S. Army Installation Management Command

User Name

Password
Forgot Password

Remember Me Stay signed in for 14 days

Cance‘ m

on the website. See above foryour login

Logout:

Open the
Dashboard.

At the bottom of
the dashboard
(you might have
to scroll down)
click “Sign Out”

Close your
browser window.

@ Help B Pages
4= Dashboard
Files

File Manager
Attributes

File Sets

Whale Owl Carousel

Logged in as imcom.

Si

n Out.

[ts]


https://home.army.mil/%5bgarrison-name%5d/index.php/login
https://home.army.mil/%5bgarrison-name%5d/index.php/login

The welcome page and the site toolbar

_ _ My Account
When you log in, the welcome page appears (right). It ) ot o o Lot o o Ot 17, 2024, 713 AM
highlights the last time your account logged in to IEW,
and (for those with access) recent actions taken by \
IEW that might need a response. Waiting For Me
Click on the big blue button to go to your home page. ** Show Al
The toolbar (below) shows up on any page you have M = v cuomasicaly deacivarnd
permission to edit. If any of these options are absent, | )
make certain you are logged in and you have g SRR
permission to edit that portion of the site. Contact | -
IMCOM HQ if you have any issues. ———

| # Edit Mode  £¥ Page Settings =+ Add Content
. I I Grants access
| Oz il Ope'ns Page to blocks Search for Context-
page for Settings and ,
e e stacks and pages and based
editing. features guidance

Offers save the clipboard

options
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Page
composer,

draft pages,

site map

Menu for
members,
files, and
most
sitewide
controls



Navigation

 There are three ways to find your way

around your site:
1. Use the site’s own menu system.
Navigate just as you would visit e
your web pages. @tcp 1B Psges
Public Affairs
2. Use the site map in the Pages S ¢ Dashboard

menu. The Pages menu has three

sections: Add pages, drafts and o - A Full Sitemap Sitemap
site map. Click on the [#licon to — = options -
find sub-pages. Simply locate and A m
click the page you wish to visit. Test Sheet 10/17/18, 65371 5 A o
3. Use the site map in the Webmaster 10/17/18, 6:53PM B0 Avout
dashboard. This is where you e o S
perform many site operations (see - [ iofessionals
SOP/Tutorial 2 for moreL. Click on — [ €0
the [ icon to expand the sub- 1 Location
pages. When you find the page B M Home
you are looking for, click on the h Attrbutes
name of the page and select Visit H Caching L
from the menu Permissions oot oo
Design & Type
- i [ \ersions

E
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Open a page and a block to edit

# Edit Mode

U.S. ARMY INSTALLATION MANA

* To edit a page, first click the
encil icon [abeled Edit Mode.
ait until the lines surrounding

the different editable Areas
appear. Blocks are placed into
these areas.

We Are the Army's Home

* Hover over the one you want to
edit; in this case, it's a Content
block. It will turn gray (not
illustrated here)

* Clickitand it will highlight
green. An action menu will
appear.

e C(Click “Edit Block” o \bmaser > Darmos > MV DemoPage

« See “Edit Text” on the next | MVS DEMO PAGE
page.

Big fish in a big pond
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me Ishmael. S¢ 3 YEErS 20 everr

V. 5.0.2 24 October 2024 et rtioute  orost o s, Lt L modkdaeisbont a

3% U.S.ARMY

% U.S. ARMY

| MVS DEMO PAGE

Big fish in a big pond » Housing Directory

5 city of the Manhattoes, beltec “Page List” block

BLOCK: An editable unit: Text, picture(s), a calendar, etc. They can
ynmy D@ dragged and dropped onto your page — Another tutorial.



Edit text / The menu bar

Paste as plain text Undo

Redo Select all Subscript / superscript Numbered list
Cut/past Insert tabl ! :
Work in HTML ut/paste nsert table Search / replace Bold/italic/underline/strikethrough \ Remove formatting Bullet list

1 | |
Al

| |
l -l a
@énurce m Cancel el / Q by 'B I U -5” x, x° I, ;2/ :i/

== = [ IF }) 2~ | Styles - | Nommal - | L
/ . \ l [ f ! , k \ §fource [N cencel &) BIUSHX5>x T

. . i Bl == o= ™ LWH Syes *  Heading1 - L
Reverse indent | Indent Align text Link Delete link Insert/edit image Snippets Custom formats

/
Format as block quote Place Anchor Special characters Standard headlines/text

This is how a headline link appears

Call me Ishmael. Some years ago -INLINE LINK never mind how long precisely - (A B0LD LINK) having little or no money in

my purse, and nothing particular to interest me on shore, | thought | would sail about a little and see the watery part of
the world.

g ; Notice how you can wrap text around a
- ‘__:_z photo

 The menu bar appears when you click on the Content block. This tells you
the Rich Text Editor is ready to use.

Simply use the image tool in the edit bar and place the

% photoin text. Then click the photo. You can drag to resize,

* In a Content block, it works like a simple word processor. Simply type, paste,
cut, etc. as you would in MS Word. It appears in other blocks as well.

then click the black box in the center to change wrapping

preferences and make a link out of the image.

Whenever | find myself growing grim about the mouth;

whenever it is a damp, drizzly November in my soul;

O Exce pt for the baCkgrOU nd i n Some insta nces, a nd aCtiVe CO nte nt SUCh as whenever | find myself involuntarily pausing before coffin warehouses, and bringing up the rear of every funeral | meet;
photo sliders, what you see is what you will get. o epeeE

from deliberately

henever my hypos get such an upper hand of me, that it requires a strong moral principle to prevent me

teppinginto t
get to sea as soon as | can

street, and methodically knocking people's hats off - then, | account it high time to

* As always, save as you go.
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Save and FiniSh sl caneel = BI USX »[L|E::

™ | D RS- Styles - | Normal - | &

~ cotloior Tala i Ll o Bl ~ —~ getablichos the nublic e pight request existing records
Army Garrison Home X | Webmaster:: US. Army X | Army Garmson Home FOIA Requests :: expo - = X

. “  records to the public unless
¢ CI'Ck Save” on the bIOCk < ¢ @ @ @ https;//homeadmin.army.mil/miami/index.php?clD=413&ctas} B. FolA. Only the Secretary of
toolbar.

* Click the pencil icon at the
to_i) of the page. A menu
will appear.

* Enter notes on the
changes you made in the
ray Version Comments
OX.

 Save changes (for later
review) or Publish changes
(if you have permission).

* Double-check your work.

* Go fishing for
compliments. -

public notice of thi

]
8

# Exit Edit Mode Is.

e x QUEGTHIETESCRREPE Full Stemap : U.S. A X | {§§ Ishmael (disambign X | +

US.ARMY)

= MENU “

USAG MIAMI

We don't need no stinkin PAC

X f oo

Discard Changes

Home / MyFort _ / All Services / FOIA Requests

| FOIA REQUESTS

The Freedom of Information Act (FOIA) is a Federal Law that establishes the public's right to request existing records from

federal government ag e FOIA provides for prompt, maximum release of DoD records to the public unless such FOIA REQUESTS

email address for FOIA requests

about individuals that is ma
r the control of an agenc

gned to the individual. The P Services

rds by publication in the Federal Register. The Pri © Recycling

information from absent the written consent of the subject individual, unle:

© Gate Information
pursuant to one o

ve statutory exceptions. The also provides individuals with a means by which to seek access to
© Continuing Education Services

and amendment of their records, and sets forth various agency record-keeping requirements.
SO P/TUTO R I} \L 1 P} \G E 9 © Military Personnel Division @
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Intro to linking: The Link dialog box

DO NOT cut/paste a URL to link to an internal page or document. It will not cross over to home.army.mil.

Highighted text

Select type of link

Enter an OUTSIDE url

Select a page

Select or upload a file
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Select the Target tab
and click on New
Window to make the
link open in a new

Limk

Link Info |

Display Text
\F' ¥

[=hmael

_Link Type
URL

SEroWse Server

Target Advanced

Link Type
URL

T
Link to anchor in the text
E-mail
T

T

URL*

tab.

Link Info Advanced

Targst

| <not sets

<not set>
<frameax
<popup window>=
<Bghtboe
Mew Window (_#lank)

Topmost Window (_top}

Sams Window [_self) Cancel

Parent Window {_parsnt)




Link to a page (within your site)

[ Source cancel | ¥ O B B I US x x T |
E|IE|IE E E ™ PR RS- stles - | Normal

*|n Rich Text Editor,

highlight text, an image, or | ™™ s
bOth | Link Info Target Advanced

* Click the link icon (1) . This | 5. e
opens the Link dialog. lshmael

* Click on “Sitemap” (2) L'I’;T'*'PE

* Navigate to the target

page e R
*Click on the page name S

(3). You will return to the ﬁ“p
L|nk d|a|0g The URL < ToWsE SEMVer

field will populate.

« Click OK (3). K'
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Choose a Page

@ ¥ a
. 3 B

. - £ 2 3
T
w2 a =

* DO NOT cut/paste a URL to link to
an internal page or document. It will
not cross over to home.army.mil.



Link to a document (in your File Manager)

* |n the Content block,
highlight text, an image, or
both.

* Click the link icon (1) . This
opens the Link dialog.
* Click on “Browse Server”(2).

This opens the Choose File
dialog box (a window on the

File Manager.
* Using Choose File, find and
select the item for the link (3).
* Click Choose (4)
* Click OK (5)
* In the Rich Text Editor control
bar, click Save (6)

*  Formore on the File Manager,
including how to load, organize and
find files and images, see Tutorial 4.
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[¢] Source

wncel

-|5

¥ 0 @
™~ MR-

Link

Link Info | Targst

Display Text
I=hmael

Link Type

Protocs LRL*

Sitemap

Browse E-Er'.le':

Advanced

File Manager

‘an cel

The Choose File dialog opens a
reduced version of the File Manager.

For more see page 21.




Link to an email address - -

* In Rich Text Editor,
highlight text, an image, or
both

* Click the link icon (1) . This
opens the Link dialog.

Under Link Type, select E-
mail. Three new fields will
appear.

Put the target email
address in the first box.

Put a custom mail subject
in the second box.

If you need to add anything
to the body of every
message (such as the
information about the
program the writer is
responding to) put it in the
third box.

Click OK.
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Link
Link Info T3r-;5t|
Link ol
Display Text
Link Infa Advanced
splesrn
Link Type Display Text
| JRL P | splesn
Link Type
1
LIRL o P
Link to anchar in the texi
£-Mail Address*
destinaticng@army. mil
Phone Vigssage Subject
A Big Event Fesdback
\eszage Body
Pleass answer the following questions: A
1. Why did you attend the big event? —
2. Howi many family members attended? v

[¢] Source cancel X [ (3
™ Ll RS-

-

BE I US x x°

Styles

Marmal

T

=X

1
E




Link to another place on the page (anchor)

"] Anchor links in IEW work only within a
single content block.

* Go to the location on the page where you g Save o (R u x, »w | T | =
intend to place the destination. This must 2R ancel | X D I8 S *
I

be a Content block. d A BS- | Styles - | Normal -

¢ Click on the block and select Edit Block.

* Put your cursor at the location, then go to
the tool bar and select the Anchor

button(1). .
%
| - ~ Link

* In the Anchor Properties box, give it a

name

Anchor ' arge vance

» Select OK, . A small red flag will appear k. Linknfo Target Advan

while your block is in edit mode. Save the Anchor Properties X bt Link g

block. - Display Text !

" Anchor Nams

Link Info Advanced
* Go to the block where you plan to put the

starting hyperlink, and'select Edit. Link Type . -
| URL . Display Text
* Highlight the text, image or both Chaplaincy

Link to anchor in the t

» Select the link icon in the toolbar (2).

E-mail Link Type
* In the Link dialog box, under Link Type, LR Link to anchor in the text ¥
select Link to anchor in the text.
Sitema Select an Anchor
* Another box will appear with a list of P
anchors on that page. Select the one you By Anchor Name By Element Id
wish to use and click OK. Browse Server ‘ v v

» Save and publish your page.

anchor
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Link to a site (outside your site)

* In Rich Text Editor, highlight text, an image, or both
* Click the link icon (1) . This opens the Link dialog.

* Go to the site and copy the URL (2)
* Return to your page and paste the URL into the URL box (3).
* Click OK (4) -- THEN
* Put one space behind the link you just added

* Insert an External Link Snippet (5) (See the “Add Symbols with Snippets”
page in this document). When you save, the snippet becomes an icon

* On any page with outside links, put a legend:

IMCOM GUIDELINES:
Put a legend on any page with outside links: As close to
the link as practical, add:

“(External Link Snippet) = Link to a non-governmental site.
IMCOM is not responsible for the content of links outside
.” Link this text to the Terms of Use page.

These social media links do not
need to be flagged.
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[# Source cancel | ¥ O (@

B I UGS x, x°

Maorm

Styles d

CAC Required Snippet

External Link Snippet

External Link Snip
JK never m

) ) User Name
| particular

T Nermar

N | Ed FR B~ | Styles

i

Limk X

T
-
[=
i)

[F=]
m
-

t
=1
F.

]

Display Text )
R rticle | Talk
lzhmael

Link Type

LURL '

Ishmael (disambiguation)

ee encyclopedia

'y

Call me IsHMAEL External Link Snippet . Somd

URL

Protocol
Protor

hitp: hitps:f |~

en.wikipedia.orgiwikilshmael_(disambiguation)

- 3

Sitermap

Browse Server
- |:;-'\ BOLD L”‘-.K:l having little or no money in m 'y
g )

Cancel

DO NOT use this cut/paste URL method to link to
an internal page. It will break.

- (A BOLD LINK) having

all me 15HM! G me years ago -INLINE LINK never mind how long precisely
ittle or no moneyeIn my purse, and NOTHING PARTICULAR TO INTEREST ME on shore, | thought | would sail

about a little and see the WATERY PART OF THE WORLD.



http://home.army.mil/

Add Symbols with Snippets (external & CAC links)

The Symbol Editor Snippet s part of the Rich Text editor that enables you to quickly - _ N I _
and simply insert the tool tip and icon to alert your site visitors that a link either o _@ _Ca”ie' = Br U s Rk T
takes them to a non-government site or may require a CAC to access the content of E|xj® 8 85]= s N QE R syes - | Nomal - | 4]
thatlink. Thisisalink to an external site tclock HERE
@ source |[ERER cance @ |« BI USXHx|L|=:
« When using the Content block the Snippets drop-down menu #(zl2 2 2 @ o ™| @ @8 Syes - | Noma - |5
can be found on the 2" row of the controls menu Il | Thisisalinktoan extemal sitejust click HERE || st
ExternT}Lmk Snippet
 Place the cursor where you want to insert the snippetin the text SEADIE \
User Name
and then click the Snippet drop-down menu and select the
apprOprlate snlppet [#) Source m Cancel B 4 B I U S %X, » | T, | 1Z =

* Aplace holdertext will then appear in the Content editor where k22 = E ™| G B Svles - | Nomal - | L]
the snippet will be inserted. Click Save to exit the editing menu : ink Sni

* You will now have a small icon appear in line next to your link.

* When a users hovers their mouse over the icon a small tool tip
window appears with letting the user know the link is to an
external site or a CAC enabled site
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|dentify and mitigaté)certain non‘c»:'o'mI 'pliant links

IMCOM GUIDELINES: Red flags:

When the garrison uses websites outside IEW, Used f b heduli
they need to follow specific rules. Sites that do sed for garrison business -- scheduling or
other information gathering

not conform to the rules may put Soldier and
civilian identities in jeopardy. As soon as you find Hosted off the .mil network
a site that is not registered or registerable, follow Collection of more than name and emailon a

these steps: form. If you aren’t sure, report it.

] No APMS number. Ask garrison IT if you don’t
* Report to your privacy know what this is.
Officer and ga rrison IT One-off, rather than an enterprise solution
support

* DO NOT remove until told
to by the privacy officer or
G3.
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Intro to pictures: ‘Image Properties’ dialog box

Enter the URL of a remote
photo here (make certain
you have permission first).

Image Properties

Locks the height/width

Takes you to the choose
file dialog box to upload
or select images

—

ratio to prevent stretching

| Browse Server

Obvious. use percent (such
as 50%) for a responsive

image. The percent is d

relative to the width of the

block.
Border
. HS5pace
Space around the image L
WSpace
Wrap to the rightorleft L | ajignmant
i set> W
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Previsw
Lorem ipsum dolor sit amet, consectetusr adipiscing
elit. Mascenas feugist consegust diam. Mascenas

Text that shows up when
the photo doesn’t (or in
most browsers, when you
hover your mouse.
Required for Section 508
compliance

metus. Vivamus diam purus, cursus 3, commodo

non, facilisis vitae, nulla. Asnean dicturn lacinis
tortor. Munc isculis, nibh non izculis aliquam, orci
felis euismod neque, sed omarse masss maurns sed

welit. Mulla pretiurm mi et risus. Fusce mi pede,
temipor id, cursus ac, ullamconper nec, enim. Sed
tortor. Curabitur molestie. Duis velit augue,
condimenturn at, uitrices 3, luctus ut, orci. Donec
pellzniesque egesias eros. Integer cursus, sugus in

cursus faucibus, eros pede b m sem, in
termpus tellus justo quis liguls. Etiam eget tortor. v
eetihulum nitnem e=f 1t plarsrat slementum kechs

L | |

Image Properties

Advanced

mage Info Link

Id Languspe Direction Langusge Code

<not sat=

Long Description URL
Advisory Title

Stylesheet Classes

Style

v

n Fancel

If you want to link your
image to a file (browse) or
an outside page (url)

Image Properties

mage Info Link Advanced
URL
Target
| “not 52t W |
=not set>

Mawr Window (_blapk)

opmaost Window (_top)

Browise Server

Sarme YWindow |_self)

Parent YWindow {_parant)

Open the link in a new
window/same
window/elsewhere




Add a photo in a text block

1.  Place your cursor where you want the image to appear

2. Click the add image icon

3.  Click Browse Server when the “Image Properties”
dialog box appears. This will take you to the Choose

File box.

4. IMPORT or SELECT your photo
(see the next 3 pages)

5. Adjust the photo in the Image Properties dialog box.

6. Click OK

The Choose File box is
the gateway to the File
Manager. All files —
Images, Word .docs,
PDFs, etc. -- are kept in
the file manager and its
subfolders.

For more on the
file manager see
Tutorial 4.
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Choose File

File Manager

File Manager

bulletin blog photos

Bulletin photos

& ping_
n_200_localhostad

Iping -n20.0
logalhostia@uVE.gif

[ Source  [JEEICH Cancel

This is how a head

Call me Ishmael. Some years ago -INLINE LINK never min

my purse, and nothing particular to interest me on shore, | thought | would s

the world.

Notice how you can wrap text around a photo

B «
]

BI USHXx

Styles

ink appears

I ==

- Normal v

]

More details about the
Image Properties box on
another page

Simply use the image tool in the edit bar and place the photo in text. Then ¢l

click the black box in the center to change wrapping preferences and make a

Whenever | find myself growing grim about the mouth; whenever it is a damy!

find myself involuntarily pausing before coffin warehouses, and bringing up il

especially whenever my hypos get such an upper hand of me, that it requires

deliberately stepping into the street, and methodically knocking people's ha

5ea as soon as | can.

Find newspapers hidaniel

PDF

Minimum viable site
quide book

né\cuka_NN.uJ@cu

NNvdDejir5nandj2iapvi

¥ pingIFS ] .
nIFS20.0_localhost sleep_100a0Agugi

ping${IFS) sleep 10.0/a0Agu.gif

n${IFS}20.0%20localhc

Emterprise Icons

n:‘.lockJ:-IFSNN.dcs

nslookupS{IFS)NN.ses

sleepIFS10.020ZeN

sleep${IFS)10.0/a0ZeN

Cancel

Image Properties x
ow long precisely
Image Info ~ Link  Advanced
URL
Browsagerver
1 Alternative Text
Width Preview
@ ¢ | Loremipsum dolor sit amet, consectetuer 2
adipiscing elit. Maecenas feugiat consequat diam.
Height Maecenas metus. Vivamus diam purus, cursus a,
commaoda non, facilisis vitae, nulla. Aenean dictum
lacinia tortor. MUNc igculis=int nom oo fie
aliquam, orci felis euisn  Image Properties X
massa mauris sed velit
Border Fusce mi pede, tempor o
nec, snim. Sed tortor Ci ImageInfo  Link  Advanced
augue, condimentum at
' Donec pellentesque egy -
. Hspace augue in cursus faucibl
1 sem, intempus tellus ju  nttps: Browss Server
| vepace \ Aternative Text
Avaiators jpg
X Alignment Width Preview
=notset |v
1 Height
|
* Border
HSpace
«
| VSpace
@ source (B @ « BIUSXx L =iz
pdohment e B @ M EE ses - Noma - O
<notset |v

This is how a headline link appears

Call me Ishmael. Some years ago -INLINE LINK never mind how long precisely - (A OLD LINK) having little or no money in
my purse, and nothing particular to interest me on shore, | thought | would sail about a lttle and see the watery part of

the world.

Notice how you can wrap text around a photo



Import (Upload) a photo e

< > T™ c @ Error > -+ Pictures Search |
*  Go through the first three steps for adding a photo in Text block File Manager File Manager - Qa =
i _-— @ New - @ . (D Preview
* Meanwhile, on your desktop, open the folder and find your __ S
image. PN M A ;- I :
File C et > e 4- My Army Post Ap idaih
a o a a a o - @ scroogemarley @ integration.PN
* Inthe Choose File dialog, click File Upload (1). The File Upload i S File Upload > Atechments i c
box appears. -
. . . )°a Documents - _—
* Drag your photo from the Windows folder into the Upload File R NG © nessusPNG

dialog box (2).

*  Wait for IEW to process the photo. The number “100% will
appear and the photo will move to one side of the upload box.

> ~ Music
> lzal old
@ schwartzkoph, @ QIP.jpg
PNG

> _ Recordings

» Select the destination folder by clicking the down arrow (3) next

> ea TOWNHALL

to the words “File Manager” below the photo upload box. You I > 2 ideos ‘ “ a1
might have to scroll down to see the choices. Click on the name — O smrine © mapzrnic
of the folder (4). —— = moese 2l e
* Click Upload (5). When complete, the “Recent Uploads” dialog — Image Properties x g
appears.
mage Info Link Advanced
* Select your photo (6).
File Upload Upioadflesto URL®
* Click Choose (7). This will take you to the Image Properties box. i it Momeadmin army.milimcomidownload _fleiview ininei | | Browss Server
«  Puta description of the image in the Alternative Text box (to R v s—
satisfy Sectl%n 508). S SE e S
Wit Prevs
* Insert any height, width and spacing adjustments (see the 100 a
introduction to this section). Recommended H space and V e — ac
space: 10. 120 |

Border

> CliCk OK (9). File Ma Recent Uploads

Recent Uploads . .
Lorem ipsum dolor sit amet,

. AEEFE g Hpace et e e
. . NOTICE- - F : 1l' ,hﬁ 10 pur::qcu:sﬂs a.'l::':mrm-do ngﬁfac':i\lii:is \litae‘.jnulla.
Your garrison website should have at a minimum three e 4 —_ PDF VSpace “ r

sets: Photos, Graphics and Documents. You may add

CSP Map as of 17 OCT 24.png U-AMIM-HRA- IMCOM Weekly News
E_CSPMapfinalasof_170ct2024, ‘Sampler_170CT2024 palf

)
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Alignment

additional sets. All icons and other artwork essential to
your website should go in the Graphics set. The othertwo
should be self-explanatory.

Mot SEt- W

[ Cancel




Not | Switch views |
. Simple search by keyword
- functional Choose File (name) X
III a I' " " in this view

— use the

Self-explanatory |

»

search on A
« Launch the Choose File eren
dialog bOX | Browse files by set |
* Select the location of the functionalin | Q Q q
file using search and this view _
browse — _- rscak:/?mt Bulletinphotos sulletnblog photos Bliposmes
folders (vary functional in m \ &
by user) this view) %ﬁ nslookup_NNv4Qejit | | nslookupIFSNN.aest
Q Q InslookupS{IFS)NN.aest
o Nnmr::;ng,.m—mm . ]

The Choose File dialog box opens a
reduced version of the File Manager. For .’[ Aa L i P e
more about the file manager, see SOP / = —

Tutorial 4. -

csl
24,0,

The file selection begins with your home s s '—fé s
folder. The search function chooses from LD = PDF
the entire file manager.

When you upload, you need to choose
the destination in the dropdown below
the upload box.
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Edit a photo in a text block

Image Properties X
While in Ed it mOde--- C:.II._ : I‘;tlr:‘;:l“ Sl m e = rrlﬁ = = Image Info  Link  Advanced
s EE = &= L P
* To launch the edit box, click the photo coy 7 cr=c| B This is how a headlin w
and then the photo icon on the el[2 Paste  cmva it mdeditors comainingindex phpldownioad X | Brovse Server

toolbar, or right-click the photo and "
select Image Properties.

* Toresize, first click the lock icon to
preserve the aspect ratio. Then put the B el .. .
new size - in pixels - in the width or TR =
height box.

* This box also allows you to = N | oo
* Replace the image (Click “Browse S _

Image Properties 10 Call me Ishmael. Some years ago -INLINE LINK Never m. . . ot

| / pur: hi | to inten h
~ner hand of me that it re in my purse, and nothing particular to interest me on sl

of the world.

Height
206

HSpace
Server” to go to the File Manager)
° Place a border Whenever | find myself growing grim about the mouth; ~ VSpace
. find myself involuntarily pausing before coffin warehous
° AdJUSt the space around the phOto especially whenever my hypos get such an upper hand ooy
® Change a"gn ment from deliberately stepping into the street, and methodic = | 4 ﬂ
o Edlt the I|nk (Llnktab) get to sea as soon as | can.
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