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How to log in to the content management system (CMS)

e (o to this address:
http://publicservice.vermont.

gov/user/login

e Enter your username and
password

e Click “Log in”
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Enter your Department of Public Service username.

Password *
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Enter the password that accompanies your username.
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e |f you forget your password,
click on the “Request New
Password” link

e Follow the prompts from
there
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How to add a page

e Choose “Add content”

? Semtant  Structure  People  Configuration

Add content  ind content

VERMONT OFFICIAL STATE WEBSITE

STATE OF VERMONT

Department of Public Service

e Choose “Basic page”

# Content Structure People Configuration

Add content | Find content

Home

Add content

Article
Use articles for time-sensitive content like news, press releases or blog posts.

Basic page
Es for your static content, such as an 'About us' page.

Use basic nas

Button
Link 1o a URL that displays as a button instead of a regular link.




e Enter title and body content

Home » Add content

Create Basic page

Title *
Residential Building Energy Standards

A |

[ Source [iﬁ-. Q by = IL./|B I U S x x A
- £y @ M@ = stles -

he Vermont Residential Building Energy Standard [RBES) - 30 WV.5.A. § 51 affects all new homes built after July 1, 1998.

Mew RBES revisions took effect in 2015 and apply to construction commenced on and after the effective date. RBES applies to

all new residential construction, including additions, alterations, renovations, and repairs. The effective dates are as follows:

+ Residential Building Energy Standard Base - March 1, 2015
+ Residential Building Energy Standard Stretch [applies to all Act 250 projects) - December 1, 2015

Scroll to the options at the bottom of this view
Check “provide a menu link”

Enter title that should appear in menu
Choose menu parent item

Menu settings ] i !
Residential Building Energy Standards FrOvICR B manu Jink
URL path settings

Automatic alias

Residential Building Energy Standards

Revision information
MNew revision Description

Authoring information P
By irkeepin@gmail.com

Shown when hovering over the menu link.

Publishing options
Mot published

Parent item

-- Efficiency




e Click on the “URL path settings” tab
e Uncheck “Generate automatic URL alias”

e Enter the URL alias as follows:
o While keeping the window you are working on open, open a new browser window and go to the
parent page of the one you’re creating. (For example: the parent page for “Transportation Goal
1” is “Transportation & Land Use” and the URL for the Transportation & Land Use page is
http://publicservice.vermont.gov/energy_efficiency/transportation_landuse).

o Copy only the portion of the URL after “http://publicservice.vermont.gov/” (For example,
“energy_efficiency/transportation_landuse”).

o Paste that portion of the URL in the “URL alias” field (See Exhibit 9). Insert a forward slash at
the end (for example, “energy_efficiency/transportation_landuse/”).

o Choose a short, descriptive word or phrase that best reflects your new page. Type it onto the
end of the URL you are creating (for example,
“energy_efficiency/transportation_landuse/transportation_goal1”). Use only lowercase letters
and separate words with an underscore.

Note: As of September 2016, it appears some users do not have sufficient access permissions to
carry out this step. Hopefully this situation will be remedied soon, but, in the meantime, it is okay to
skip this step if you cannot see the “URL path settings” tab.

Menu settmgs.
Mg Friergy Standards

| Generate automatic URL alias

o alias below.

arheck this to create

URL path settings
Alias: energy_efficiency/rbes

energy_efficiency/rbes|

¥ g ative URL by which this content can be
accessed For example ype "about” when writing an about page.

= : Use a relative path and don't add a trailing slash or the URL alias
Authoring information won't work.

By irkeepini@gmail.com

MNew revision

Publishing options
Mot published

Save Preview



http://publicservice.vermont.gov/energy_efficiency/transportation_landuse

e Click on “Publishing options”

e Check “Published” if you're ready for this page to be live. Leave it unchecked if you want to leave it
unpublished for now.

e C(lick “Save”

Menu settings

Residential Building Energy Standards PRiaiisied

| Promoted to front page
URL path settings Hag

Alias: energy_efficiency/rbes — Sticky at top of lists

Revision information
New revision

Authoring information
By irkeepin@gmail.com

ublishing options
Published

Preview




How to add an article (announcement or RFP)

e Choose “Add content”

W Zomtent  Structure People Configuration

Add content  ‘ind content

VERMONT OFFICIAL STATE WEBSITE

STATE OF VERMONT

Department of Public Service

e Choose “Article”

# Content Structure People Configuration Help

Add content | Find contént

Home

Add content

g5 for time-sensitive content like news, press releases or blog posts.

Basic page
Use basic pages for your static content, such as an "About us' page.

Button
Link to a URL that displays as a button instead of a regular link.

Document
Documents available for download (PDF, Word, Excel, ...}




Enter title, summary, and body content

Note: the title and summary will display on the page that lists all announcements or RFP’s. The title

and body will display on the main page for this article. The summary does not display on the main
page for this article.

Title *

Cable Television and Telecommunications Expert Services

Summary

Vermont Public Service Department Request for Proposals for Cable Television and Telecommunications

Text format | Filtered HTML 2 More information about text formats

Web page addresses and e-mail addresses turn into links automatically.

Allowed HTML tags: <hr> <span> <a> <em> <strong> <cite> <blockguote> <code> <ul> <ol>
<liz «<dl> <dt> <dd><img><p><hZ><h3><hd> <h5> <h6> <div>

+ Lines and paragraphs break automatically.

D @« » QBB LB T US|x x
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Vermont Department of Public Service REP for Cable TV and Telecommunications Expert

The Vermont Department of Public Service, which represents the public interest and Vermont ratepayers
inutility cases before the Vermont Public Service Board (Board), federal regulatory agencies, and state and
federal courts, is seeking proposals from qualified entities for telecommunications expert services related
to a petition from Comcast for renewal of its Certificate of Public Good ({CPG) to operate a cable television

system in Vermont. The Board is the cable franchising authority for the entire State of Vermont, and under

Wermont law, cable operators are required to renew their CPGs every eleven years. The Board has opened

e Select the category you’'d like to assign this article.
e Currently, available categories are “Announcements” and “Requests for Proposals”

Category *
& Requests for Proposals H }




e Check “Published” if you're ready for this article to be live. Leave it unchecked if you want to leave it
unpublished for now.
e Click “Save”

URL path settings
Automatic alias

Published

~| Promoted to front page

Revision information
i el ~| Sticky at top of lists
Authoring information

By irkeepin@gmail.com on 2015
00:42:47 -0500

1-08

Publishing options
Published

Preview Delete




How to add a file to the server

e Click on your account name
in the upper right

Hello irkeepin@gmail.com  Lod"sut

7~ VERMONT

SEARCH

CDNTA(# hd

LOG OUT

e Click on the “File Browser’
tab YIEVW cowe

FILE BROWSER

IRKEEPIN@GMAIL.COM

History
Member for

7 months 3 weeks

e Open the “Documents”
folder

VIEW EDIT SOCIAL PROFILES CONTACT FILE BROWSER

RKEEPIN@GMAIL.COM

Upload 3 Delete [~¥ Directory [2]

@ Navigation File name Size Width Height Date

D2is
Chstyles
[Ehtwitter_block




All files should be stored in
a subfolder of the
“Documents” folder.

VIE EDIT

SOCIAL PROFILES

CONTACT

FILE BROWSER

IRKEEPIN@GMAIL.COM

4 Upload % Delete | Directory (7]
NaVIgate tO the SUbe|de|" @ Navigation ‘ File name| Size Width Height Date
. . H {ydocuments logo.png 9.59 KB 427 154 10 Apr 2015
that is most approprlate to E_E:hwt-us Public Guide 248a.pdf 47.32 KB 0o 29 Nov 2015
the topic of your f||e S cable Subsidized Housing - tax year 2015(1).  113.5 KB 0o 24 Mar 2015
[ Connectivity
. ) Dig_safe
If you don’t see the full list Eockets Projects
. [CElectric
of folders click on whatever EErergy. Efciency
folder is listed at the top of = et
. . h[nfLConsumers
your view. This can refresh i S—
. . [ [FiNaturalGas Propane &
the list and display more
folders.
If you can't find an VIE EDIT SOCIAL PROFILES CONTACT FILE BROWSER
appropriate folder, please
create a new folder in the oM
parent folder that seems
most appropriate. & Upload % Delet
To do this, first click the @ Navigation ] *x
; . =Y
Directory tab & B3 Cable [#revove | |
Then enter a name for your = (3 Connectivit TETEr 1S
folder and click “Add”. Wl rensidbeingh - =
it all else fails. there is a v AESC Repart - \ 3.4 MB 00 18 Dec 2015
. s Ild, ¢ ' | C)Dockets_proje Al Fuels Study 1.3 MB 0o 18 Dee 2015
genera olaer tor genera [CdElectric : Appendix B - W 765.5 KB o0 18 Dec 2015
use. . _ = JEBWV—EF““ Appendix C - Ar  664.43 KB 00 18 Dee 2015
Accreditatic
Please avmd_placmg & Actzsi ‘ Appendix C- W 110.5 KB 00 18 Dee 2015
documents directly in the : : -
. . CIeEDWG Appendix C Arme 227 KB a0 18 Dec 2015
Documents folder. This will b : :
. K [ChCBES Appendix D - Ar 338.77 KB 00 18 Dec 2015
work, but it will become & 3 Code_Com - rre——
= ! foa o iy ec 5
messy and hard tO manage F FEVT Perfor 22 files using 17.17 Msof???r\da
over time.
Once you have navigatedto | |RKEEPIN@GM
the appropriate folder, click
the “Up|oad” button 3 Upload § 3 Delete |24 Directory
X Size Width Height Date
Click “Choose File” and
. Choose File Mo file chosen 76 KB 00 18 Dec 2015
follow the dialogue to select T " e
- e . ec 2
the file on your computer
. 77 KB 00 18 Dec 2015
you wish to upload L e
i._jﬁ\ - PSD Stationary. B4.47 KB oo 30 Dec 2015
[+ I nnouncemen .
. * Revisi AE! 135.61 KB 00 18 Dec 2015
Click the upload button O D Cable . s
| Connectivity VT 2014 Natura 1.02 MB a0 18 Dec 2015
@Di‘i—safe VT 2014 Unregt 1.07 MB oo 18 Dec 2015
g;‘}ctés‘mle VT Final Repart:  2.52 MB 00 18 Dec 2015
+] I ectric
) Energy_Effic VT Final Report-  769.21 KB 00 18 Dec 2015
A D)6Is 22 files using 17.17 MB of 750 MB
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Looking for a file from the pre-2016 server?

All files from the pre-2016 server are in the master “Documents” folder. Most of them are in the same subfolder
that they were in pre-2016. The only files are in a different place were moved according to these rules:

e All files that were directly in the top-level folder (ie, not in a subfolder) are now in the “general” subfolder
e All subfolders that were under “topics” are now under “Documents”.

All files that were directly in the “topics” folder (ie, not in a subfolder of “topics”) are now in the “general’
subfolder.

11



How to insert a link to a file

First be sure that the file you want to link to is already uploaded to the server (see “How to add a file” for help
with this.)

e Highlight the text that you want Body
to |Irlk to the flle” (avoid using the Bsowe|[X D @l[« » Qb3 B L|[B 7 U S x x 52|
text “click here.” Instead, -
provide a description of the = =N ) (@ )___"_"_ d =] Noma -
|tem, for”example, press The 2016 Comprehensive Energy Plan is now available. Here is t
release.”)
e Click the link button in the
text-editor toolbar
e In the “Link” popup window that
appears, choose “Browse Link b4
Server”
Link Info || Target | Advanced
Link Type
URL -
Fraotocaol URL
htp:t 4 ||
Browse Server
F
e Navigate the folder structure to | | usias % peiste |2 oreconT eert 1) )
flnd the flle you Want- - Nn\:igation - File na_mc; ) o Size Width Height Date
° CI|Ck on the f||e name in the I|St [E)NaturalGas_Propane EE for CEP stakeholder meeting June 24 FIN, 1.85 MB oo 18 Dec 2015
Th I k uI rt fl »” B ﬁflf’“bﬁfp‘ansfﬂeDORS Energy Efficiency Stakeholder Meeting_DiscL ~ 286.75 KB 00 1B Dec 2015
b en C IC On nSe I e g:ljn::;:e‘::;:t Energy Supply for CEP stakeholder meeting 1.48 MB oo 18 Dec 2015
= Hist(:ric_R;ports Energy Supply Public Question Sheet.pdf 291.13 KB oo 18 Dec 2015
BLeT : Executive summary for web.pdf 422,97 KB 00 25 Jan 2016
Quifeline Final_CEP Media Release 011216.pdf 76 KB 0o 25 Jan 2016
=] @Slale_l‘lans =
= ibCump_Energy’_P\E Grid and Utility Stakeholder Meeting_Discus: 276.69 KB oo 1B Dec 2015
'..3 1998 Grid for CEP stakeholder meeting June 24 FI 1.36 MB 00 1B Dec 2015
Land Use + Trans CEP.pdf 3.23 M8 00 18 Dec 2015
PSD CEP intro v4.pdf 660.96 KB 0o 18 Dec 2015
34 files using 31.15 MB of 750 MB. s e En B St
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The URL field in the “Link”
popup should now be filled in
with the link to your selected file
If all looks good, click “OK” to
create the link.

Link A
Link Info | Target || Advanced

Link Type
URL =

Protocol UR
=gother= § | CEP%20Media%20Release®20011216.pa

Browse Server ‘

13




How to single-space text

e Normally, the styling Body
f)ftlhewebsne B Sain sl Qtby = I
indicates a space : =
between paragraphs. B I US x x
= 9| & ™| = | Normal
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempaor
incididunt ut labore et dolere magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullameo laboris nisi ut aliquip ex ea commodo consequat.
Lorem ipsurn dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolere magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullameo laboris nisi ut aliquip ex ea commodo consequat.
body p span
e Every time you press Body
return” in the text B Source [ il Q by =

editor, it thinks you
are starting a new
paragraph.

B I US| x x I3

1
2

4 99 || = = | B

Mormal -

Technically this is a "paragraph.!

And technically this is another one.

bedy p

14




e Sometimes, though, Body
you may not want B Saurce = P Qty = I
this space to appear - =
between lines. A B I UGS x x* X
common case might = = = 99| e m =] voma -
be an address. : : :
Mermont Department of Public Service
112 State Street Third Floor
Montpelier, VT 05620-2607
body p
e In this case, you can Body
press shlftjretu.rn I8} Source @[ - Qty = L
instead. This will s :
start a new line B I US| x x
without starting a gk E | = M= =] Nomal -

new paragraph.

Vermont Department of Public Service
112 State Street Third Floar
Maontpelier, VT 05620-2601

body p

15




If you’re curious
about the code, the
difference here is
between <p> tags,
which indicate a new
paragraph, and
<br> tags, which
indicate only a line
break.

Body

[ Source |

jia
|+l

<p>Vermont Department of Public Service</p>

<p>112 State Street Third Fl

oor</pe

<p>Montpelier,

05620-2601</p>

o Ee O

Body

[#) Source

i
|l

<p>Vermont Department of Public Service<br />

112 State Street

Montpelier, VT 05620=2601</p>

16



How to unpublish a page or article

Unpublishing is the best way to remove a page or article from the site. Please avoid deleting a page or
article, as there is no way to get it back once you have done that, and you never know when it may be useful

to reference previous content.

e Navigate to the page or
article you want to
unpublish and choose
“Edit”

€= Ch
D interest D util D ikecom

# Content

i Apps
Structure  People
Add content  Find content

VERMONT OFFICIAL STATE WEBSITE

STATE OF VERMONT

] publicservice.vermont.gov/about_us i
[ money [ Codelearn [ boss

Configuration  Help

48 On
E]Trlcks

N -

D Career D Tools D Projects D Thoug

Department of Public Service

INFORMATION FOR CONSUMERS

Home

Publications and Resources

About Us
Contact
Divisions

Efficiency

INFORMATION FOR UTILITIES QUICK LINKS

Overview

The Vermont Public Service Department (PSD) is an agency within the
state government. Its charge is to represent the public interest in matt
telecommunications, water and wastewater. The Department carries ¢

e Scroll to the bottom of the

edit view

e Choose the “Publishing
options” tab

e Uncheck “Published”

e Click Save

Menu settings
About Us

URL path settings
Alias: about_us

Revision information
New revision

Authoring information

[ | Published

Promoted to front page

T Sticky at top of lists

By harry.bell@state.vt.us on 2015-0 ]

11:01:33 -0400

Publishing options
Mot published

<=
@ Preview

Delete

17




How to update the URL (link address) of a page

Suppose there is a page that lives at publicservice.vermont.gov/my-great-page, and you'd rather have it live at
publicservice.vermont.gov/my-excellent-page instead. This guide will show you how to do that.

Also, once you’ve updated the URL of a page, you have to consider all the links that may exist on other pages
which will now no longer point to a valid address. In this situation you have three options. The first is to do
nothing - the outdated links will simply lead to a “page not found” message. The second option is to attempt to
find all the outdated links and update them to the new URL. This is time-consuming and impossible to do fully.
The third option is to create an “alias” whereby the old name will redirect to the new name. The third option is
explained below. Note that this requires Site Administrator access privileges - if your user does not have these
privileges, ask someone to help you who does have them.

[ ] Navigate to the page or article you L C ff [ publicservicevermont.gov/energy_efficiency/transportation_goall v a a (
Want to update and ChOOSG “Edit” i Apps [ interest [ uti [ ikcom [] money [ Codelearn [ boss [ Career [ Tools [ Tricks

# Content Structure People Configuration Help

Add content  Find content

VERMONT OFFICIAL STATE WEBSITE

STATE OF VERMONT
Department of Public Service

INFORMATION FOR CONSUMERS ORMATION FOR UTILITIES QUICK LINKS

Home

Publications and Resources

About Us

e Scroll to the bottom of the edit view

Menu settings

° Choose the “URL path Settingsn tab eepotarion|Gaalh —| Generate automatic URL alias
. . Uncheck this to create a custom alias below.
e You will see the old URL listed URL path settings
under “URL alias.” Record that ?A'é‘?gy_efﬁcienmmsmm}b URLaL
. . energy_efficiency/transportation_goall
somewhere - you will need it P oot ; : et TS content c:
Shortly Mew revision an about page. Use a relative path and don't add a trailing sl

The current URL will display in the box above.

e Type in the new URL into the URL Authoring information

. . By irkeepin@gmail.com on 2015-11-18 First copy and paste the existing URL somewhere handy
alias field 21:35:08 -0500 (you will need it later).
e C(Click save Publishing options Then type the new URL into this same spot and click Save.

Published

Preview Delete

e Click the “Configuration” link at the
top left of the page

# Content Structure People [ Configuration % Help

Add content  Find content

18




Click “URL aliases”

Home » Administration

Configuration

Hide descriptions

MEDIA

Social media
Social media defaults and site profile settings

SEARCH AND METADATA

URL aliases,
Eree=your site's URL paths

Click “Add alias”

Home » Administration » Configuration = Search and metadata

URL aliases

An alias defines a different name for an existing URL path - for e

+ Add alias

FILTER ALIASES

Filter

ALIAS

404

19




Enter the current URL (the new one
you just entered in the previous
step) in the “Existing system path”
field.

Enter the old URL (the one you
copied and pasted before entering
the new one) in the “Path alias”
field.

Click Save

URL aliases

Enter the path you wish to create the alias for, followed by the name of the new alias.

Current URL goes here (the new one you
Existing system path * just entered in the previous step.)
http://publicservice.vermo

Specify the existing pat

nergy_efficiency/transportation_goall =

h to alias. For example: node/Z8, Torum/ 1, taxonomy/

Old URL goes here (the one you copied
Path alias * and pasted before entering the new one.)

http://publicservice.vermont. go@ energy_efficiency/transportation_land_use/goal_1

Specify an alternative pat ch this data can be accessed. For example, type "abou
the URL alias won't x

@<

20



How to update the front page image

Please note that images for the front page should be 1200 x 300 pixels in size and either .jpg or .png format.

e Click “Structure” (found ﬁw‘ Content | Structure People Configuration Help
on the upper left of any
page when logged in) Add content  Find content

ERMONT OFFICIAL STATE WEBSITE

STATE OF VERMONT

Department of Public Service

e C(Click “Blocks” Home » Administration

Structure

Cnn!gur

Contact form

hat block content appears in your site's sidebars and ott

Create a system conta rm and set up categories for the form to
Menus

Add new menus to your site, edit exi™{yg menus, and rename and r

Taxonomy
Manage tagging, categorization, and classification of your content.




Home = Administration » Structure

. “ .
e Find the “Full-width home
page image” block Blocks PASTIEROIR .
( ocate |n op eatu re This page provides a drag-and-drop interface for assigning a block to a region, and for controlling the order of blocks within regions. Since not all themes implement the
9 . same regions, or display regions in the same way, blocks are positioned on a per-theme basis. Remember that your changes will not be saved until you click the Save
Content ) and CI|Ck blocks button at the bottom of the page. Click the configure link next to each block to configure its specific title and visibility settings.
“Conﬁgu re” Demonstrate block regions (Palette Four)
+ Add block + Add Twitter block
Show row weights
BLOCK OPERATIONS
Header Right
+ (Nodeblock: Button): Contact Button Header Right configure
Navigation bar
++ MD Megamenu: Mega Menu Navigation bar configure
Top Featured Content
+ Full-width home page image Top Featured Content delete
Highlighted
No blocks in this region
e Delete the current image plockbodv= ,
i ; B Source B @) Q by L /B I US|x x 2
(by clicking on it and e : :
. d I t = = E e 5 NWE Stjles  ~
pressing delete)
m ‘J
o
H “r H ”
e Click the “insert image Block body *
button | [ Source || |- » Q| EL|B I US|x x ¥
i= = Mormal -

body p

22




e Click “Browse Server” .
Image Properties X
Image Info Link || Advanced
URL
/sites/dpsiffilesiimages/solar-big-flower-1.jpeg Browse Server
Alternative Text
Preview
[} NaVigate tO the “images” ﬁpmad % Delete [“¥Directory < Insert file
folder. If the image you | @ Neveete e wiath Height
want to use is not 8 SDCO: 9460048048_d316cb64rﬂ_n’\-.)pg 24.73 KB 240 220 23 Mar 2016
N . & 9572632698_fa0b75892F_7.jpg 200.72 KB 640 427 23 Mar 2016
present! use the Upload £ documents DigSafe 2016.jpg 203.14 KB 630 695 06 Apr 2016
button to Upload it. % |conPDF16x16.qif 146 bytes 16 16 19 Dec 2015
solar-big-flower-1.jpeg 183.43 KB 1200 301 25 Dec 2015
[{jmstrucllons Vermont Safe Digging Month 2016.pdf 378.16 KB 0o 06 Apr 2016
©is
D styles
IE2) twitter_block
e Click the name of the file | & ususs % petete 2oreco( imert ey
yOU want to use. @ Navigation File name!. Size  Width Height Date
H 13 H ” = b"'ﬂnt) 9460048048_d31dchb: m.jpg 24.73 KB 240 220 23 Mar 2016
° =
Click Inse.rt file g::ms 9572632608_fa0b758821 z.j 200.72 KB 640 427 23 Mar 2016
e Note that Images for the &) documents DigSafe 2016.jpg 203.14 KB 630 695 06 Apr 2016
front page should be B B iconPDF16x16.gif 146 bytes 16 16 19 Dec 2015
1200 x 300 pixe|s in size E‘E‘g“?:‘ — solar-big-flower-1.jpeg 183.43 KB 1200 301 29 Dec 2015
SR Vermont Safe Digging Month 2016.pdf 378.16 KB 0o 06 Apr 2016

and either .jpg or .png
format.

I instructions
B2is

D styles

I3 twitter_block




e The URL of the desired , = i x
file should now be g R e
displayed. ) Image Info Link || Advanced
e |If all looks good, click
“OKH
URL
/sites/dpsiffilesiimages/solar-big-flower-1.jpeg Browse Server
Alternative Text
Preview
e |If all looks good, click

“Save block”

Pages g
Restricted to certain pages Show block on specific pages

~ Al pages except those listed
Content types

Not restricted © Only the listed pages

<front=

Specify pages by using their paths. Enter one path per |
the blog page and blog,/* for every personal blog. <fre

Save block
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