FirmSite Publisher Reference Guide

The following instructions apply to sites released on FirmSite Publisher after December 1, 2008
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FirmSite Publisher Reference Guide

This guide provides basic instructions to assist you in using key features of FirmSite Publisher, demonstrating
fundamental steps in editing, publishing and publishing content. For more detailed instructions, and information on
additional functionality, please refer to FirmSite Publisher’s online help function.

The following instructions apply to sites released on FirmSite Publisher after December 1, 2008
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Logging in to Publisher or requesting a password

You may use either Internet Explorer or Mozilla FireFox go to: http://www.firmsitepublisher.com/ to access the login

screen, which may be used for general access or password retrieval.

How to log in
Enter your established FirmSite Publisher login name in the “Login” field. Your email address will serve as
your Login ID.

How to reset your password

1. Request your password by clicking the “click here” link on the login screen. In the screen that appears, enter

your login email address and the text code that appears below the “Login” field.
2. An email will be sent to the Login email address with additional steps to obtain a new password.

Did you forget your password?
Please Sign In Type in your username {which should be your email address).

Instructions how to change the password will be sent to this e-mail address,

Login (Email} I

Password | Login (Email) I
Sl 3LOKVTFW
Retype text from above |
Request your password: .
Subrnit

If you've forgotten vour password or need to request a password, click here,
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Adding Pages and Editing your FirmSite

1. From the main menu, click Add Page.
2. Check the Add a New Page radio button.

3. Inthe "Section" drop-down, select the area of the site to which you would like to add a page. In the
illustrated example, the user has selected Practice Areas.

4. Enter a name for the page in the "Page Title" field.

5. Enter a file name for the page in the "File Name" field only if it is to be different from the name appearing the
"Page Title" field. Otherwise, the File Name is generated automatically.

b Home R EditPages £ Reporting & Ad: n o QUICK LINKS

@

FREVIEW =ITE ||

N QUICK LINKS.
FirmSite Publisher

The New

CHOOSE SITE & PAGES TO EDIT

owm below to select the Web sits you would ke to

SITE PAGES D CEED G5

ADD FAGE
Page Title Status Last Modified Modified By
08/05/08 01:25 PM
08/05/08 10:39 AM
08/05/08 10:35 AM

08/05/08 01:39 M

o8/18/08 12:57 PM
08/18/08 03:45 PM
08/13/08 12:59 P11
08/15/08 01:21 PM
08/05/08 01:28 PM
08/18/08 03:28 PM
08/15/08 01:29 PM
08/18/08 12:57 PM

Would you like to upload a file, add a new section or add a new page?
OAdd a New Section OUpIoad a File

Segtioa———""_ T

q,,E@:ti ce Areas _‘x.?
Pag_:'l-"r:i_e____ —
|Litigation |
File Name

I |
@ CAMCEL -

6. Click Add Page(s).
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The ABC Law Firm

Home Litigation

Firm Overview

Attorneys

Contact Us

Enter your text
PRACTICE AREAS inthe text box

Environmental Law

Family Law

Litigation

7. Enter your desired content in the text box provided.

8. Edit your text, as required, with the formatting options provided on the tools menu. Functions include bold,
italics, center text, and bulleted list. Icons will appear similar to corresponding options available in Microsoft
Word.

4 Home [® Edit Pages €% Reporting & Administration % Help

SECTION FAGE ACTION S
Harne = |

1

SAWE £ FREVIEW PAGE :» JI SAYE £ PUBLIZH SITE 3 m
= | B %L X a2 —
= | | | kE | = Zas HTML

B 7 U |x x| 12 | =

Paragraph = Styles - é - a".’_? -

11
WhE
ki
m

IMZERT IMAGE IMSER T LIMK IMZERT MODULE FROFERTIES ARCH EMGIMNE TAGS

9. Click Save Draft to preserve the page for future revisions, or click Save and Preview Page to view your
completed work. See Publish a Page below to publish your page to the Internet.

10. To edit text within an existing page or return to a draft for editing, select the name of the page in the main
screen, open the page and repeat the process above, performing any desired edits.

Inserting an Image

FirmSite Publisher gives you the option of inserting an image that already exists in the database, or, from a private
directory.

Remote Computer: Files already on the internet i.e. your FirmSite html files and picture files (jpg, gif, png etc)

Local Computer: Files located on your computer hard-drive. You typically want to upload these to the online data
base.

Insert an Image from the Remote Computer
1. Position your cursor where you would like your image to display.

2. Click Insert Image. The following screen will display.
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File Information:

Select a file:
= Filelength: 33678 Bytes
al-montgomery_capitol-v74_74053.jpg

ak-mt_mckinleyl-v74_74138.jpg = Width: 175 Height: 240
ak-mt_mckinley2-v74_74141.jpa -
az-grand_canyon-v74_74115.jpg
ar-little_rock-v74_74051.jpg

ca-el_capitan yosemite-v74 74160.ip:
az-hoover_dam-v74_74098.jpg
az-lake_mead-v74_74094.jpg

Enter a description for the file:

El Capitan

Upload a New File:

— e ]

Enter a description for the file:

3. Select an image from the database. The image you select will display on the right side of the screen.
4. Enter a description of your image in the "Enter a description for the file" field.

5. Click Insert.

6. Inthe screen that follows, enter any desired spacing properties in the "Horizontal" and "Vertical" fields.
7. Select the desired Alignment from the drop-down e.g. left, right or center.

8. Click Insert. Your image will display within your text.

9. Click Save Draft.

Insert an Image from your Local Computer

1. Position your cursor where you would like your image to display.

2. Click Insert Image. The following screen will display:

Upload a New File:

= o, -
C:\Documents af{| Browse... | ) (| Preview

[Enter a description for the fj

Vermillion River J

)
o S

3. Click Browse under "Upload a New File.”

4. Select image from your directory.
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Click Open from the "Choose File" screen.
Click Preview to preview the image.

Enter a description of the image in the "Enter a description for the file" field.

© N o o

Click Insert.

Adding a Link

1. On the main screen, click the Edit link for the page to which you would like to add a link. In
the example below, the "Environmental Law" page has been selected by the user.

o Home [ EditPages " Reporting ) Administration

The ABC Law Firm

FodlaTn, QUICK LINKS
FirmSite Publisher

d
‘l 9 - The New Fi ite Publisher is

: -~
41 % -'
i

CHOOSE SITE & PAGES TO EDIT

Use the pull down below to select the Web site you would like to *preview’, *a

Status Last Modified

Publizhed 08/05/08 01:25 PM

Published 08/05/08 10:39 AM

bubhed | oafcsion 1039

[ —

Published 08/18/08 12:57 PM

Drefe 08/18/08 12:55 PM R . R

ort oer13/08 01:21 o ki Edit | Preview| [

buvabes | cafosion o128 —

Drakt 08/19/08 09:14 AM . " -

ki review| [
ki Edit | Preview| [

2. The screen below displays. Highlight the text "Environmental Protection Agency.”

3. Click Insert Link.
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ENGINE TAGS ||

Environmental Law

Environmental law, land use, and development issues arise in many aspects of
commercial life. Our firm works with clients to facilitate transactions and to provide

other federal and Minnesota entiti

4. The screen below will display:

Would '#Iou like to create a link to a page of your web site or to a2 page
of another web site?

" My Web Site " Within This Page

Link URL

|http:ffepa.gcw |
Link Text

|Erwirur1rr|er1ta| Protection Agency |

Title

|Envirunmenta| Protection Agency |

Target

Mew Window (blank)
New Window (blank]

e

CAMCEL

5. Click the Another Web Site radio button to indicate that the link will connect to an external location.

6. Enter the link address in the "Link URL" field.

7. Enter atitle in the "Link Text" field. By default, the title you enter will populate the "Title" field once you
click Insert

8. Inthe "Target" drop-down, select how you would like the linked page to open. You may allow the page
to open within the same browser window or a new window.

9. Click Insert. The text you originally selected is now an active link.
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dit Pages 7 Reporting @ Administration  (® Help

FAGE

Envirenmental Law

|20 b | E (@ th | X @R Q& | —

Save draft when
you are finished.

Environmental Law

Environmental law, land use, and development issues arise in many aspects of

commercial life. Our firm works with clients to facilitate transactions and to provide
=oundlegal advice and counsel in your dealings with citizen's groups, the Minnesota
Pollution Control Agency (MCPC), the Environmental Protection Agen: EPA), and
other federal and Minnesota entities. 4

Link created.

Deleting a page
1. On the main screen, click the Delete button that corresponds to the page you would like to delete. In this
example, the DUI page has been selected for deletion.
2. A second screen will appear with the message “Are you sure?”
3. Confirm the page’s deletion by clicking the “Yes” button.

CHOOSE SITE & PAGES TO EDIT

Use the pull down below to select the Web site you would like to “preview”, "add"or "edit”, then click the appropriate link on the rig

cHoose siTe FiLTeR s sEcTion FacE TITLE sEARGH
wanw.abefirmsits.com | | [an % [Enter Keywords

Delete Page
stre paes CID CEED ©

Are you sure?

Page Title Status Last Modified Modified By Options
E Attorneys Published 08/05/08 01:25 PM Marie Malinowski Edit | Preview| Delete | 5t
[ Contact Us Published 08/05/08 10:33 AM NA Edit | Preview| Delete | 5t
[ pisclaimer Published 08/05/08 10:33 AM NA Edit | Preview| Delete | 5t
[B1 Firm Overview Published 08/05/08 01:35 PM Marie Malinowski Edit | Preview| Delete | S¢
[i Home Page Published 08/18/08 12:57 PM Marie Malinowski Edit | Preview| Delete | St
H Legal Blog Draft 08/18/08 03:45 PM Marie Malinowski Edit | Preview| Delete | S¢
H Practice Areas Draft 08/18/08 12:59 PM Marie Malinowski Edit | Preview| Delete | St
B our Draft 08/15/08 01:22 PM Marie Malinowski Edit | Preview| Delete [Y5¢
[ Environmental Law Draft 08/15/08 01:22 PM Marie Malinowski Edit | Preview| Delete | S¢
B Family Law Published 08/05/08 01:28 PM Marie Malinowski Edit | Preview| Delete | 5t
B Litigation Draft 08/13/08 09:14 AM Marie Malinowski Edit | Preview| Delete | 5t
E Recent News Draft 08/15/08 01:29 PM Marie Malinowski Edit | Preview| Delete | 5t
[ Site Map Draft 08/18/08 12:57 PM NfA Edit | Preview| Delete | 5

EXFAND ALL

Publishing a Page

Once you have created or edited pages, you will need to publish them. A page will only be available for
public viewing after you have published it.
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1. On the main screen, click Publish Site.

. QUICK LINKS |
R . Publish Site
Site Publisher
Select the pages and click Publish. Any pages not published vill be saved as draft.
ew Firmsite Publisher is Last Publishad: 08/11/08 01:10 PM
y to use and makes
. . SITE PAGES
lg sites incredibly fast!
Page Titlew Type Section Status Last Modified Modified By Last Published Optians
pet Started Practice 08/19/08 Marie .
0O ow Page Areas e 01:22 PM Malinowski s Breview
: Practice os/19/08 Marie os/11/08
O Envirenmental Law Page Freas Modified Oienm o Malmowski 0ie0s B Preview
08/18/08 Marie 08/11/08
O Geographical Footer Module None Modified Dmesa A Malinowski orioem Preview
You may choose either ] | 3ehn Smith Page Artomeys yodifiecs _2%/15/08 e e bt Breview
18/08 Marie .
¢—Lacalalog Baga N/A Praview
O “ou can select each page 45 PM Malinowski
Edit”, then click the appropriate lijk an the right to madify. - | inaiviualty, or, you may click r18/08 o »
O Legal Blog Index Modu Zelact Al i N/A NIA Preview
EcTioN FAGE TITLE|SEARCH )
[0 Litigstion Page New 08/15/08 Marie /A Braview
03:14 AM Malinowski e
V| | Enter Kefwords | - —
[l Fractice Areas Page ractics Modifies | 02/18/08 Marie et Preview
) g Areas Gfiec | 12:59 pM Malinowski 01:10 BM
O Practiceares one Modifieq | 08/15/08 Marie 0s/11/08 R
p FUBLISH SITE 3 w Index Mocles | yz:58 M Malinowski 01:10 M
08/15/08 Marie 08/11/08
Lad —, - O Recent News Recent News Modified | S200 Malimowski Dieio e Preview
By Options 08/15/08 Marie os/11/08
[0 | Recent News Inde Module | None Modified | VoS00 Malinows ki D10 em Preview
os/18/08 A os/11/08 .
O Site Map Page None Modified P N/A Dieio e Preview
Site Propgfies & .. | 08/18/08 i .
O e Site None Modified | of Cfom NfA N/A Breview

2. Select the box of the page you wish to publish. You may also click Select All to select all pages for
publishing.

3. Click Publish Site and View Live Site to see your changes live on the Internet.

Edit FirmSite Design (Template FirmSites Only)

If you have a FirmSite with a template design, you may edit the following through FS Publisher:

FirmName

TagLine

Call to Action (not available to standard templates)

Address

Navigation

Practice Area (Available to Premium sites displaying sub-navigation and not available to standard
templates)
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To access design
components of your
FirmSite click “Design”

|
FindLaw.: rirmsite Publisher l

4 Home [@ EditPages £ Reporting ¥ Administration [ Design (% Help

TO EDIT ¥OUR DEZIGH

Click on the buttons below to edit camponents of your site desiagn,

MAWIFATION

FRAGTICE AREAZS

FREWIEW ZITE X

The screen below (pg.11) indicates the general areas that may be edited.
Editing Design Elements
To change your design elements:

Click on the appropriate button for the text you would like to edit.

A popup window will allow you to enter text/edit the respective fields.

Click the green “save” button when complete.

Note: Design changes will not appear on the Internet until you re-publish the site. Please refer to
the instructions on “Publishing a page” in this document.

el A\
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FirmName: A

maximum of 2 lines Tagline: Consists of Call to Action:

of text will animate up to 4 lines of text, Consists of up to 4

when the page first which will animate in lines of text, which

loads*. sequence”. will animate in
sequence®.

\

ABC Law Firm
Since 1974

/ \

Established 1974

Welearmar S3m Chagsni | Logout

[hec awrm P =l [
51\1 U | x | E
Practice Areas: You
may opt to display or ABC Law Firm
. Sinc Q74
hide your Secondary Practice Areas IS Ter Established 1974

practice area » Personal Injury I b
navigation. "hi’ji II | :
Address: Displays B j A \\

your address/
contact information
On every page ABGC Law Firm: Personal Injury Attorneys

ABC LAW FIRM: PERSONAL INJURY ATTORNEYS | FIRM OVERVIEW | PRACTICE AREAS | ATTORNEVS | CONTACTUS | PERSONAL INJURY

ABC Law Firm

610 Opperman Drive

Eagan, MM 35121
Navigation: You
may change the
order of main
navigation menu
items according to
preference.

3

ABC LAW FIRM: PERSONAL INJURY ATTORNEYS | FIRM OVERWIEW | PRACTICE AREAS | ATTORNEYS | CONTACTUS | PERSONAL INJURY

* If your design features Flash, FirmName, TagLine and Call to Action animation can be turned on or off
by contacting your Account Manager. Only the first line of text will display, if Flash is turned off.
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