Editing the Home Page
Logging on to Your Web site
1. Go tohttps://extension.usu.edu/admin/

2. Enter your Login and Password
3. Click Submit

If you do not have a login and password you can
request one by clicking dhleed a Login?’ or at
https://extension.usu.edu/admin/signup.cfm

Ezplug Welcome Page
This page tells about news and recent changes on
ezplug.

\ Accessing Your Web site
1. Click on theContent tab
Online tutorials are available by clicking on the
Tutorials button

I]I“g extension.usu.edu/daggett

1. Select your Web site and pré&ss

Content

Select a Website: ~ extension.usu.edu

Select a Folder: Daggett County Extension = h

extension.usu.edu: Mike Whitesides currently logged in.

Editing the Home Page
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— ; 1. Inthe Command Widow click on the drop dowr
UtahState | i menu and sele@dit Home Page

Select a Command .
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DAGGETT COUNTY

Welcome to the new Daggert Gounty Extension Website! Please check back often as
we are stillin the process of creating new contentfor this website. Below is the contact
information for the county extensian office

Daggett County is serviced by the Uintah County Extension Office in Vernal, UT.

Uintah County Extension Office

e To make all future edits you will always follow this
435-781-5452 Same Step.
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Editing the Home Page Content Tab

1. This is the text editor widow that looks
very similar to editing icons in Word
You can add, deleted or edit text here
You can als®old, italics, and Underlined
text using the icons on the menu bar

2.
3.

To adjust the font size click on tli®@rmat drop
down menu and select the size you desire

Inserting Text from Word - Content Tab

1. To paste text directly from
Word click on this button

2. The ‘Paste from Word’ box will
appear.

3. Copy your text from Word

4. To insert your text from Word click
inside the box and using your keyboard
hit Ctrl+V to Paste the text

5. Click OK

6. Your text should now be inserted into
the document

Editing the Home Page Keywords Tab

1. Insert Keywords separated by commas (,)
for search engine optimization
2. Insert a brief description of the web page

Editing the Home Page Status Tab

1. By default the status of your Web site will
be ‘Pending Approval.” To make the site
live click on *Active.’

/ 2. To update the page click on ‘Update Page



