
Quick Reference Guide 

Website BBNC Training Workshop 

Logging in for the first time and retrieving a forgotten password: 

1. Click the “Forgotten User ID/ Password” link under the login area  

a. Logging in the first time, you will need to have your generic generated password emailed to 

you, check your personal email if it is not sent to your Ursinus email 

 

Login Options 

You must use Internet Explorer 6.0 or higher to edit and make changes to the website.  When you log in a blue 

(utility) bar will appear along the top of the website and will look like this one of these.  You will only have the 

“Edit this page” option if you have rights to edit the page. 

a.  

b.  
 

Tables (Faculty/Staff listings)  

1. To go add a new line hold down the shift key and press the enter key on the keyboard, this will keep 

the formatting correct. 

a. If you do hit enter or after you save there are spaces between lines: 

i. In Edit view 

ii. Click on the HTML table at the bottom of the window 

iii. Remove the <p> and the </p> from the beginning and end of the table cell you are 

working on 

2. To add a new person to the list click the icons to Add Row Above or Add Row Below the 

row you have selected 

3. To delete a person/row click in the box you want to delete then click the icon  to Delete Row 
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Inserting a link: 

1. Type out the email address and/or web link and hit the spacebar to activate the link 

2. For an internal link (links to a page on the website) click the  icon and a window will aprear.  

a. Select Create Link to NetCommunity Page and click the Click here to select a page link 

b. A new window will open and you can search in a particular folder for the page to link to 

3. To remove a link highlight it and hit delete on the keyboard or click the remove link icon  

 

 

Finding, Editing, and Copying Pages and Parts  

1. To find a Page, Click Blackbaud NetCommunity > Web Site > Site Explorer 

 
a. You will then see the Site Explorer veiw of pages 
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b. The icon options you will have available are: 

i.  Edit        Preview       View/Edit page properties 

 

2. To Find and Edit a Part: 

i. Click Parts on the Site Explorer Page, search for the part you want to edit, and click the 

pencil icon 

 
The icon options you will have available are:  

a.  Edit 

b.  View/Edit part properties 

c.  Copy part  

d.  Delete part (Use with EXTREME caution)  

 

ii. Or click Edit above the part on a page 
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3. From a page you can: 

a. Insert a Part into a page 

b. Make a New Part 

c. Edit the Part that is on the page 

d. Remove the Part that is on the page  

 

4. Callout (Part) Copying and Editing: 

a. You will want to copy a previously used Callout part to 

ensure the formatting stays the same 

i. Follow the directions above to find the part and select 

the icon to copy the part 

ii. Give the copied Callout part a new name 

iii. Edit the part  

1. Keep formatting consistant in Callouts with, 

captialization in the dark headline of each 

callout, a properly sized image, and text. 

Uploading Images to a Document Library 

a. Go to the Site Explorer or to the page and preview the page 

b. Click Add 

 
c. Name the file, write a description, browse for the file, and upload the document 
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Adding a New Event to a Calendar 

a. Go to the Site Explorer or to the page and preview the page 

b. Click New Event to add an event to the calendar 

 

 
c. Fill out the information required for your new event 

It must include a Start Date and have a Title, then click Save 
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Adding a New Event to a Calendar 

a. Go to the Site Explorer or to the page and preview the page 

b. Click on Post a New Story 

 
c. Fill out the information required for your New Blog Story 

It must include a Story Title, then click Save 
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Ursinus Web Style Guide 
This new Ursinus College web site is for the quick dissemination of information to potential students, current 

students, parents, faculty and staff, and the community.  

The new website uses a CSS (cascading style sheet) under no circumstances will you apply fonts or sizes to text.  If you 

need to emphasize important text in content use bold. 

Please note that if you copy and paste from word this is not correct. You will need to copy and paste into notepad 

then copy into the wysiwyg editor. 

Header Tags, applied in html section of WYSIWYG editor 

<h1> H1 Header</h1>H1 HEADING – THIS IS ONLY ON PAGE TITLE, ONE TIME, AT TOP 

<h2> H2 Header</h2> H2 HEADING – SECONDARY LEVEL HEADINGS 

 

<h3> H3 Header</h3> H3 HEADING –  

 

These features you can use in the wysiwyg buttons  

 UnOrdered List  

 Item 2  

 Item 3  

1. Ordered List  

2. Item 2 

3. Item 3 

 

This feature you need to follow the directions 

Definition list - Defined Term 1  

Definition  

Defined Term 2  

Definition 2  

Defined Term 3  

definition 3  

 

*Menu - one level fly-outs only 

Horizontal rules are not allowed 

Use outlined tables for a means to specify tabular data  

Directions: 

 


