Guide to Adding & Editing Content on ERPinfo.org

Before we begin, ERPinfo.org would like to thank you for taking the time to read this guide.  Following these simple instructions will help keep the website well organized and user friendly.  For your sake (and ours), we will try to keep this as simple and brief as possible.

The first step to adding and editing content on the website is to register as a member of the site.  If you haven’t done this already, you can do so by clicking the “join” link at the top right hand corner of the screen.  After entering some simple information, ERPinfo.org will send you an email with a temporary password, which you will use to log in to the site, select a new password, and complete your registration as a member.  Once you have done this, you may log in to the site using your username and new password.  

After logging in you will notice that the site will take on a new look with more options available to you.  In the blue bar at the top right hand corner of the screen a new set of links will appear.  These links give you the access and power to add and edit content on the site; they are briefly outlined in the diagram below.











In addition to the links in the blue bar, there should also appear a list on the left-hand side of the screen of all the recent changes made to the website.  This list, along with the basic preference settings, the undo function, and the log-out function in the blue bar, is very easy to use and self-explanatory and much can be learned from simply exploring.  For this reason, we will not delve any deeper into the details regarding these options.  However, the majority of this guide will refer to the functions accessible through the “my folder” link in the blue bar.  This link contains the essential tools for adding, editing, and organizing content on ERPinfo.org.

The best way to conceptualize the way content is organized on the site is to consider “my folder” comparable to “My Documents” in Microsoft Word.  Like any traditional folder, it stores information you add to it in some organized system that you create.  When you click on the link you will notice that the main window will change both in its look and in the options available to you.  The main window, which by default displays the front page of your folder, should now be in a green box with five tabs in the top left hand corner and four drop down menus in the right hand screen.  Many of these options can be mastered simply by using them, so feel free to create sample content as you learn.  You can always go back and delete any unwanted items by selecting “delete” from the “actions” drop down menu (Note: the delete option will only appear after you have created and selected the item you wish to delete).  Here I will go over the basics of how to add content.  The other minor details can be learned by experience and a little exploration.

As you may have guessed, you can add content by selecting a content type from the “add item” drop down menu in the top right hand corner.  Here you will see a multitude of content types including event, file, folder, image, link, news item, and page.  By selecting any of these options a blank template will appear for editing.  Let’s practice by creating a page, so go ahead and select this option from the drop-down menu.  There will be text fields in which to enter a title, a description, and body text for your page.  The red squares indicate required fields.  The body text field can be written and formatted either in HTML or in plain text format.  At the bottom of the body text field should be a link option to switch to the visual editor.  (NOTE: This option is not available for all web browsers.  It is available using Firefox, which can be downloaded for free from the Internet.)  Because many of the formatting tools are very similar to those in most word processors, I will only review a few of them:

First, there is a drop down menu in the top right hand corner of the body text field that allows you to change between different styles of text (i.e. heading, subheading, pull-quote, call out, etc).  

In that same green bar, the tenth tool from the left is used for definition-style formatting.  

The eleventh and twelfth tools are for un-indenting and indenting block quotes, respectively. 

The thirteenth tool is for inserting an image into your text.  In order to use this tool you must have added and saved an image to your folder beforehand.  (To do this, you would click on  “my folder” and then select “image” from dropdown menu.  You can browse for any photographs saved to your computer, upload them to the site, and save them in your folder.)   When you use the image tool in the visual editor, you will browse for the image in your folder, select a size, and dictate the alignment for the image.

The fourteenth tool can be used to create an internal link (to another page, file, folder, image, etc. in the site).

Similarly, the fifteenth tool can be used to create an external link (to a page not affiliated with ERPinfo.org) and the sixteenth tool can be used to link to an event already posted on the website’s calendar.  To use these features successfully, you would first type the link as you would like it to appear on the page, select this text, and then click on either of these tools.  Another way to internally link to other items in ERPinfo.org is to add them to your page as “Related Items by using the browse option located just below the body text field. After finishing all of your basic formatting, don’t forget to save your work using the “save” button at the bottom of the screen.  While you are designing your page, you may switch between the “view” and “edit” tabs to see how the changes would look to a viewer.  Just remember to hit “save” before moving from the “edit tab” to the “view tab”.


After formatting and saving your page, click on the “properties” tab.  Here you can do a multitude of things to ensure that others will be able to find and access your page logically and easily.  Material on the website is organized by keywords.  The only way another user can find your added content (besides specifically looking your member folder, which would require much more foresight than most users bring with them when using the site) is by the keywords you assign to your article.  The keywords available are the information categories listed on the page called “Research” (accessed from the home page) which is the site map for most added content on ERPinfo.org.  (The exception to this rule is product-related content, which we will discuss later.)  So, when users first enter the website and are looking to find ERP information for the research that they are conducting, they will look for it by selecting a category on the “Research” page. Also, the keywords make content more accessible when searching the entire site via the search bar in the very top right hand corner of the screen.  Hence, if you do not associate your page with the proper category or keyword, no one will be able to find the information. Furthermore, the more keywords you associate with your added content, within reason, the more accessible your content becomes to the user/researcher.  The website is constantly managed and updated to make sure that the available keywords sufficiently represent the content being added to the site.  If you feel that there is a keyword that is not available but significantly pertains to your content, you may request its creation by going to the “about” page, selecting the “keywords” and posting your request on the discussion board.  Keywords are added when you select them using the cursor, which highlights them as blue.  Multiple keywords can be added by holding down either the control key (PCs) or the apple key (Mac’s) while selecting the keywords.  In addition to keyword selection, there are also some administrative options available in the properties tab such as creator/contributor and copyright information. Discussion may be either enabled or disabled for your page by selecting the applicable permissions.  Again, don’t forget to save your changes.


Finally, once you have finished the formatting of your page you may submit it for review and publication on the site by selecting “submit” from the “state” dropdown menu in the top right hand corner of the green box.  The ERPinfo.org team will review your article.  Once it is approved, it will be published on the site.  It is then available for peer review by members and viewing by the general user community.

Other forms of content (i.e. News Articles, Events, Folders, Files, etc.) are added and formatted comparably.  There are only a few more points worth mentioning:

· Do NOT add content for which you do not own the copyrights; this includes uploading files, images, PDFs, etc.  Any content on the website must obey all copyright laws.  Also, please reference all contributors and bibliographical information either in the body text, the description text, or the appropriate fields found in the “properties” tab of that item.

· If you are a product vendor, please read the page “________” (Home ( About (…

· Product Forum?

Hopefully, this information will make your experience as an ERPinfo.org editor easy and productive.  If you have any further questions, there are more resources available to help.  In our “About” tab we have a list of Frequently Asked Questions.  You may seek help amongst the ERPinfo.org editing community by participating in our “Member Discussion Forum”, which is also in the “About” section.  Finally, the ERPinfo.org administration team can be reached via email at….  

Again, thank you for joining the ERPinfo.org community and for taking the time to read this guide.
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This is your profile.  You have two options here:





1. View


View your profile.





2. Edit


Edit your profile.  Add/remove personal information, a profile picture, etc.





This is where you can add and edit content on the website.  We will discuss the details of this later.





This is where you can change your personal preferences.  You have two options here:





1.  Change Password





2.  Personal Preferences


This is just another gateway to editing your profile.





This is where you can undo changes you have made to the site.








