Contribute Help Sheet

Create a Connection

1. After successfully mapping your web drive, open Contribute.

2. Type www.juniata.edu into the address bar at the top and click "Go."
3. Browse to your web site.

4. Click "Create Connection."
5. Click "Next" twice.

6. From the dropdown box, select "Local/Network."
7. Click "Choose" and a new box will pop up.  From this dropdown, select your web drive.

8. Click "Select" then "Next."

9. Type in your name and full email address.  Click "Next."
10. Select "Publisher" and hit "Next" and then "Finish."
Re-creating a Connection

This is often useful if you're having trouble with your connection.

1. From the "Edit" menu, select "My Connections."

2. Click on your connection and then click "Remove."

3. Follow the steps for creating a connection above.

Create a Link

1. Type the text for the link or highlight existing text on your page.

2. Click "Link" at the top of Contribute.  If you want to link to another page, select "Browse to Web page," or if you want to link to a file (e.g. pdf, Word document), select "File on My Computer."

3. Type in the url of the web page you want to link to or click "Browse" to find it.

4. If you're linking to a file, click "Browse" and select the file.

5. Click "OK" to finish.

Modify an Existing Link

1. Right-click on the link and select "Link Properties."
2. Proceed with step 3 of Create a Link.

Create a New Page

1. Click "New Page."

2. Select "Copy of Current Page" and type in the title of the page.

3. Click "OK" to create the page.

4. Delete the text from the newly created page to start fresh.

Note: When saving, always use lowercase and omit any spaces from the filename.  Use .html for the file extension.

Formatting Text

Headings: When splitting up a page into sections, use headings.  Highlight the text you want to be the heading title and select "Heading 3," "Heading 4," or "Heading 5" from the box that says "Normal."  Heading 3 is the top level heading.

Lists: To create a list, click the bulleted list button at the top of Contribute.  The icon looks the same in Word.

Insert an Anchor

1. Put your cursor where you want the page to jump to.  From the "Insert" menu select "Section Anchor."

2. Type in a one-word, lowercase name that makes sense.  Click "OK."
3. Create a link as described above and at the end of the link type your anchor preceded by a #.  For example: http://www.juniata.edu/index.html#myanchor

Add an Image

1. Click the "Image" button at the top of Contribute and select "From My Computer."
2. Choose your image and click "OK" to add the image.

3. Right-click the image and select "Image Properties" to change the image.
