To access the site to read only:

1. Type in http://clinksisters.yolasite.com/
2. Read the updated information.

To access the site to post or update information:

1. Type www.yolasite.com
2. In the UPPER RIGHT of the page, type in (there is only one log in):

a. Email:  emtowen@aol.com
b. Username:  clinksisters

3. A screen opens that says Welcome Betty.
4. Click Open to access the site.
5. The home (index) page opens and you are ready to add a post.

The pages available:

1. Home Page: include introductory information; general information; next big event (like birthday) countdown calendar; categories to store include each of our names and general

2. Itineraries:  include trips / itineraries; trips that are more possible than not; currency conversion link; calendar link (to check out dates); categories include:  

3. Research:  includes information on cruises, hotels, cars, etc. that are good to know and you want to record just in case; categories include:  research-cruise; research-hotels; research-cars; research-tours; 

4. Past Trip Notes – itineraries from past trip on Celebrity 2008 (the one I did as the web page; hop-on hop-off for London, Munich, and Paris; document hotels or trips in the past that might be nice to have;  categories include:

5. Members: includes a picture of each of us and some general information; no last names; 
The editing menu options (this is an old screen shot):
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To add a new post to a page:
1. Click on the page name to the right ***OR*** select the page name from the drop down menu.  
2. Click the New Post button at the top of the “text” section on the right of the page design.
NOTE:  You can click on the button ***OR*** drop down arrow.  The drop down allows you to enter a text (which will give you the clean post box) or a picture (it loads off your computer or off the file manager within Yola (you have to load them up first).  It loads LARGE and I have not found a way to manage the size yet…still working on it)

3. A clean post box appears.

4. Enter a title for this post.

a. If a new Itinerary, enter City / Pair, Month, Year

b. If new cruise, enter Cruise Company / Month, Year

c. Other:  Enter descriptive title

5. At the bottom of this page, enter a CATEGORY with the same title when this is an itinerary or cruise ***OR*** select from the drop down list of categories already available for that page.  (This opens up a new category where we can post against so all the related posts are in one place).

6. Select ADVANCED tab at the top

a. Enter your name in as AUTHOR (I have not found a way to store more than one log in – but I am still looking). 
b. Be sure ENABLE COMMENTS box is checked

7. Click on POST to return to post entry box.

8. Select the following before you begin typing:

a. Color – Lime Gray (668f5a) which you can only select AFTER you have typed in some text, selected it, and then do the color chart selection (this color is on the middle right, under the grays)

b. If you know HTML, type your first line and then highlight the line.  Then, click the HTML icon in the menu bar; Put the following codes in (replace initial codes):  <font style="FONT-SIZE: 11pt; COLOR: #668f5a; FONT-FAMILY: Arial">
c. If you don’t know HTML, just get the color correct and I will continue to try to figure out how to get it to work correctly.

To edit an existing post:

1. Click on the page name to the right ***OR*** select the page name from the drop down menu.  

2. Click the title ***OR*** click on Blog Manager button (sometimes you have to click 2x to get it to open) and then click on the specific post to edit.

3. The existing post displays; make your changes.

4. When done, click OK at the bottom of the screen.  NOTE:  if you started with the Blog Manager button, you need to click Done to get back to the original page.

5. When you have made all of your changes, click the Update My Site (orangey-yellow button at the top) to save all the changes.

To delete an existing post:

1. Click on the page name to the right ***OR*** select the page name from the drop down menu.  

2. Click Blog Manager button (sometimes you have to click 2x to get it to open) and then click on the specific post to edit.

3. Check the box to the left of the post you want to delete.

4. Click the Delete Selected Posts (appears to the LEFT of the drop down box for All Categories)

5. NOTE:  It deletes without any confirmation screen.  So, be sure you are deleting the correct post.
6. Click Done at the bottom of the Blog Manager page when all have been deleted.

_1314263879

