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 Navy Supply Corps Foundation 

Chapter 
Web  
Administrator 
Training 



Login on either the Foundation 
home page or select your 
Chapter’s home page then login. 

Chapter list 
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This website has been developed for 
browsers at the IE8 level.  If you have 
any problems, please check your 
browser version.  Report any issues to 
webadmin@usnscf.com

Web Administrators Training 



Web	  Administrator	  Training	  –	  	  
Chapter	  Homepage	  

The Chapter home page has three areas for 
posting information. Clicking on the Edit button will 
bring up the CK Editor that looks and operates 
very much like the one from the old website.   

Type, paste text, insert 
images, or create tables 
here. The space will 
expand as you enter data.   

Create news items by clicking on 
News And Info. Item names will 
appear here and selecting them 
will take the user to full 
information. 

Create events by clicking on 
Upcoming Events. Event title and 
date will appear here. User will 
click on the title and be taken to 
full information. 3	  



A.  If copying and pasting information from a Word 
document, use the clipboard with the “W” function 
to eliminate Word formatting that may conflict with 
the CK Editor formatting. 

Web	  Administrator	  Training	  –	  CK	  Editor	  

B. Link to 
pdfs, URLs, 
and anchors. 

C. Create 
anchors 
within a 
page. 

D. Upload 
& link 
images 

E. Create 
tables 

The CK Editor operates much like Word or Power Point packages. By moving 
your cursor over an icon, the icon’s function will appear. 
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NOTE:  Some admin have had problems seeing all functions on the 
CK Editor when returning to update or change an entry. When you 
first add text through the CK editor in any text area or description 
block, include a link, table or graphic. It can be deleted right after 
“Saving” for the first time if it is not needed. This should insure the 
ability to see all the functions on the CK Editor if you come back in 
to update your information.  We are asking for a fix on this problem.  



Web	  Administrator	  Training	  –	  Linking	  to	  URLs,	  PDFs,	  Images	  

To link to another URL, paste it in the 
URL box. 
To load text documents or pdfs, 
select Browse Server then choose 
your Chapter’s folder under File.   

To load images, select your 
Chapter’s folder under Images to load 
graphic files, png, jpg.  

By right clicking on your folders name 
you can create subfolders in either 
Files or Images. 

Select the link for uploading text files (pdfs) or linking to other URLs on the CK 
Editor to bring up the Link box.  (See B. on previous page.) 

The Link Type dropdown box allows you to create an email message or link to 
an anchor set elsewhere on the page.  
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Web	  Administrator	  Training	  –	  Linking	  to	  Images,	  PDFs	  ,	  DOCs	  

The CKFinder “Settings” lets you choose how you will 
display the files in your folders.  “Maximize” fills the 
screen with this view.  

Select the file you want to upload 
and click Open. 

Double click on the file you 
uploaded and the file name will 
appear in the link window.  

After selecting the appropriate folder, click on Upload and access to your computer will be available.   

Images/BayArea/BayAreauvp.png 

Once the file name and 
location appears in the link 
window. Click OK. 
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Selecting images for loading 
works the same as loading pdfs 
and docs. The name of the image 
appears in the URL box while the 
image will appear in the Preview 
screen. 

Set the width, height, border 
space, horizontal and vertical 
space and align left or right. 
Leaving Border blank means you 
will not have a border on the 
image.   

Click OK for image to appear on 
the page. 

This screen can be brought back 
up for adjusting settings by right 
clicking on the image and select 
Image Properties. 

Be sure to upload images to 
your Chapter’s Image folder. 

Web	  Administrator	  Training	  –	  Uploading	  Images	  
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Web	  Administrator	  Training	  –	  Home	  Page	  with	  informaHon	  

Be sure to save your work. Once you save 
you will need to Approve it for it to “go live.” 
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Web	  Administrator	  Training	  -‐	  Create	  News	  &	  Info	  	  

Click on News and Info title on the home page and the 
screen above will appear.  To add an item, select Create 
New. 

Fill in the form at right and Save. By placing your cursor in 
the “Description” box, the CK Editor will appear.  You can 
type or paste text, add links, and insert images in this 
area. The title and first few words will appear in the News 
and Info area on the home page.  By clicking on the title in 
that area, the user will see the entire News item. 
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NOTE:  Some admin have had problems seeing all functions on 
the CK Editor when returning to update or change an entry. 
When you first add text through the CK editor in any text area or 
description block, include a link, table or graphic. It can be 
deleted right after “Saving” for the first time if it is not needed. 
This should insure the ability to see all the functions on the CK 
Editor if you come back in to update your information.  We are 
asking for a fix on this problem.  



A list of News items will appear on 
this screen once information is 
entered. If editing is needed, select 
the item title in the list. 

Then select Edit at the bottom of this 
screen. 

Web	  Administrator	  Training	  	  -‐	  Create	  News	  &	  Info	  (ConHnued)	  	  
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Make the needed edits then select “Save” at the bottom of the 
screen. 



Web	  Administrator	  Training	  	  -‐	  Create	  Upcoming	  Events*	  	  

Click on the Upcoming Events title on the home page 
and the second screen will appear.  To add an item, 
select Create New. 

Fill in the form below and Save. The title and event 
date will appear in the Upcoming Events area on 
the home page. A list of events will appear on the 
screen, left, once information is entered.  By 
clicking on the event title here or on the homepage, 
the user will see full information on the event on a 
screen similar to the News and Info pages. 
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By placing your cursor in the “Description” box, the CK 
Editor will appear.  You can type or paste text, add links, 
and insert images in this area.  
• Display Start is the date you want the event to appear on 
the web site. 
• Display Stop is the date you want the event to disappear 
from the web site. 
• Event date(s) is the actual date(s) of the event. 
• Be sure to “Save” once event is created or  
edits are made. 

See instructions for editing News and Info for directions on 
editing Upcoming Events. 

*This is not an event management tool. For event sign ups, we are recommending https://einvitations.afit.edu/
generator/index.cfm. This site was created by the Air Force and is available for DOD and US Government entities.  
Several Chapters have used this very successfully.  You can link to it from your Upcoming Event listing on the 
Chapter web page and it provides the capability to link to Paypal for payments if you choose. 
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Web	  Administrator	  Training	  	  -‐	  Web	  Admin	  Index	  	  

Web Administrator’s Index page 
provides access to User 
Administration, Manage User 
Roles, Mailing List, 
Emailing, Quicklinks 
Administration, and Chapter 
Administration. Access this page 
by clicking on Admin in the menu 
across the top of the homepage. 
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Web	  Administrator	  Training	  	  -‐	  Quicklinks	  AdministraHon	  
Add	  a	  new	  page	  to	  QuickLinks	  	  

Quicklinks provides a means to create pages for specific 
programs or information, or links to other websites. By 
clicking on Quicklinks on the Chapter home page, a 
dropdown menu of the active Quicklinks you create will 
appear. 

To create a new page, select Quicklinks Administration on the Index page 
and the Quicklinks Link administration page appears. 

Select “Add New Quicklinks Link” 

If you select “Yes” in the “Is Editable Page?” dropdown, a new blank page 
will be created in the Quicklinks menu. 

Fill in “QuickLink Text” with the way you want the page title to appear in the 
dropdown menu. 

The “QuickLink Url:” can be filled in with one word or words without spaces 
to complete the Url  address.   

Select “Yes” under “Enabled?” for the title to appear in the QuickLinks 
dropdown. Selecting “No” means the Quicklink will appear on the admin 
page but not in the user’s dropdown box. 

Select Save to exit the Add box. 

Yes 
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Web	  Administrator	  Training	  	  -‐	  QuickLinks	  AdministraHon	  
Add	  a	  Link	  to	  QuickLinks	  	  

By selecting “No” under “Is Editable 
Page?” you can create a link to other web 
sites. 

Fill in the name of the website  you are 
linking to under “QuickLink Text:” as you 
want it to appear on the dropdown. 

Paste or type the URL for the website 
under “QuickLink URL:” 

Select “Yes” under “Enabled?” for the title 
to appear in the QuickLinks dropdown. 
Selecting “No” means the link will appear 
in the “QuickLinks Links Administration” 
page but it will NOT appear in the user’s 
dropdown. 

Select Save to exit the Add box. 

Yes 

To edit a QuickLink, click on the pencil in front of the 
link to be edited and the appropriate box will appear.  

To delete the link, click on the trash can.   

To rearrange the order the Quicklinks appear in the dropdown, use the 
arrows at the end of each line.   
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Web	  Administrator	  Training	  	  -‐	  Quicklinks	  AdministraHon	  
CompleHng	  a	  QuickLinks	  editable	  page	  	  

Select the QuickLink title in the dropdown. 

A blank page will appear with “Edit.”  

Click on “Edit” and the CKEditor will appear.   

Add text, images, tables and links. 

Be sure to Save and Approve your work. 

NOTE:  Some admin have had problems seeing all functions on 
the CK Editor when returning to update or change an entry. 
When you first add text through the CK editor in any text area or 
description block, include a link, table or graphic. It can be 
deleted right after “Saving” for the first time if it is not needed. 
This should insure the ability to see all the functions on the CK 
Editor if you come back in to update your information.  We are 
asking for a fix on this problem.  
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Web	  Administrator	  Training	  	  -‐	  Download	  a	  Member	  List	  

To download a list of your members to Excel, select Mailing List on the Index page. 

A complete list of your Chapter’s 
members will appear.  By selecting 
Export to Excel (circled in red, far 
right) a complete list of your Chapter 
members will download to Excel.  
From there you can create a mailing 
list of other lists by deleting unneeded 
columns.  (Personal info has been 
covered on this graphic.)  

By selecting categories in the Web 
Status dropdown or the Service Status 
dropdown, you can narrow your group 
of members to be downloaded.  
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Web	  Administrator	  Training	  	  -‐	  Send	  Email	  to	  Chapter	  Members	  

To send an email to your members, select “Email members” on the Index page. 

Fill in the Subject line, 
place your cursor in the 
Body block and the CK 
Editor will come up.  Type 
your message. 

To send a message to an 
individual, type in the first 
and last name and email 
address, if you have it.  
With the last name you can 
do a Search. 

To send a message to all 
members, maker sure your 
Chapter is the dropdown 
and click Search. 
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Web	  Administrator	  Training	  	  -‐	  Send	  Email	  to	  Chapter	  Members	  
(ConHnued)	  

By searching on a last name you will 
get a list of all those members in 
your Chapter with that last name in 
the “Search Results.” 

By selecting your Chapter, you will 
get a list of all your members in the 
“Search Results.”   

To send to an individual, select 
that name by clicking on “Add” in 
front of their name in “Search 
Results.” You can select multiple 
individuals for an email by repeating 
the search function for each name. 
Names you have “added” will 
appear in “Selected Email 
Recipients.”  

To send an email to your Chapter, 
perform a Search for your Chapter, 
“Select All” at the bottom of the list in 
“Search Results.”  All names will 
appear under “Selected Email 
Recipients.” Individuals can be 
removed from the list by clicking on 
“Remove.” 

Click on “Send Email” once all 
recipients have been selected. 
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Web	  Administrator	  Training	  	  -‐	  Add	  informaHon	  to	  Links	  page	  

The Links page can be used to provide access 
to web pages of interest to your members.  

Click on Links in the Chapter menu, then on the 
Edit button.  

Type or paste information on the page. Highlight 
the text, and use the Link icon in the CK editor 
to complete the link. 

Be sure to Save and Approve your work. 

You can type or paste text, and insert images 
and tables on this page.  
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Web	  Administrator	  Training	  	  -‐	  Logos	  page	  

Your Chapter’s logos have been preloaded to your logos page. You can add logos to this page by clicking on Upload a 
New Logo, then Browse.  Access to your computer will be available.  Select the Logo file and click on Open.  The image 
will appear on the page. Logos on this page can be downloaded by right clicking on a selected image. 


