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Instructions on managing your new 
acorn website. 

Your Acorn website comprises two parts:

The public website that everyone sees, and the administration area which is for you alone.
The administration area is the password protected area that allows you to manage all aspects 
of your website content.
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1. Logging in to your website
Your website can be found at: http://www.yourwebsite.com.au/admin/

	 username: 	 yourusername
	 password: 	 yourpassword
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2. Viewing your website pages

Simply click on the Pages option from the Content menu and you will be able to view
every page in your website. From here you can add and delete, edit and even 
re-arrange your entire websites’ page structure.
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3. Publishing a news article

Clicking on the News option in the Content menu will allow you to publish your own 
news articles and news categories.
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4. Managing the catalog feature

Simply click on the Catalog option from the Extensions menu. To manage your 
Catalog’s fields choose the ‘Manage user-defined Attributes.’ From here, simply name 
the fields you require in your catalog and they will be added to the Add/Edit Pages 
screen for each Catalog Item you add.
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5. Uploading images to your site

Through the Content menu click on Image Manager. This allows you to browse your
computer and upload images onto your webserver to be displayed in your website.
Create folders to keep your images organised.
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6. Using the photo album

Clicking on the Photo Album option in the Content menu will allow you to add and
manage Galleries. To use the gallery in your page Select Photo Album from the Content
Type option in the Add/Edit pages screen.
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6. Using the photo album continued...
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7. Using the calendar

The calendar module allows you to keep events organised and displayed on the exact
date and category desired. It is found in the Content menu system.
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8. Using the text editor

The text editor is similar to your standard text editor’s like Microsoft Word. Simply type 
in your Content and format it to look the way you want it to.

If you plan to use Word to create your content before publishing it on your website we 
strongly recommend that you use the same rules and tools in Word that you use in the 
web editor. 

Namely if you create a Word document only using the bold, italic, numbered and 
ordered list buttons, and only style the text using the format dropdown you will be 
surprised how easily the content can cut and paste directly into your website.

If you are using the current verion of MS Word (MS Word 2007) to paste in your content 
directly into the text editor please make sure to click the “paste as plain text” icon  
before pasting your content. 

This is because the current edition of MS word also pastes in it’s own code that cannot 
be correctly read by web browsers and results in gibberish being output onto your 
website.
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9. Changing usernames and passwords

In order to customise your login details you need to go through the following steps. 
Choose a new username. Choos a new password. Click submit to save your changes.

2.Click on the username that 
you would like to customise.

1.Go to”Users and Groups” in 
the navigation bar and click 
on “Users”.

5. Click submit to save your 
changes..

4. Choose a new password.

3. Choose a new username.


