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K5 CMS

The K5 Content Management System (CMS), previously known as Kwik-Az Updating, is a small
downloadable program that permits the owner of a website to maintain their content. It connects
directly to the Internet, updating the website content, uploading images, files and documents.

e To use it, you will need to download a small setup program. When run, this will install K5 onto
your desktop (or notebook) computer.

e To download - go to www.k5.co.nz
You may download the program to as many computers as you like, at any time. You can have more than
one copy running on different computers, so that your staff can all help maintain your website(s). You

can for example, have one copy running on a home computer and another running at work. You could
even download and run a copy on an Internet Cafe if you need to!

Installation Instructions

1. Run the Setup program from the location that you saved it to, and this will commence the
installation of K5 onto your computer.

2. Select the location that you want the program installed into (most people accept the default).
3. Click Finish to complete the installation.

4. Start K5 by double-clicking on the icon from your desktop (or selecting it with a left click and
pressing Enter.

5. If you have not yet received your login and password, please contact Go Kiwi Internet by phone
(09) 489-2222 or email production@gokiwi.net.
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Lesson 1 - Website Tree

The Website Tree shows you all the pages on your website. You can Add, Move, Delete, View and Publish
by RIGHT CLICKING on an item in the Website Tree pane; or by using the Page menu item.

In the Website Tree, a gray folder means a page has had changes made but not yet published to the web.
A folder with () around the Menu Title means it is not shown in the Navigation Menu.

Task 1a - Add a New Web Page

| ﬂl{wik-nz Updating-rotarynorthharb 1. Right click anywhere on the Website Tree and press

File Fdit Page Images.. Resources.. A" or click "Add New Page" on the pop-up menu.

Website: FEESRUNORENNSRD UGG 2. Enter the Page Title. K5 automatically completes the

Menu Title and Page URL. The Page heading should contain

WebsiteTree your Search Phrase.

Open .ﬁ.III Close .ﬂ.III

..... 5 3. Abbreviate your Menu Title so that it appears on the
..... (] about Us menu in one line only.

----- ] Club News

----- ] Photo Gallery 4. Your new page will appear at the bottom of the

----- ] our Projects Website Tree.

----- D Upcoming Events

""" (] {Contact) 5. Click on the page and drag to an existing page to

""" (] {Catalogue) insert the new page into the correct order on the Menu. K5
""" L1 (Charity Auction) will ask if you wish to insert the page ABOVE the menu item
""" ] Contact Form selected, or make it a CHILD of that page. This can also be
""" 0 (Test) done at a later stage if you wish to rearrange the order of

pages.

Add Mew Page...
Add Mews Child Page...
Delete

Preview
Frblist

Edit LIRL. ..
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Task 1b - Add a Child Page

| ﬂKwik—Az Updating-rotarynorthharb

File Edit Page Images... Resources.,
website: | iSNORNNEROORGTE

WebsiteTree
Dpen F'.Ill Close F'.Ill

----- =

----- ] About Us

----- (] Club Mews

----- ] Photo Gallery

----- ] our Projects

----- ] Upcorming Events
----- D (Contact)

----- D (Catalogue)

----- |:| (Charity Auction)
----- D Contact Farm

----- ] (Test)
----- ] (website Instructions)

&dd Mew Page. ..
&dd Wew Child Page. .,

Delete
Preview
Fublist

Edit URL. ..

1. Rightclick anywhere on the Website Tree and click
"Add New Child Page" on the pop-up menu.

2. Enter the Page Title. K5 automatically completes the
Menu Title and Page URL. The Page heading should contain
your Search Phrase.

3. Abbreviate your Menu Title so that it appears on the
menu in one line only.

4. Your new page will appear at the bottom of the
Website Tree.

5. Click on the page and drag to an existing page to
insert the new page into the correct order on the Menu. K5
will ask if you wish to insert the page ABOVE the menu item
selected, or make it a CHILD of that page. Click to make it a
Child Page.
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Lesson 2 — Edit Form

Your Edit Form is where you will do most of your typing and content formatting. This screen allows you to
type in pure HTML. All HTML tags are colour coded for easy identification.

You may type, edit or paste content using the standard Windows commands, such as CTL+C to copy and
CTRL+V to paste.

Pressing ENTER will automatically insert the line break <br /> tags that are needed for display in web
browsers. Simply press SHIFT+ENTER to enter a non-HTML readable line break.

Task 2a - Insert Text in your Web Page

1. Youcan

FRotary 15 an arganization of business and professional Teaders uni insert text in your
ethical standards in all wocations, and help build goodwill and pe Web Page by

million Rotarians bE NEto more than 320,000 Rotary Clubs. The umb in in
Internationalesa typ g,chy g
and pasting.

Club Membership represents a cross-section of the conmunity 2. Tocreate
ahnd are nonpolitical, nonreligious, and open to all culture :

paragraphs, insert
in objective of Rotary is Serwvice - in the community, in the Hnebreaksby
projects that address many of today's most critical dissues, such & .
winolence. They also support programs for wouth, educa opport  pressing ENTER
professionals, and wocational and career dewelopmen twice.

<hr ==p align="center'"=<strongx<font color="#000022">The Rotary
<hr =<brs

=font size="4"=0ur wWeekly Club Meetings:</fonts> < s trong=<br /=
<img src="images view-from-club-house-early-morning---z.jpg" aliaq
hspace="10" =
<p style="text-align: center'=
This is the wiew Trom the Club House during our weekly meetind
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Lesson 3 — Editing Tools

Easy-to-use Editing tools place HTML Tags around selected text.

Select the text you wish to format, using your mouse or normal windows keystrokes (such as
Shift+Arrows) and then click the button to insert the HTML tags.

Common windows commands (such as CTRL+B, for BOLD and CTRL+l for ITALIC) are also available.

Task 3a - Format the Text of your Web Page

I Jrremes

|orv: Pull Quote

SRS E e

e

v 15 an organizartion of business and professional 1eaders ur

ethical standards in all wocations, and help build goodwill and p
million Rotarians belong to more than 30,000 Rotary Clubs. The ur
International «fa=. <br /=

<hrs

Rotary Club Membership represents a cross-section of the communit
weekly and are nonpolitical, nonreligious, and open to all cultur
<hrs

The main objectiwve of Rotary i5 Serwice - in the community, in th
projects that address many of today's most critical issues, such
winlence. They also support programs for youth, educational oppor
professionals, and wocational and career development.=br /=

«hr =<p align="center"»«<strong=«<font color="#000033"*The Rotary
<hr =<hr>

<Tont size="4"=0ur weekly Club Meetings: </ font=</strong=<br /=

x|

Font Size [Paintz] Fant Calar

.t‘-‘mal

Arial Black
Comic Sans M5
Courier MNew
Courier

Georgia

Impact

Lucida Conzole
Palatino Linotype
Tahoma

Times Mew Roman
Trebuchet
Werdana
“Wingdings

IDefauIt IDefauIl

. 1
g Select Color |
10
12 Default Color |
14 =l

I Bold

[ Italic

™ Underline

[~ Super Script
[~ Sub Script

[~ Stike Through

" 0K I X Cancel |

I PR TN P [ S P PR TP Py W SO LTt e TN oY PP N == LU I - TS P Sr e P2k [P DR, [F LR e P e L P SF P L o T LU E - | o S

1. To Format the text of your Web Page select the text in the Edit Form, click on the buttons
located in the Edit Tools or click on the Blue “A” to see the Fonts dialog box.

2. There, you can change the Font, the Font size, the Font style as bold, italic, underlined, etc. and

you can also change the Font Color.
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Lesson 4 — Page Setting Tabs

Page Setting Tabs allow you to set up additional settings, such as Menu text, Search Engine Optimisation
tags, to view or revert to historical versions and more.

Task 4a - Change Web Page Heading and URL

1. To change the
Supplermentary I Technical I History I Mavigation I Page Options I Page Heading simply

change the text in the
main tab and save. If

Page Heading:lWechme...

Page LURL: Iindex the Page Heading is
long, it can be

DIV: Pull Quate  »| A B 7 x* % 4 H1 H2 H3 H4 H5 Hb shortened from the

=Ss==iciEEM=m=RDa o=l Tl - Navigation tab in Menu

Title. The longer

version can go in the
Menu Hover Tip box.

2. To change the Page URL, RIGHT CLICK on the folder in the Website Tree and select Edit URL. A
pop-up will appear recommending that you don’t do this. The page may have links going to it
from other pages on the website, or it may affect Search Engine Optimisation.

Task 4b - Add Web Page SEO Title, Description and Key Words

1. Inthe
Content(_ Supplementary Teu:hniu:all Histu:uryrl Navigatiu:unl Fage Optinnsl Supplementary tab you

........... — have the ability to
' i
| Left Content I Right Content I change the Page SEO
Meta Title: IWelcnme to The Rotary Club of Morth Harbou Meta Title which
27 chars to go (rmax of 700 appears in Search

. - - Engines as the top line
Meta Description: |vwe are a vibrant, mixed gender, modern

that is underlined in
Rotary Club in the heart of the Morth Shore, U .I !

Google and linked to
Auckland

the web page.

163 chars to go {max of 255)

2. Youcan have a
maximum of 71
characters in the Meta
Title.

Meta Keywords: |vibrant social socialise youth

225 chars to go (max of 255)
3. The Meta
Description can have up to 151 characters. This is what will draw customers to your site so pay
attention to how it reads. A description should be approximately 10-20 words summarising the
products and services that your company provides, preferably including some of the most
popular keywords. This information will be displayed in the Search Engine results. Each search
phrase needs to have its own page to be effective.

4. Meta Key Words can only use words which actually appear in text on the page. No capital letters
and a space between words. You may use plurals but don’t use the same word twice. Don’t use
commas, dashes etc. We recommend no more than 30 words.
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Task 4c - Web Page Technical Information

1. If, when
Cu:untentl Supplementary  Technical | History I Mawvigatian I Fage Optians you go to edit a
page, the editing
Redetda e F"a':“g jv box does not
v Cache this Page show, go to
Technical and
make sure that

the Page Class is
selected as Page. Save this and the Content box will appear. Do not change a Form, ie. ‘Contact
Us’ to a Page.

Task 4d - Revert to Previous Web Page History and Backup

Cu:-ntentl Supplementary I Technizal Histary |Navigati|:|n| Page Optinnsl

Current Wersion: 72
FPast Yersions:

VYer|Created Modified

H roduction 4: 29| production
70 30-07-2008 09:16:33 production 30-07-2008 09:16:33| production
69 29-07-2008 14:13:16 production Z9-07-2008 14:15:16/ production
683 29-07-2008 14:12:01 production Z29-07-2008 14:12:01|production
67 (29-07-2008 10:06:04 production Z9-07-2008 10:06;04 production
66 29-07-2008 100422 production 29-07-2008 10:04; 22| production
65 |29-07-2008 10:02:50|production 29-07-2008 10:02:50 production
A 29-07-2008 09:58:26 production 29-07-2008 09:58:26| production
A3 29-07-2008 09:46:05 production 29-07-2008 09:46:05 production
e e e e e e e e

1. History caches the page every time a change is saved or published. If you make some ‘major’
mistake, go to History and click on the previous version of the page. This will cause the page to
revert to how it was before you changed it.

2. The Preview button allows you to preview the version to ensure you have the correct version
before reverting.
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Lesson 5 — Preview, Save and Publish Buttons

K5 allows you to save your work WITHOUT publishing to your publicly visible website. You can commence
your work, save it, check it, have a cup of coffee, come back to it later the day, or the next day, and then
publish only when it is ready. Cancel will destroy any changes since you last saved. CTRL+S is the
keyboard shortcut to Save. CTRL+SHIFT+S is the keyboard shortcut to Publish.

Task 5a - Preview, Save and Publish your Web Page

1. After working in your website

& | El Freview... | ¢ Publish | El save | just click Save and click on Preview to
make sure it is the way you want it to be.

2. To save, simply click on Save or click on Publish to make your website live.
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Lesson 6 — Image and File Processing

Image and File processing allows you to upload, rename, move and delete photos, images and

documents used on your website. Built-in selection and editing tools rename non-standard file names to

a standard file-naming convention, and prevent the possibility of any broken links.

Task 6a - Upload an Image to your Web Page

Wwebsite:

WebsiteTree
Open .ﬁ.lll Close .D.Ill

a Hormne

-] about Us

Club News

Photo Gallery
Qur Projects
Upcoming Events
(Contact)
{iZatalogue)
{Charity Auction)
Contact Form
(Test)

(Website Instructions)

DOLLLUUDUD

cttings  Help

Local wWebsite
Local Files: ‘website Files:
Iﬂ..z j B images
=z -] bg-image.jpg
- ~[] ba.ipg [System)
(== gokiwi .
o -] cgptu:_ha-qug.p_l‘up
rotarynarthharbour org.nz D d|w.a||gr|=fet|ng.|pg
o tocuments - fawc:onmu
-] a_0.jpg
-] a@r_02jpg
-] ar_03.ipg
-] or_D4.ipg
[ Wl.gif
D header-test |pg
O 100 - [ headerjpa [System]
[ BEE54.pg -] loga_axal.gif
[ Aaron—Craigipg =[] make-dreams-come-true gi
[ ba.af [ ph128_acrobat-getreader. gif
[ bgimage.jpg -] ph128_assored] jpg
[ Christmas cake 12 cm =q holly and E D ph128_assorted? jpg
[ diwaligreeting.ipg -] ph128_assored3 jpg
[ favicon.ico ] ph128_assottedd.ipg
[ goldjpg -] ph128_auctionboat jpg
) hl.aif [ ph128_calendarimage.jpg
[ headerjpg -] ph128_deltacom jpg
[ headertestjpg -] ph128_elizabeth-arden.jpg
[ kawi_pgaipg ~[] ph128_elizabeth-ardenZ.jpg
[ Lake Side Picture. JPG -] ph128_elizabath-arden.jpg
[ logo_axal.gif ;I [ Ah1278 elizaheth-ardend inn

A WUpload |

Before you insert an image in your Web Page you have to upload it into the Image Files.

1. Click on Images...

2. Browse your images using Local Files, select one image by clicking on it or use SHIFT to select
more than one image. Click on the Upload button or just double click.

The images on the left are the ones in your computer and the images on the right are the ones in

the Image Files ready to be used in the website.

The ideal size for an image is 250px wide by 160px high.
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| !’Kwik-nz Updating-rotarynorthharbour.org.nz

File Edit Page Images... Resources... Setkings Help
et FoRBRRGRRRBHBBURFAE

WebsiteTree Content | Supplementary I Technical I Histaory I Mavigation I Page Options I
Jpen F\II| Close .D.II|

Fage Heading:lWeIcnme...

2 Home Page URL: Iindex
-] about Us
% El'j"'i ”g'””s orv:pullquote =] A B 7 x* % 45 W1 H2 H3 H4 H5 HE
oto Gallery - _ 7
] our Projects EE=EEC iz EOE i o= 1l e

-] Upcoring Events
-] {Contact)

-] {Catalogus) .
-] {Charity Auction) Rotary is axuGouehlile X|n
ethical star £

D Cantact Farm

- p
million Rots Image: [mages/ Browse.. | I
D (Test) Internations -
-] twebsite Instructions) Aligr: Ithht ]'
Al |
<hrs Border: IEI "l Fixels
Rotary Club Ty
weekly and £ . ) . I"g
= ¥ N [" Keep width/Height Fatio
The main obj P I he
projects the Height
violence. Tk [ I r
professional telh
B Yertical Spacing: |1EI y
e il Huorizontal Spacing I'IEI
«font size='
<img src="1n V‘ (1]8 I X Cancel | q

3. Go to the to the Edit Form, place your cursor where you want to insert the image

4. Click on the Image icon. |

5. The Image Attributes will pop up, click on Browse... to find the image (You may need to refresh
your browser by pressing Shift + F5), select it, click on OK or double click to insert it. You can
align, set a border and resize the image and then click OK to insert it. Resizing should only be
used to reduce the size of an image, never to enlarge it. When doing this, click to keep the
width/height ratio.

Saving a large image and resizing in the code may result in a longer download time for the page.
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Task 6b - Upload a File to your Web Page

I !IKwik—Az Updating-rotary~s,

File Edit Page Images... Sefttings Help
Website:
WebsiteTree Content | £ ernentary I Technicall Histnryl Mavigation | Page Options
Cpen &ll | Close All Page Heading:IWBICD}F&\
i Home Page LURL: Iindex
(1] About Us
7] Club Mews
DIY: Pull Quote j A x" #BE H1 H2 H3 H4 HY HE
-] Photo G.aller\,r _ —— e = oy |
~{Z] Our Projects = = EO E i = -3 EE - e
-] Upcorming Events
1] (Contact)
-] (Catalogue) F: 3y . ¥
i : - Kwik-Az File Manager - rotarynorthharbour.org.nz (Resource Files
-] (Charity Auction) Rgﬁ‘?’“k’]‘s L] . . L 2 (v)
(7] Contact Farm ;ﬂﬁgn ; Local  ‘Website
[:j (Test) Internati L Files: *Webaite Files:
60 (website Istructons) = E - | =i i
cbrs EZ:\ =1 (| | - O auctiDn-item-list-2DDS---mastel-a
Rotary <1 £ gakivi == D auction-programme. pdf
":Eith" an &s o [ committee-membership. pdf
The main stanlepsigns.conz ] 3 daninovapd
projects = o || | D diwaliflper-2008. pdf
violence.| M Satuscl—— [ how-to-hid pdf
Btk Cstanogos 0N [ issue-2-octaber-2008 pdf
<hr =»<p Supdatezos |l D journal pdf
<hr m<br £ vehicles et N [ kpi-progress. pdf
:::Tri;tsrs'::f 71 v stanlepsions conz x % :Elrsctljiegizsggappddff
hsgacgz“gl. 0 aIIp_hotos.mix = 1 = | nh[c-bungle-2ﬂ25:.pdf
Thie O bei,a  [WIEH O nhre-bungle-2026 pof
</ O bg.mm. ==l D nhrc-bungle-2027. pdf
- B | B [ nhre-bungle-2028. pof
O bg2.|pg ----- D program-calander--formatted-for
Click =5t [ bg2.mi . | [ mzwes-news-17.pdf
align="1& I bt breakgf || L. [ rotan-basics. pot
;;rz"iiuglr;o [ bt_break.mix
<br /% [ bt_emailus.gif
; [ bt_index.qif
;ﬁ_}': Uﬁ;:}i [ bt_locateus.gif
[ bt_master.mix
S [ bt_ma_emailus. gif
aur meeti : :
wibrant p Q E:_mo_:nder.guf " d|
EEE /3 o lanatatie ol
<strongst
Thursday
Ereakfast
or - [[ma | 1 Upload |
<hr=<hbr

Before you insert a file in your Web Page you have to upload it into the Resource Files.
1. Click on Resources...
2. Browse your files using Local Files, select one file by clicking on it or use SHIFT to select more
than one file. Click on the Upload button or just double click. The files on the left are the ones in
your computer and the files on the right are the ones in the Resource Files.

3. Go to the Editing Tools and click on the Hyperlink icon. ®

4. Inthe Hyperlink Properties, select where to Link To:

i.e. A resource file radio button

P O Box 59-182, Mangere Bridge, Auckland - Ph 09 489 2222 - Fax 09 489 3077
© Copyright 2007 Go Kiwi Internet. All rights Reserved.



— &

T2 K5 CMS

CONTENT MANAGEMENT SYSTEM

5. Click on Browse, select the file, click on OK or double click to insert.

fe ] tContact)

0] {Catalogue)

0] {Charity Auction)

2] Contact Form

1 (Test)

2] (website Instructions)

URL/File Mame:

Title:

ISame FPage 'l

I~ Mo Faollow

Target:

Hyperlink x|
= Link Too—————————

1 Anaother wehsite

A page in thiz website

A resource file

" Animage file

Browse... |

o 0K I XK Cancel |;

6. You can set a Title and a Target to your file. The Title is what people will see to click on. A Target
is the location where the file is going to open. Same Page will change the page that opens, while
New Window opens in a new window while keeping your website on the browser. This is
normally selected for other websites and PDFs.

Lesson 7 — Links

The link tool allows you to create links to different websites, pages in your own website, files such as
pdfs, docs, etc and also images like jpegs, gifs etc.

Task 7a - Add links

| !‘Kwik-ﬁz Updating-rotarynorthharbour.org.nz

File Edit Page Images...

WebsiteTree

Qpen AII| Close AII|

----- ] about Us

----- C7 club Mews

----- ] Photo Gallery

----- ] our Projects

----- ] Upcoming Events
----- ] tContact)

----- ] (Catalogued

----- ] ¢Charity Auction)
----- ] Contact Form

Resources. ..

Sefttings  Help

v . PRSPt

Content | Supplementary | Technical | Histary | Mavigation | Fage Options |

Page Heading:lWeIcome...

Page URL: Iindex
DIv: PullQuote  ¥| A B F x* X 4B HI H2 H3 H4 HS HE
== CEOzi=ResHE ! 1o

URLAFile Name:
Title: |

I e window A I

I~ Mo Fallow

Target:

o 0K I XK Cancel |j

X
Link To:

& Another website "
& page in this website
A resource file

& image file

1. To create a link place the cursor where you want to insert the link, click on the Hyperlink icon &,
and on the RHS you can select if you want to make a link to:

a. Another website (just enter the website address)
b. A page in this website (click on Browse and select what page that you want to be linked

to.)

c. Aresource file (click on Browse and select the file that you want to be linked to.)
d. Animage file (click on Browse and select the image that you want to be linked to.)

2. You can select the Target if you want the link to open in the same page or in a new window.
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Lesson 8 — YouTube Video

You can add a YouTube video to your Web page, this way visitors will be able to play the video without
leaving your Web page. You also may alter the size of the video (by changing the width or height).

Task 8a - Add a YouTube Video to you Web Page

) YouTube - 100% Pure New Zealand - Mozilla Firefox .

File Edit Yiew History Bookmarks Tools Help

FE T ~ &u LL: { an ﬂ*"_*\ http: ffwww. youtube, comfwatch?v=eh-0knDpnSg v | B [G|v Google

KAMS List Users | | GO KIWI INTERNET -... 8 GoKiwiSITE £ KS- ContentManag... | | Main Page - GoKiwiL...

n http:ffkamS.gokiwi.net listwebsites.php | GO KIWI INTERNET - Menu E{, YouTube - 100% Pure New Zeala... [J
Y0u Tuhe Worldwide (All) | English {(US) SignUp | QuickList (0) | Help | SignIn
Broac urself Home Yideos Channels Community

Videos '[ Search | advanced Upload

hayn0Or
J 1 year ago
5 Subscribe

November 12,2006 (More info)
100% New Zealand Tourist Board video

100% Pure New Zealand

Customize

I< object width="425" height=""344"><param name="movie" value="http:

» More From: haynOr
¥ Related Videos —FE

100% Pure New Zealand - TV Ad 1 =
02:22 From: PureNewZealand
Views: 932,588

New Zealand Ad Campaign
01:32 From: RohinGood

Views: 51,160
b ® 0:00/422 of | (= Wellington, New Zealand
08:55 From: denniscallan
This is a video resy to 100% Pure New Zealand - TV ad 1 Views: 85,089
Rate: % % % % % 252 ratings Views: 170,794 New Zealand Tourism Video 2006

N1-49 From: kiwitolristy

1. Toadd a YouTube Video go to www.youtube.com and select the video you want to add in your
Web Page. Select the code inside the Embeddable Player (located in the blue box on the right
side of the page).

2. Copy the all the code using CTRL+C,

haymOr go to the Edit Form in K5 and paste the
{-1 year ago i i
: S code using CTRL+V. Save and Publish your

work and the video will be available in your
website. You also may alter the size of the

ied: November 12, 2006 (hore info) ) ] ) -
video (by changing the width or height).

100% Mewy Zealand Tourist Board video
Custornize

|<Dbiect width="425" height=""344"":<param name=""movie"" value="http:
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Lesson 9 — Email Links

Adding an email links to your pages allows your visitors to communicate with you.

Task 9a - Add an email link to you Web Page

| !Ikwik—nz Updating-rotarynorthharbour.org.nz
File  Edit

Page Images... FResources... Sethings  Help

Website:
WebsiteTree Content |Supp|ementar5r Technicall Histuryl Navigatiunl Page Optionsl
e MII Close 'D'HI Page Heading:lWeIcnme...
il Home Psge URL:  [index
-] about Us
(2] Club Mews [orv:PullQuote x| A B F x* % 42 H1 H2 H3 H4 H5 HE
-] Photo Gallery
. = = —] - — = — o —
-] Qur Projects E=EE=E iz EOE = [ % Dﬂ 1 [ <=
-] Upecorming Events
-] t{Contact)
S — x
-] {Charity Auction) Rgﬁar‘y11stand-
ethical stand. ; .
-] Contact Form 17700 Rotar Email Address: I
-] (Test) Internationall T I
wiebsite Instructions ' ;
I:I ¢ ) <hrs [+ Obfuscate Email Address
Rotary Club M
weekly and am
chre o 0K I X Cancel |

1. Inthe Edit Box, place the cursor where you want the link to be.
2. CLICK the Insert E-mail Link icon located in the Editing Tools. gﬂ

3. Write the Email Address you want it to link to and the Title.
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