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Overview

Welcome to the Tedac Construction Web Site Guide. This guide will help you maintain the site,
including: Editing Pages, Adding, Editing, and Deleting Photos, and Editing Showcases and Galleries.

About the Site

The Web site is located at www.tedacconstruction.com. It is a Word Press site, deploying the Word
Press service as a Content Management System. The Word Press Server and the site is hosted by
Network Solutions. The site was designed and constructed by Tedac Digital. 
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Administration of the Site

Administration of the Tedac Construction site is performed by accessing the Word Press Back End at:
www.tedacconstruction.com/wp-login.php
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Photos Overview

Pictures on the Tedac Construction site are arranged into three different structures. They are: 

1. Showcases. Small collections of photos (~30) focusing on specific specialties in the company's
offerings
2. Galleries. Large collections of photos representing the same specialties -- used to display the
breadth of the company's work
3. Portfolio. The web site's "Portfolio" is a collection of Showcases.

Showcases

Showcases display the "best" of Tedac's offerings in Additions & Renovations, Kitchens, Bathrooms,
Interiors, and Outdoor Living. It is suggested that you only add pictures that will "wow" a potential client
or that displays a certain special ability of the compnay. 
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Guiding Principles:

1. Try to limit the size of the Showcases to 30 or so pictures. Less is More on the Web.
2. If you add a picture, consider removing one at the same time.
3. Don't be shy about adding pictures to the Gallery of the same name. That's what Galleries are for.

Portfolio

The Site Portfolio is a Collection of Showcases. It is always available via:

1. The left hand "Sidebar"
2. As a Page in the main menu.
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If the company decides to add another area of specialty, say, "Green" or "Commercial" projects, create
a Showcase in the Word Press back end and add that Showcase to the Portfolio. See section "Editing
Portfolio" for more info.

Galleries

Galleries are large collections of photos displaying the company's projects in the same areas of
specialty as the Showcase collections. Notice the significantly increased number of pages of photos to
be found in a Gallery.
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Logging into the Word Press Back End

Describes how to get into the Web site back end to make changes.

Logging In

1. Make sure you are at www.tedacconstruction.com/wp-login.php
2. Type in your username. Accounts "rick" and "lisa" have been set up in advance.
3. Type in your password. This has been sent to you by e-mail.
4. Check the "remember me" box if you'd like the browser to pre-fill your credentials in the future (note:
this doesn't always work)
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Managing Pages and Photo
Collections (Tedac Showcases

and Galleries)
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Editing Pages

This section describes how to make changes to the text in the site.

Log into Word Press Admin Page

Log into www.tedacconstruction.com/wp-login. See section "Logging into the Word Press Back End" for
more info.
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Click on the "Pages" link in the left hand navigation area
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Page Listing

A listing of Pages in the site will be displayed. All Pages are displayed in this list, even if they have
been disbled from displaying on the live site. Click on the Page you wish to edit.
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Edit Page Screen

This is where you will make your edits. 

1. Be sure that the "Visual" Edit mode is selected.
2. Type your changes into this area.
3. Save your changes by hitting the "Update" button.
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Editing Tedac Showcases and Tedac Galleries (Photo Collections)

This section describes how to make changes to the individual Showcases (Kitchens Showcase,
Bathrooms Showcase, etc) of Photos in the web site.

Log into Word Press Admin Page

Log into www.tedacconstruction.com/wp-login. See section "Logging into the Word Press Back End" for
more info.
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Click on the "Gallery" link in the left hand navigation area

Managing the Tedac Construction Web Site - 16



Understanding the NEXTGEN Gallery Overview Page (Important)

NextGEN is a "plug-in" program that works with the Word Press Back End to efficiently manage
collections of photos. 

IMPORTANT : In NextGEN, *every* collection of photos is referred to as a Gallery. This means that
when you are managing photos on the Tedac Construction Web site, that Tedac Showcases AND
Tedac Galleries are stored as different types of "NextGen Galleries".  When referring to a NextGEN 
Gallery, this manual will italicize the word "Gallery" to distinguish it from a Tedac Gallery.

In NextGEN, a collection of Galleries is called an "Album". This means that the Tedac Portfolio (which
is a collection of Showcase Galleries) is a NextGEN Album.
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Click to Manage NextGEN Gallery

Click on "Manage Gallery" in the Gallery menu to access Tedac Showcases and Tedac Galleries.
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Understanding the NextGEN Gallery Overview Page

After clicking the number next to the word Galleries on the Overview Page, you will see a listing of 
NextGEN Galleries.

In this list, you will see two types of NextGEN Galleries:

1. Tedac Showcases
2. Tedac Galleries.

Click on a Tedac Showcase or a Tedac Gallery to load it up for editing.
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NextGEN Gallery Management Page

Use this page to manage information that pertains to all of the photos in the Showcase or Gallery,
including:

1. Title. This is the label that appears underneath the "thumbnail" or Preview image in NextGEN
Albums. Since the Tedac Portfolio is a NextGEN Album, this is how you change the label of the
"categories" that appear in the Portfolio Sidebar and Portfolio Page.
2. Description. This label will appear in some places when someone mouses over a Portfolio
thumbnail. It is mostly used for administrative purposes to identify the collection of photos.
3. Preview Image. To change the image that represents a Tedac Showcase or Tedac Gallery, use this
pulldown to select a photo found in the collection.
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4. Photo Editing Features. Refer to the chapter "Editing Photos" for information on these features. 
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Managing Photos
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Adding Photos

This section describes how to add photos to a Tedac Showcase or Tedac Gallery.

Log into Word Press Admin Page

Log into www.tedacconstruction.com/wp-login. See section "Logging into the Word Press Back End" for
more info.
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Click on the "Gallery" link in the left hand navigation area
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Click to Add Gallery / Images
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Add New Gallery / Images Screen

Click the "Upload Images" tab

Upload Images

Click on the "Browse..." button
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Browse Your Computer for Photos

1. Browse your computer for photos you wish to add to a Tedac Showcase or Tedac Gallery. You can
select one or more photos from a single folder.
2. Confirm your selection of files to upload.
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Images ready for Upload

1. The files you selected should now appear in a queue ready for upload
2. IMPORTANT: Choose the NextGEN Gallery (your Tedac Showcase or Tedac Gallery) to upload the
photos to

Managing the Tedac Construction Web Site - 28



Choose Gallery to add photos to and Save

After choosing the destination Showcase or Gallery, click "Upload Images" to add photos. 
See "Editing Tedac Showcases and Tedac Galleries" and any part of the "Editing Photos" chapter to
manage your added photos.
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Editing Photo Labeling

Describes how to change the labeling of displayed photos and info displayed during mouseovers.

Navigate to Showcase or Gallery containing the photo

Refer to "Editing Tedac Showcases and Tedac Galleries" for help navigating to your photo.

Scroll down/Page to the photo you wish to manage.
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Make Your Changes

1. Alt and Title Text. Changing this field will change the name that identifies the picture when a user
mouses over the thumbnail or displays the picture. (It is initially set to the file name of the picture during
import)
2. Photo Description. This label will appear in some places when someone mouses over a Tedac
Showcase or Tedac Gallery thumbnail.
3. Tags. Type phrases like "TIle", "Faucet", "Granite", Electrical", "Lighting" etc to support future
displays of photos across all Showcases and Galleries. For example, someone might search for "Brick"
and see photos of Brick Fireplaces, Brick Facades, Brick Foundations, etc... (Not currently implemented)
4. Exclude. Check this box to temporarily prevent a photo from displaying (in the current Showcase or
Gallery). 

Save Your Changes

Blue "Save Changes" buttons are located at the top and bottom of the listing of Photos.
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Editing Photo Thumbnails

Describes how to change the area displayed on the thumbnail of any given photo

Navigate to Showcase or Gallery containing the photo

Refer to "Editing Tedac Showcases and Tedac Galleries" for help navigating to your photo.

Scroll down/Page to the photo you wish to manage.
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Mouse over the photo to reveal photo menu

Click on Edit Thumb

Photo will be displayed in a pop up.

Select the thumbnail display area

1. Drag the cursor over the area to highlight in the thumbnail
2. Click Update to change the thumbnail.
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Save Your Changes

Blue "Save Changes" buttons are located at the top and bottom of the listing of Photos.
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Rotating Photos

Describes how to change the orientation (portrait or landscape) of any given photo

Navigate to Showcase or Gallery containing the photo

Refer to "Editing Tedac Showcases and Tedac Galleries" for help navigating to your photo.

Scroll down/Page to the photo you wish to manage.
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Mouse over the photo to reveal photo menu

Click on Rotate

Photo will be displayed in a pop up.

Select the thumbnail display area

1. Select type of rotation to perform
2. Click Update to change the photo.
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Save Your Changes

Blue "Save Changes" buttons are located at the top and bottom of the listing of Photos.
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Deleting Photos

Describes how to delete a photo

Navigate to Showcase or Gallery containing the photo

Refer to "Editing Tedac Showcases and Tedac Galleries" for help navigating to your photo.

Scroll down/Page to the photo you wish to manage.
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Mouse over the photo to reveal photo menu

Click on Delete

You will be prompted to confirm the deletion. Cancel if you do not want to delete the photo.
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Sorting Photos

Describes how to change the labeling of displayed photos and info displayed during mouseovers.

Navigate to Showcase or Gallery containing the photos to sort

Refer to "Editing Tedac Showcases and Tedac Galleries" for help navigating to your photo.

Scroll down/Page to the photo you wish to manage.

Managing the Tedac Construction Web Site - 40



Activate Sort Mode

Click the Sort Gallery found above the listing of photos.

Sort Gallery Page

Photos in your Showcase or Gallery are displayed in their current order. The order may be changed in
one of two ways:
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1. Sort by date, filename, or title text by clicking on the menu above the pictures
2. Drag a picture to any position you want

Save Your Changes

1. Save your changes by clicking the "Update Sort Order" button
2. Return to your Showcase or Gallery by clicking the "Back to Gallery" button
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Advanced
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About the Pages that display Showcases and Galleries

This section describes how Showcases and Galleries are displayed in the web site.

Location of Showcase and Gallery Pages

Showcases and Galleries are collections of Photos. In order to be viewed in the Tedac Site, a series of
containing Pages have been set up which consist of a short description and code that calls the 
NextGEN Galleries by their sequential IDs. These Pages are configured as sub pages of the Portfolio
Page.

CAUTION: It is not advised to edit these files.
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Albums

This section describes the two NextGEN Albums and how they are used. NextGEN Albums are
collections of NextGEN Galleries.

Albums Listing

There are two NextGEN Albums in the Tedac Construction Web site: The Portfolio Album, which is a
collection of Tedac Showcases, and the Gallery Album, which is a collection of Tedac Galleries. The
Portfolio Album is used to drive the display of the "Our Portfolio" Sidebar, which is present on every
page. It also drives the display of the "Portfolio" page from the main menu.
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If you must need to change the order of, or change the constitution of the albums on the sidebar, use
this screen for management of those tasks.

CAUTION: It is advised that you do not alter these Albums.
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Sidebars

This section describes how the Site sidebars operate.

The Sidebars are driven by custom code and can not be changed via the Word Press Backend.
However, the constitution of the Showcases appearing in the left sidebar can be changed by
manipulating the Portfolio Album that drives it. However, this is not advised.
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The Home Page Flash Movie

About the Flash Animation on the Home Page

About the Flash Movie

The opening animation is performed by a Flash Movie. The images inside are hard coded and must be
changed by a designer/developer familiar with Flash and the workings of the Word Press Service.
Contact Tedac Digital for help.

NOTE: As an Adobe Flash animation, this movie will not play on any Apple iOS devices, such as the
iPhone or iPad. An alternative can be programmed to display substitute content for those device.
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