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Changing the
Header and Footer

After completing this guide you will be able to update your web portal header and footer.



Changing the Header and Footer

How to Change the Header and Footer

1) Login to your Portal as an Administrator.

2) Hover over the current logo and click Edit.

ommunity Portal All~ | Search Q & System Administrator ~

B Content Blogs Events Forums Help Desk Ideas Issues

Welcome to the Community Portal!

This site is a community resource where users can browse content and events, share tips and tricks, interact through
discussion forums, suggest new ideas, report defects, and get support through our helpdesk.

3) Remove the current logo and header.

Edit Header
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4) Click Insert/Edit Image button.

Edit Header
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Changing the Header and Footer

5) Click browse.

Insert/edit image

[Seneral | Advanced

Source

Image description

Dimensions X ' Constrain pmpﬂnions
6) Click Add.
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7) On the Upload Files dialog, click Browse.

Upload files x®
Browse...
Browse...
Browse...

0 Add field
Cancel Ok
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Changing the Header and Footer

8) Locate and select your custom logo, then click Open.

TDA-banner-1_16 ToepDoglogo.pn
0Cc400_Lt-blue,jp g
g
ime: | TopDoglogo.png w| | All File W
Open Cancel
9) Click OK.
Upload files o
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Browse...
0 Add field
Cancel Ok
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Changing the Header and Footer

10) From the Choose a File dialog, select your new logo and click Select File.
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11) Enter the desired size for your logo, enter description, and click OK.

Insert/edit image x
Seneral  Advanced
Source |:IID“IDfCommunityPortala’TnpDugLﬂgﬂ X B
Image description Top Dog Adventures
Dimensions 200 X v Constrain proportions

12) Click Save.
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Changing the Header and Footer

Edit Header
File~ Edit~ Inset~ \iew~ Fomat~ Table~ Tools -
BSave Fomats~ B J A~ A~ EEE=EE S~E"=EE & uw M
ADVENTURES
Your Portal is now using your new custom logo.
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13) You will now edit the Footer. Hover over the Footer area and click Edit.

14) Change 2014 to 2015. You may make any other changes to the Footer.

Edit Footer X

File - Edit ~ Insert - View - Format - Table -  Tools =
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Changing the Header and Footer

15) Click Save.

Edit Footer *

File~ Edit~ Inset~ View~ Format~ Table~ Tools
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16) Your Portal Footer is now updated. The Header and Footer will be used throughout
your Portal.

Copyright @ 2015. All rights reserved.
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This concludes the Changing the Header and Footer guide.

Please proceed to the Changing the Banner guide.
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