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1. Using Internet Explorer, type the URL for eManager (ex. http://simspon.emanager.house.gov ) into

browser.
2. Login using your user name (ex. Homer.Simpson@mail.nouse.gov) and then your password.

* Note: Password is case sensitive but user name is not.

GROUP

GETTING STARTED

findows Internet Explorer L:...]LE':JET

@ sianin -
—— = eyt
@-{: 3 [ ] v REPLASTNAME. emanager house.gov % | *2 || 5| [Live Search 2=
i — = : 7 »
e dhr |@Slgn1n I | @3 5 ey - ok Pane = (O Tools ~
[
Please enter your administrative username and
password below. =
User name
Password 2
Login
[l
Dane & Internet HA00% v

3. After logging in you should be at this page:
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1.0 PAGE ADMIN GROUP

“Directories" are the main areas of content on your web site. "Pages" are the areas of content within these specific
"Directories." The "Page Admin" area lists all of the pages in the static areas of your web site. Everything in bold is a
section.

The content for each page is made up of components labeled by a bullet icon. From this area, e.Manager allows you
to add new sections, pages, and components, or edit existing ones.

1.1 ADDING A SECTION

To add a new section:
1. Click the "Page Admin" link from the e.Manager homepage.
2. Click the "New Directory" from the "Page Admin" homepage tool bar.
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You should be at a page that looks like this: / ’
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1. Type desired name of the section in "Section Name" area. (ex: News)
2. Type desired name of the section directory in "URL Path" area (can be the same as "Section Name").

3. Choose "Parent Section" from drop box (in most cases this will be the "Root - Section" option in order to create a
new section. Selecting an existing section as the parent root will create a new section within the existing section).

4. Fill in the "Section Description" area with a brief description of the desired section.
5. Fill in the "Section Keywords" area.

6. Click the "Submit" button when finished.



1.2 EDITING SECTION INFORMATION

To edit an existing section:
1. Click on the "Page Admin" link from the e.Manager homepage.

2. Find desired section you wish to edit from the list on the screen.
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3. Click on the "Section Details" link next to that section.
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4. Change the desired information within the "Edit Section" form.
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5. Click the "Update" button when finished.



1.3 DELETING A SECTION / ’
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1. Click on the "Page Admin" link from the e.Manager homepage.
2. Find desired section you wish to edit from the list on the screen.
3. Click on the "Section Details" link next to that section.

4. Click the "Delete Section" button at the bottom of the "Edit Section” form to delete the entire section.
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1.4 ADDING A PAGE
To add a new page:
1. Click on the "Page Admin" link from the e.Manager homepage.

2. Click on the "Add new page" link from the "Page Admin Homepage" tool bar.
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3. Fill out the "Add New Page" form.
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4. Type desired page name in "Page Name" area.

5. Choose desired Section from drop down menu.

6. Type in the desired page URL in the "Page URL Name" area.

7. Fill'in the "Page Description" area with a brief description of the desired page.
8. Fill in the "Page Keywords" area.

9. Click the "Submit" button when finished.
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1.5 EDITING A PAGE
To edit an existing page:
1. Click on the "Page Admin" link from the e.Manager homepage.

2. Find the section the desired page is in from the list on the screen.
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3. Click on the "Page Details" link next to that section.

11

A

GROUP




@ Emanager Admin - Page Admin - Windows Internet Explorer mEx]

Email List Help

e Manager Consfituents  Mail Room  Casework

Page Admin News & Madia

Weab Forms

New Directory

1st 100 Hours

New Page

e
1st 100 Hours 1st 100 Hours Home Page

SECTION, PAGE ADG
View Page DETAILS DETAILS IMPOMNENT
Privacy Palicy

T ——

Contact

District

Outreach

Constituent
Services

Biography

Links

Casework

Kid's Saction

Privacy Policy

Welcome

%] | Il i

— — =
G\‘\ij{' |§| |‘:-| 4‘}'1)(_. |Lue‘.¢ear:h |.p=-
Eile Edit VWew Favorites Tools Help
o |gEmanagarAdmin—Page-ndm\n Ii‘ il 5| d v [ Bage v (0 Took -

B August 2007 | Logout | Settings !A_I

€ Internet F100%

4. Change the desired information within the "Edit Page" form.
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5. Click "update" button when finished.
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1.6 DELETING AN EXISTING PAGE
1. Follow steps 1-3 for editing an existing page.
2. Click on the "Page Details" link next to that section.

3. Click "Delete Page" button at the bottom of the page.
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1.7 ADDING/EDITING CONTENT ON PAGE OR SECTION HOMEPAGE / ’

GROUP
1. Click on the "Page Admin" link from the e.Manager homepage.

2. Find desired section from list on screen you wish to add/edit a component to.
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3. Click on "Add Component" link next to desired section.
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4. Choose component type to be added from "Add Component" drop down box.
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1.8 COMPONENTS A

External Link: To add a link to the page outside the website
Internal Link: To add a link to the page within the website
Header: To add a header above text

Text: To add a text box for desired text

GROUP

5. Click "Submit" button at bottom of the page.
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2.0 ISSUES / ’

The "Issues" area is a way to manage the different aspects of your pre-built "Issues" section. For example, if you
wanted to add a Social Security category to your Issues section, you would do so by using the "Issues" feature of
e.Manager.

GROUP

21 ADDING AN ISSUE
To add a new Issue:
1. Click the "Issues" link from the e.Manager homepage.

2. Click the "Add Issues" link from the "Issues" homepage tool bar.
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3. Fill out the "Add Issue" form.
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4. Type desired issue name in the "Issue Name" area.

5. Type brief description of the desired issue in the "Issue Description" area.
6. Type an issue title in the “Title" area.

7. Type an issue description in the "Description” area.

8. Click the "Submit" button when finished.
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22 EDIT AN EXISTING ISSUE

GROUP

1. Click on the "Issues" link from the e.Manager homepage.

2. Select desired issue to edit.
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You should be on a page that looks like this if you just clicked the “Edit” button:
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4. Edit desired material.

5. Click the "Update" button.
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23 DELETING AN EXISTING ISSUE

1. Click on the "Issues" link from the e.Manager homepage.

2. Select desired Issue to delete.
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3. Select desired "Issue" to delete.

4. Click the "Delete Selected" button.
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3.0 NEWS & MEDIA / ’

The "Documents" feature allows you to add text and upload documents to the News Center.

GROUP

Added documents are stored in the "Documents” area for easy access and organization. From here, you may choose m
to publish documents to the website, feature them as the main story on the News Center, save them for later use <
without publishing them directly to the site, or delete them entirely. |
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3.1 ADDING A DOCUMENT TYPE
GROUP

Before a document can be added, it must have a document type to be filed under

1. Click the "News & Media" link from the e.Manager homepage.

2. Click the "Add Document Type" link from the "News & Media Home" tool bar.
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3. Type desired document type name in the "Document Type Name" area.
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4. Type desired document type description in the “Description” area.
5. Click the "Submit" button when finished.

***The “Hide from Public” feature is not available for our Congressional Clients*™**
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3.2 ADDING/EDITING DOCUMENTS / ’

GROUP

1. Click the "News & Media" link from the e.Manager home page.

2. Click the "Add Document” link from the "News & Media" toolbar.
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3. Fill out the "Add Document" form.
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4. Select a document type from the "Document Type" drop down box.
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5. Type desired date. a ro
GROUP

6. Type desired dateline.

7. Type desired headline. r'

8. Type desired administration headline (can be a shorter version of the headline used for easier organization within
the "News & Media" area).

9. Type desired sub-headline if needed.
10. Fill in the summary section with a brief summary of the document that will appear on the News Center area.

11. Type in or paste text of desired document.

12. Choose an Issue or multiple Issues that your text is related to.

13. Chose an Associate File and Associate Photo to go with the text.
14. Type in contact person for story, including name, number and email (optional).

15. Click the "Submit" button when finished.
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MULTIMEDIA / ’%FO
GROUP

The "Multimedia " area allows you to add multimedia to your website. These media files are stored in the
"Multimedia Administration" area for easy access and organization.

3.3  ADD/EDIT MULTIMEDIA

1. Multimedia files must first be uploaded as "File" (see "File" instructions).

2. After uploaded in the "File" area, click on the "News and Media" link from the e.Manager homepage.

3. Click on the "Add Media" link.
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4. Fill out the "Add Media" form.
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5. Type desired headline.
6. Type a summary.

7. Type body text.

8. Type desired date.

9. Select a thumbnail.

10. Click on the "Add Media" link.
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11. Click “Edit” under Media Links.
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You should be at a page that looks like this:

€ Emanager Admin - Add Media Link - Windows Internet Explorer
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12. Select a Media Type from the "Media Type" drop down box.

13. Select a Media Format from the “Media Format” drop down box.
14. Select Bandwidth from the “Bandwidth” drop down box.

15. Select an uploaded file under the “File” box

16. Click "Update" button when finished.
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You should be at a page that looks like this:
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17. Click “Update” when finished.
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You will then be at a page that looks like this:
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Call Adfero Group at
202-333-4444 about
adding a button or feature
to your homepage to
promote your RSS Feed.

3.4 ADD/REMOVE ITEMS FROM YOUR RSS FEED

RSS is a format for syndicating content like news and media. e.Manager's RSS Feed feature will
automatically publish your selected press releases, video, or audio files to anyone who subscribes to
your website. A button on your web page will allow visitors to click and subscribe in order to receive the
RSS feature and you choose the content that will be published.

1. Click on “RSS Feed” under News & Media.

2. Click or unclick the boxes under Document Types, Media Types and Event Types to add or remove from your
RSS Feed.

3. Click the submit button when finished.

AN

21 August 2007 | Logout | Settings=

eManager Consfituents ~ Mail Room  Casework Email List Help

Photos Web Forms

Documents

RSS Feed Publication
Add Document
Document

Types Your R5S feed can be subscribed to by vistors so that site updates are automatically downloaded into their news
=ggregator, email box, or other rss reader.

Add Document Select document, media and event types below that will be automatically added to your RS5 feed. Your RSS

Type feed is hare,

Media 1
Add Media [article

Media Types Ocelumn

Add Madia DDpinion Pieces

T [Jrrezs relezze

R5S Feed > D Recent Vote

O —

D San Fran Treat

DSpeeches and Floor Statements

DTesting

Publish Media Types

DTesting

DTesting Media

Publish Event Types

DTownhall Meetings

[v]

"€ Emanager Admin - RSS Feed - Windows Internet Explorer KM =<
— I = s ;
@k:_.z-‘ - & [ae] [l 5| [Live Searen |2
File Edit Wwiew Fawvorites Tools Help
L — —. _ prs »
'i:-.f ‘l{:*\l" |§Emanager Admin - R3S Feed [ | {?} = [m - iﬁvﬁage - i_f::j Tools =
[ |
I

€h Internet H100% v

35

GROUP




40  EVENTS / ’%FO
GROUP

The "Events" area allows you to keep a calendar of important dates and schedules.

Added Events are stored in the "Events " area for easy access and organization. From here, you may choose to )
publish events to the website, feature them as the main story on the News Center, save them for later use without i
publishing them directly to the site, or delete them entirely.

4.1 ADDING/EDITING EVENT TYPES

Before an event can be added, it must have an event type to be filed under.

1. Click the "Events" link from the e.Manager homepage.

2. Click the "Add Event Type" link.
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You should be at a page that looks like this: / ’
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4. Type desired event type name in the "Event Type Name" area.
5. Type desired event type description in the "Event Type Description" area.

6. Click the "Submit" button when finished.
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4.2 ADDING/EDITING EVENTS / ’
GROUP

To add an Event:

1. Click the "Events" link from the e.Manager home page.

2. Click the "Add Event" link from the "Events Home" tool bar.
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3. Fill out the "Add Event" form.
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4. Choose the desired event type from the "Event Type" drop down box. / )%ro
GROUP

5. Type desired start and end dates and times.
6. Type desired dateline and headline. r'

7. Type desired Administrative Headline (can be a shorter version of the headline used for easier organization within
the "Event Administration" area).

8. Type desired sub-headline if needed.
9. Type a brief summary of the Event.

10. Type in or paste text of the event in the "Full text" area.

11. Select Issues that event relates to.

12. Add links to additional files or photos if needed.
13. Type in contact person for story, including name, number and email (optional).

14. Click the "Submit" button when finished.
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50  PHOTOS / ’%FO
GROUP

The "Photos" feature allows you to upload photos to your website.

The "Photo" area allows for easy access and organization of your uploaded photos. From here, you may choose to
add, edit, or delete a photo directory from the website.

5.1 ADDING/EDITING PHOTO ALBUMS

In order to upload a photo to the website, a "Photo Directory" must first be created. All uploaded photos are stored
within a specific photo directory for easy organization.

To create/edit a Photo Album:

1. Click the "Photos" link from the e.Manager homepage.

2. Click the "Add Album" link from the "Photos" homepage tool bar.
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3. Type the desired photo directory name in the "Photo Album".
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4. Type a brief description of the photo directory in the "Photo Directory Description".

5. Click "Submit" button when finished.

“**By selecting the “Hidden” box, your image album will not be visible to visitors of your site. “Hidden” images can be
used for various internal applications. ***
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5.2 ADDING/EDITING PHOTOS A

GROUP

Once a photo directory is created, new photos can then be uploaded and will be stored within the selected photo
directory.

To add/edit photos:
1. Click the "Photos" link from the e.Manager homepage.

2. Click the "Add Photo" link from the "Photos" homepage tool bar.
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3. Fill out the "Add Photo" form. / ’

GROUP

€ Emanager Admin - Add Photo - Windows Internet Explorer . [l=1%
@;‘ - |QL| El‘?-;')(i LI.:\rﬁ-Se-ar-.'i'- - |}3'|

File Edit View Favorites Tools  Help

= = = n B
‘I:é? ke |@Emanager Admin - Add Photo [ | ﬁi * B ey - iﬁange v "—F} Tools -

3 August 2007 | Logout | Settings
Consiituents  Mail Room Casework Web: Site Email List

Page Admin Issuas News B Madiz v Web Forms

Fhoto Albums
Add Photo
Add Album
Photos Photo Information
- Diractary |TEST Phota Gallery |1|
Phata Name | |
Phata ‘
Cescripticn 3
Photo File [ I[ Browse... |
S —
2
lil 10 | |l!
| i Toternet (R o
I— ... R ... V.= ————— . .

4. Select a photo directory from the "Photo Directory" drop down box.
5. Type desired photo name.
6. Type a brief photo description.

7. Type name of the desired photo file for upload or choose file by clicking "Browse" button and then selecting the
desired file.

8. Click "Submit" button when finished.
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60  FILES / ’%FO
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The "File" feature allows you to add links to associate to existing files. Also, multimedia files in the "Files" area must
be uploaded to the "File" area before they can be added to the "Features" area. Files are not uploaded directly to the

website and the "File" area acts merely as a place to access and organize files that you may wish to link to existing
files or sections of the website.

Added Files are stored in the "File" area for easy access and organization. From here you may choose to submit,
edit, or delete existing files.

6.1 CREATING/EDITING A FILE TYPE
Before a file can be added, a file type must be created.

1. Click on "File" link from the e.Manager homepage.

2. Click on "Add File Type" link from the "Files" homepage tool bar.
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3. Fill out the "Add File Type" form.
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4. Type name of the file type (i.e. Word, PDF, etc.).

5. Type a description of the file type.

6. Type file type extension (i.e. doc, pdf, etc.) *** Please remove all periods***
7. Type icon name (optional).

8. Click "Submit" button when finished.
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6.2 ADDING/EDITING FILES / ’

GROUP

1. Click on "File" link from the e.Manager homepage.

2. Click on "Add File" link from the "File" homepage tool bar.
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3. Fill out the "Add File" form.

4. Select the file type from the "File Type" drop down box.
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5. Type desired file name.

6. Type a file description.

7. Type name of the file to add or select it by clicking the "Browse" button and then selecting the desired file.

8. Click "Submit" button when finished.
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7.0 WEB FORMS / ’

This area allows you to add online polls to your website. Polls are stored in the "Poll Administration" area for easy
access and organization.

GROUP

741 SETTING UP POLL
1. Click on the "Web Forms" link from the e.Manager homepage.

2. Click on "Add Poll" link from the "Features" homepage tool bar.
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3. Fill out the "Add Poll" form.
4. Type desired name of the poll
5. Type desired poll question.

6. Click the "Add Answer" button.
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7. Click "edit" to add an answer to the poll question (i.e. Yes/No, True/False).

8. Click "Update" button when finished.

8.0 ADVANCED MULTIMEDIA (Available Fall 2007)

The new multimedia sections allows for place in place videos and sharing of the embed code.

81  BEFORE YOU BEGIN
Before you can add multimedia to your website, you will need:

1.Either the embed code from a YouTube or other “social” media website OR a video encoded in the Adobe Flash
Video Format (.flv)

2.A screen shot uploaded to a hidden photo album. For assistance with taking a screenshot see Section 8.3.
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82  ABOUT MEDIA FILE THUMBNAILS: / ’%FO
GROUP

1.You must associate a thumbnail with the video. The thumbnail can be an uploaded photo (using the Photo
section under eManager), generic photo, OR you can take a screen shot of the “YouTube” video.

8.3 TO TAKE A SCREEN SHOT:

1.Go to http://youtube.com

2.Selectffind video, then click play on video.

3.Press the “CtrI” and “PrtSc” or “PrtPn” (at the same time). This will copy what the screen is currently displaying.

4. Under the Windows Start Menu: go to All Programs, then Accessories, and click Paint.
5.Under the Paint Program: Click on Edit, then Paste. Your screen shot should have pasted into the Paint body.

6.Under Paint: on the left side under the toolbox will see a dotted box. Click on the dotted box and box in the
Image of the Video.

7.0nce you have the Image boxed in, right-click and Select Copy.
8.Then go to file, New and open a New screen.

9.Using the mouse, drag the box to fit the white box currently in Paint. Make sure the dotted line box matches
the white box (background).

10.Click on Edit, then Paste.
11.The Picture should have completely covered the white box which was in the background.
12. Go to File, Save As and type in the File Name. Make sure the file saves as a JPEG.

13.You can save the file on your desktop or under My Documents.

8.4 UPLOAD A SCREENSHOT:

1.First you need to create a “Hidden Album”. (see section 8.5)

2.Click the Photos Tab under eManager.

3.Click the “Add Photo” tab on the right.

4 Select the Directory you want the photo to go to. (You should select the Hidden Album you created

earlier.)
5.Type in the Photo Name.
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6.Type in Photo Description.

7.Click the Browse button to browse for the photo on your desktop. r'
8.You should pick the photo you created earlier. m}
1ol
9.Then click “Submit” when completed.
10.Allow a couple of seconds for the photo to load completey. E
I
8.5 CREATE A “HIDDEN ALBUM”: =
1.Click the Photos Tab under eManager. E

2.Click the “Add Album” tab on the right.
3.Type in the Album Name (ex. Screenshots for Videos) and Description, then check the hidden box and click submit.

4 After creating the album, click on “Add Photo”. Select the Album you just created for the directory. Type in Photo
Name and Description. Then Browse for photo. (This is the screenshot) Then click Submit.

5.Repeat Step #4 to upload all the photos (screenshots) in the “Hidden” Album you just created.

6.These photos will also appear in the Thumbnails section under the Add Media tab.

8.6 TO ADD A FILE TYPE:

1.Click on Files under eManager

2.Click on Add File Type on right.

3.Fill in Name, Description, and Extension.
4.Click Submit.

8.7 TO ADD A VIDEO (NOT YouTube):

1.Click on Files under eManager.
2.Click on Add Files on right.
3.Select “File Type” (.flv) must be a flash video.

4.You can add this file type by clicking on “Add File Type”. Fill out name, descripion and extension. (make sure
extension does not have a period in it). Click submit when finished.

5.Click on Add Files again.
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6.Fill in the Name, Description, and browse for the video.

7.Select any issues it relates to and click submit.

8.Click on the “Files” tab and it shoud have successfully downloaded.

9.Click on the News&Media tab. Click on Add Media.

10.Fill in the Headline, Summary, Date, Select a Thumbnail to associate with the picture.

11.The videos you uploaded will also appear in the “Local Video” Section on the right half of the page.
12.Select a Local Video.

13.Click the Submit button when finished.

8.8 TO ADD AN “YouTube” VIDEO:

1.Select the New&Media tab under eManager.
2.Click on Add Media. Fill in the Headline and Summary.
3.Select a thumbnail (screenshot of video, generic picture etc.)

4.0Open another tab in your internet browser and go to http://youtube.com and select video.

5. Copy the entire “Embed’code. (located under the URL on the right side of the video)
6.Paste “Embed” code in the External Video Box under “Add Media”.
7.To make your video autoplay just append "&autoplay=1" after the video ID so it look