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KSCMS

TheK5Content Management Syste(ftMS) previously known akwik-Az Updating is a small
downloadable program that permits the owner oiv@bsite to maintain their contentt connects
directly to the Internet, updating the websiteontent, uploading images, files and documents.

1 Touse it, you will need to download a small setup program. When run, this will KStaito
your desktop (or mtebook) computer.

1 To download go towww.k5.co.nz

You may download the program to as many computers as you like, at any time. You can have more than

one copyrunning on different computers, so that your staff can all help namyour website(s). You

can for example, havene copy running on a home computer and another running at work. You could

even download and run a copy on buternet Cafe if you need to!

Installation Instructions

1. Run theSetupprogram from the location that you saved it to, and this will commence the
installation ofK50nto your computer.

2. Select the location that you want the program installed intmét people accephe default).
3. ClickFinishto complete the installation.

4. Sart K5by doubleclicking on the icofrom your desktop (or selecting it with a left click and
pressingenter.

5. If you have not yet received yologin and passworglease contact Go Kiwi Internby phone
(09) 4892222 or emaiproduction@gokiwi.net
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Lesson 1- Webste Tree

TheWebste Treeshows you all the pages on your website. You can Add, Move, Delete, View and Publish
by RIGHTLICKINGnaan item in the Website Tree pane; or by usingRagemenu item.

In the Web#e Tree,agray folder meansa pagehashadchanges made but not yet published to the web.
A folder with( ) aroundthe Menu Titlemeans it is not shown in thidavigation Menu

Task 1a Add a New Web Page
| 1. Rght clickanywhereon theWebste Treeand press

Fle Edt Page Imagss.. Resaurces.. "A" or click Add New Pagé&on the popup menu.

Wiebsite: rotarynorthharbour.org.nz 2. Enter thePage TitleK5automatically completes the

Menu TitleandPage URLThePage heading should contain

WebsiteTree your Search Phrase.

Open .ﬁ.III Close .ﬂ.III

..... & 3. Abbreviate youMenu Titleso that it appears othe
..... (] about Us menu in one line only.
----- ] Club News
----- ] Photo Gallery 4. Your new page will appear at the bottom of the
----- ] our Projects Websdte Tree
----- D Upcoming Events
----- (] {Contact) 5. dick on thepage and drag to an existing page to
""" (] {Catalogue) insert the new pag into the correct order on thienu. K5
""" 1 {(Charity Auction) will ask if you wish to insert the page ABOVE the menu item
""" ] Contact Form selected, or make it a CHILD of tpaige.This can also be
""" ] ':TESt:'_ _ done at a later stage if you wish to rearrange the order of
----- ] (website Instructions) pages.

Add Mew Page...

Add Mews Child Page...

Delete

Preview

Publish

Edit LIRL...
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Task 1b Add a ChildPage
[P35z Updating rotarynorthhar

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

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

Delete
Preview
Fublist

Edit URL. ..

1. Rght click anywhere on th@/ebsite Treeand click
"Add New Child Pageon the popup menu.

2. Enter thePage TitleK5automatically completes the
Menu TitleandPage URLThePage heading should contain
your Search Phrase.

3. Abbreviate youMenu Titleso that it appears othe
menu in one line only.

4. Your new page will appeat the bottom of the
Website Tree

5. Clickon the page and drag to an existing page to
insert the new page into the correct order on tMenu. K5
will ask if you wish to insert theage ABOVE the menu item
selected, or make it &HILD of that page. Click to make it a
Child Page
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Lesson Z Edit Form

YourEdit Formis where you will do most of your typing and content formatting. This screen allows you to
type inpure HTML. All HTML tags are colour coded for easy identification.

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

Pressing ENTER will automaticaikert theline break<br /> tags th&are needed for display in web
browsers. Simply press SHIFT+ENTER to entarld TML 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 Pagdy

million Rotarians bE N\to more than 30,000 Rotary Clubs. The umk in in
International/a typing, copying
and pasting.

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

2. To create

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

Easyto-useEditing toolsplace HTML Tags around selected text.

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

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

Task 3a Format the Text of your Web Page

I Jrremes

Jor

EHERDS®D BT L

otary 15 an organization of business and professional Teaders 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>

<font size="4"=0ur weekly Club Meetings: </ font=</strong=<br ;‘:-

x|
Fant Font Size [Paintz] Fant Calar
EEW ID efault IDefauIl
L
il Bl ] Seloet Ela |
Comic Sans M5 10
Courier MNew 12 Default Color |
Courier 14 hd
Georgia
Impact [~ Bald
Lucida Conzole [ Italic
Palating Linotype .
Tahoma e ™ Underline
Times Mew Roman [~ Super Script
Trebuchet :
Yerdana r Su? Sl
‘Wingdings [~ Stike Through

" 0K I X Cancel |

P PR TN P [ P P PN TP Pt W SO LN TSNP e CY o P S T F == LU I W TS e E - Pk Y 1]

! hediakhe—" 2 A0 5ol

1. To Format the text of your Web Page select the text inBd& Form click on the buttons
located in theEdit ToolsorOf A O1 2y GKS

f dzS

a!

¢

g2

ass

2. There,you can change the Font, the Font size, the Font stybmolak italic, underlined, etc. and

you can also change theont Color.
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T K5 CcMS

Lesson £ Page Setting Tabs

Page Setting Tabkallow you to set up additional settings, suchMsnu text, Search Engine Optimisation
tags toview or revert tohistorical versionsand more.

Task 4a Change Web Page Heading and URL

1. To change the

Supplermentary I Technical I History I Mawigation I Page Options I Page Headingimply

change the text in the

Page Heading:fuelcome. . main tab and save. If

Page URL:  [index the Page Headinig
long, it can be

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

=E=s==-i =Mz =3¢ T« Navigationtab in Menu

Title. Thelonger
version can go in the
Menu Hover Tifox.

2. To change th®age URIRIGHT CLI®@K the folder in theWebsite Treeand selecEditURL A

popdzLd gAff | LIJISIFNI NBO2YYSYRAYy3 GKIG @2dz R2y Qi Rz
from otherpages on the website, or it may affect Search Engine Optimisation.

Task 4b Add Web Page SEO Title, Description and Key $Vord

1. Inthe

Content(_ Supplementary Teu:hniu:all Histu:uryrl Navigatiu:unl Page Optinnsl Supplementarytab you

k have the ability to
|| Left Content | Right Content | change the Page SEO

Meta Title: I'l.l'l.l'elu:u:-me to The Rotary Club of North Harboo Meta Title which
appears in Search
Engines as the top line
that is underlined in
Google and linketb
the web page.

27 chars to go (max of 707

Meta Description: [Wwe are a vibrant, mixed gender, rmodern
Rotary Club in the heart of the Morth Shore,
Auckland

163 chars to go {max of 255)
2. You can have a

maximum of 71
charactersn the Meta
Title.

Meta Keywords: |vibrant social socialise youth

225 chars to go (max of 255)
3. TheMeta

Descriptioncan have up to 151 characters. This is what will dzestomers to your site so pay
attention to how it reads. A description should approximately 120 words summarising the
products and services that your company provides, preferiolyding some of the most
popular keywords. This information will be displayed in the Search Engine resultseBeat
phrase needs to have its own page to be effective.

4. Meta Key Wordscan only use words which actually appear in text on the page. No clapitak
andaspacé S 6SSy g2NRaAP ,  2dz YIFI& dzaS LI dzNI f & odzi R2)
commas, dashes etc. Wecommend no more than 30 words.
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Task 4¢ 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
Page Class: [ = box does not
¥ Cache this Page show, go to
Technicalbnd
make sure that

the Page Clasis
selected afage Save thisnd theContentbox will appear. Do not changg~arm ie.\€ontact
| at@aPage

Task 4l - 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. Historycaches the page every time a change is saved or published.YpouS a2 YS WYl 22 NX
mistake, go tdHistoryand click on the previous versiofithe page. This will cause the page to
revert to how it was before yoaohanged it.

2. ThePreview button allows youo preview the version to ensure you have tb@rrect version
before reverting.
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Lesson & Preview, Save and Publish Buttons

K5 allows you to save your work WITHOUT publishing to your publicly wisiidéte. You can commence
your work, save it, chedk have a cup of coffee, come back to it later the day, ontéet day, and then
publish only when it is ready. Cancel will destroy any changes since you last saved. CTRL+S is the
keyboard shortcut tcave. CTRL+SHIFT+S is the keyboard short¢uittish.

Task & - Preview, Save and Publish your Web Page

1. After working in your website

| [, Preview... | o Publish | H save | just clickSaveand click orPreviewto
make sure it is thevay you want it to be.

2. To save, simply click @aveor click onPublishto make youmwebsite live.
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Lesson @ Image and File Processing

ImageandFile processing allows you to upload, rename, move and delete photos, images and
documents used ogour website. Builin selection and editing tools rename netandard file names to
a standard filenamingconvention and prevent the possibility of any broken links.

Task @- Upload an Image to your Web Page

| !‘Kwik-nz Updati otarynorthharbour.org.nz

File Edit Pag ——s cttings  Help
Wwebsite:
WebsiteTree !Ikwik—nz File Manager - rotarynorthharbour.org.nz (Image Files)

open all| Clase all] Local  ‘Website e

-] Home Local Files: *w'ebsite Files:

-] about Us I"':*!“Z: j B images

-] Club Mews =z - bg-image.ipg

-] Photo Gallery = ook -] ba.ipg [System)]

-] Our Prajects o -] captchadimg.php

L1 Upeoming Events ratarynorthharbour org.nz -1 dlw.allgrgetlng.mg

D {Contact) £ documents D favicon.ico

-] {Catalogue) -1 a0pg

-] {Charity Auction) =[] a_02jpg

-] Contact Form -1 o 03ipg

-] (Test) [1 or_04.ipg

] (website Instructions) <[ h.gif

- D header-test |pg

1 100.qif - -] header.jpg [Systemn)
[ EBEES4.jpg -] loga_axal.gif
[ &aron—Craigjpg -] make-dreams-come-tue. git
[ bo.ai [ ph128_acrobat-getreader. gif
[ bg-image.ipg -] ph128_assored] jpg
[ Christmas cake 12 cm =q holly and E D ph128_assarted2.jpg
[ diwaligreeting.ipg [ ph128_assored3 jpg
[ favicon.ico [] ph128_assortedd.ipg
[ goldjpg -] ph128_auctionboat jpg
) hl.aif [ ph128_calendarimage.jpg
[ headerjpg -] ph128_deltacom jpg
[ headertestjpg -] ph128_elizabeth-arden.jpg
[ kauri_paa.ipg -] ph128_elizabeth-ardenZ jpg
[ Lake Side Picture.JPG -] ph128_elizabeth-arden3.jpg
[ logo_axal.gif ;I [ Ah1278 elizaheth-ardend inn

A WUpload |

Before you insert an image in yolfteb Page/ou have taupload it into the Image Files.

1. Click onimages...

2. Browse your images usihgcal Filesselect onémage by clicking on it or use SHIFT to select
more than oneémage. Click on th&lploadbutton or just double click.

The images on thkeft are the ones in youtomputerand the images on thaght are the ones in
the Image Fileseady to be used in the vixsite.

The ideal size fanimage is 250px wide by 160px high.
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T2 K5 CMS

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

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

et potarynerthharbourergnz

WebsiteTree Content | Supplementary I Technical I Histaory I Mavigation I Page Options I

ElER F\II| Close 'D'HI Fage Heading:lWeIcnme...

2 Home Page URL: Iindex

-] about Us

<[ Club News orv:pullquote =] A B 7 x* % 45 W1 H2 H3 H4 H5 HE

-] Phota Gallery

- = = — — = = i1 =3 L

2] our Projects EE=EC- = EOE M —-'-:- o= 1l e

-] Upcoring Events

D {Contact)

-] {Catalogus) .

-] {Charity Auction) Rotary is axuGouehlile X|n
ethical star ~—— __ — pe

-] Contact Form million rRotz Image: Iimagesf Browse. . | mt

-] (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="1in V‘ 0K I X Cancel | q

3. Go to the to theEdit Form place your cursor where you watatinsert the image

4. Click on thdmageicon. [ |

5. Thelmage Attributeswill pop up, click on N2 ¢ # $ind the image(You mayneed to refresh
your browser by pressing Shift +)F8elect it, click on OK or double click to insert it. ¥am
align, set a border and resize the image and then clicto@&ert it. Resizing should only be
used to reduce the size ah image, neverd enlarge it. When doing this, click to keep the
width/height ratio.

Saving a large image and resizing in the code may resulbimgar download time for the page.
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Before you insert a file in your Web Pagri have taupload it into the Resource Files.
1. Click orResources...
2. Browse your files usinigocal Filesselect one file bglicking on it or use SHIFT to select more
than one file. Clickn the Uploadbutton or just double click. The files on thedt are the ones in
your computerand the files on theight are the ones in th&esource Files

3. Go to theEditing Toolsand click on thédyperlinkicon. % I

4. In theHyperlink Propertiesselect where td.ink To:

i.e. A resource fileradio button
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