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Naming Files in Public Platform 
   
When naming pages in Public Platform or preparing media files to upload into the Public Platform media manager (or 
JukeBox), we recommend that you follow these rules:  
   

 Please only use alphanumeric characters  

 No spaces, punctuation, or other special characters (@, &, #, *, etc) 

 Lowercase only 

 No spaces (yes, we listed that twice) 
 
Before you upload images and files into the Media Library in Public Platform®, check to make sure your files and 
images are always named with simple, lowercase letters. The Platform admin tools do not allow filenames that 
include punctuation such as apostrophes or commas, special characters (@, &, #, *, etc), or spaces. Uploading files 
containing these characters may break your account or cause other issues.  
   
Make filenames lowercase: In addition, when creating new pages for your site, always provide page filenames in all 
lowercase letters. For example:  
 

CORRECT:  

 aboutus.mp3  

 my-story-04-2007.wmv 

 24_7_Library 
 

INCORRECT 

 About Us.mp3 

 That's My File.wma 

 24-7 Library 
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Web Manager 
 
Using the Automatically-Generated Site Navigation Bar 
 

Automatically Generated 
Horizontal Navigation 

 

Automatically Generated 
Vertical Navigation 

 

Automatically Generated 
Horizontal Navigation With 
Secondary navigation:  
About Us, etc.) 

 

When using the automatically-generated navigation bar feature of Public Platform, you can automatically create a 
site-wide navigation. This navigation appears on each page of your site. When you update it, it automatically updates 
across your site: 
 

 You have the option of selecting a vertical or horizontal navigation bar. This is incorporated into your 
header/masthead. Choose the Dynamically Built Horizontal Nav Header element for horizontal 
navigation, and the Vertical Header for vertical navigation. If you don't want to use the auto-generated 
navigation, create a new header.  

o Horizontal: http://www.wrkf.org/ 
o Vertical: http://www.wvru.org 
 

To Edit  your Navigation Bar: 

 Go into your Web Manager and make sure the òNav?ó box is checked for the page(s) you wish to add to 
the navigation. If not, Click  Edit and change the first option to yes.    

 In the Web Manager, Click  the UP/DOWN arrows in the center column until the pages are listed in the 
order in which you would like the navigational elements to appear.  

http://www.wrkf.org/
http://www.wvru.org/
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 Once youôve finished reordering your pages, Click the Commit Page Moves button in the Web Manager. 
Click Yes to confirm.  

 To remove a page from the navigation, Click Edit. Then, at the top of the edit page screen Choose  No. 
To remove a page from secondary navigation, Click  Edit. 

 Republish your site.  
 
Creating Secondary Navigation 
 
When using the automatically-generated navigation bar feature of Public Platform, you can also create a secondary 
level of navigation. Secondary navigation links will appear below the primary navigation on the Main ôParentõ Page 
and on all the secondary pages.  
 
To Create a Secondary Level of Navigation Links: 

 Go into your Web Manager and make sure that the òNav?ó box is checked for the page(s) you wish to 
add to the secondary navigation. If not, Click Edit and Change the first option to Yes.    

 In the Web Manager, Click  the UP/DOWN arrows in the center column until the secondary page is listed 
directly below the óparentô page, the one that displays the secondary navigation.    

 Click the RIGHT arrow to indent the page and place the page in secondary navigation (it indents as the 
Web Manager tools refresh).  

 To remove a page from secondary navigation, Click the LEFT arrow.    

 Once youôve finished reordering your pages, Click  the Commit Page Moves button in the Web Manager. 
Click Yes when asked to confirm.  

 Republish your site.  
   

To see examples of the secondary navigation in use, visit these pages:  
WRKF:  http://www.wrkf.org/inside.html  
KMUW:  http://www.kmuw.org/aboutus.html 
 

 

http://www.wrkf.org/inside.html
http://www.kmuw.org/aboutus.html
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Required Platform Pages 
 
When building your Platform site and to have the Search element work properly, you must create a search results 
page and a 404 error page.  
 
To Create a Search Results Page or a 404 Error Page: 
 

 Log in and go into your Web Manager 

 Click Add Page 

 Select either the Search Results or 404 error pre-coded page 

 Add your header and any additional elements to the page 

 Click  the Publish button to make the page live.  
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Working With Elements  
 
Using The WYSIWIG Elements Editor  

 WYSIWIG: What you see is what you get 

 Not sure which buttons do what? Mouse over the button, and a label appears or Click on the Help Button.  

 Show Raw HTML: If you are familiar with HTML, just Click the Show HTML button in the bottom-right 
of the tool bar to reveal the HTML code.   If you are pasting in a script, like automated feed from Public 
Events, be sure to click into this mode first.  

 Want to use your favorite HTML editor? As long as it's not Front Page, go right ahead. Create HTML 
using your favorite editor, then copy the code and paste it in to your element using Raw HTML mode.  

 Help: Click on the Help Button,   

 NOTE: Works best using FireFox. There can be conflicts with certain versions of IE and Safari, and scripts, 
such as the weather feed. 

 
 
Adding Font Tags to Your Element 

We'll set your base font and font sizes through your master style sheet, so you do not need to re-code the font 
and size and styles into the elements themselves. Only add font formatting that is different than your normal. 
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Making Hyper Links and Anchor Links 

  Click the link button, and the window below pop ups.  

 To link to a page of your Platform site or file in your media manager: Click the Pages or 
appropriate folder in the top left column and then Choose  the page in the middle column.  NOTE: 
when linking to other pages of your Platform site ALWAYS use relative links. Don't know what this 
means? Ask us and see below!   

 To link to outside web sites: Enter the full URL in the Address field in the bottom half of the screen, 
starting with http://  

 To open the link in a new browser window: In the Target field, Select  New Window (_blank) 

 Creating Anchor Links: Sometimes, when you have a lot of content on a page, you want to make it 
easy for users to ñjumpò down to a specific place on the page from a link near the top. Here's how: 

 Create the Anchor: This is content youôll jump TO. 
o Open the element that includes the content you wish to jump TO. 
o With your mouse, either place your cursor or Highlight the text you want to jump TO and Click 

the anchor button in the Tool Bar. The anchor window appears.  
o Enter a name for your anchor and Click OK. 

 Create the link to the Anchor: 

 Go to the top of the element/other element and Highlight the text you want to jump FROM.  

 Click the Insert Link button in the Tool Bar and for the address, Type # and the name of your 
anchor (no space between) EXAMPLE: #anchorname. 
NOTE: If you'd like to link to an anchor on another page, include the page name as well. 
EXAMPLE:  page.html#anchorname (Repeat for all your anchors and save the element). 

    

 
 
 
 
 


