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Definitions

Site Owner - The person designated as the primary content creator and Manager of the Wiki.  This person also serves as the business Point of Contact.

Moderator – Person(s) designated as backup content creators under the authority of the Site Owner. 

Searching - Type a search term in the Search box and click either the Go or Search button. 

Go Button - This button searches based on the Page Title only.  If a page with the title is not found, a link to create the page is presented. 

Search Button - This button performs a full text search based on the term(s) entered into the search box.  All pages that contain the search term are returned. 

Edit section – Right hand navigator column area that is used to edit, move, delete and/or protect existing pages, add pages to the Sidebar navigation area and general editing help link.

Special pages section – Right hand navigator column area that allows editor to view file and page information, statistics on pages viewed and modified, upload files (images, documents, etc.) and other Administrative information pertaining to the Wiki based on specific privileges, etc.

Additional Resources

Wikipedia: Cheatsheet 

Wikipedia: Wiki_markup 

How To Perform Basic Tasks



Edit Section 

Creating Pages - Pages are created by typing name of the page into the Search box and clicking the Go button.  The user will then be presented with a link to create the page if it does not already exist. 

Editing Existing Pages - Find the page to be edited either by searching for it or typing it's URL directly into the browser.  Click edit link above and to the right on the page or click the Edit This Page link in the right hand navigator column. 

Cancel edit on Pages – Click on Cancel link at bottom of editing interface.

Preview Pages – Click on Show Preview button at bottom of editing interface to see appearance of your page after modifications to ensure changes are what you anticipated.
Add Page to Sidebar - Click Add Page to Sidebar link in the right hand navigator column which will make the Sidebar the current page.  Click Edit this Page link on the right hand navigator column.  In the Disable Rich Editor interface, add the new desired page link in the format as follows:  pagename | the display text for the link.  Click Save Page button then click the newly-created link.  If the page does not already exist, a link to create it will be presented.  

Add Images to a Page - Edit the page in the Rich Editor mode.  Move the cursor to where the image is desired and click the Insert/Edit Image icon.  Type in the name (or partial beginning of filename and system will search for similar pattern of image names that have been uploaded into system) of the Uploaded image and click OK button. 

*NOTE:  You may have to re-position the image using the drag n’ drop method if the image is not positioned within the page as desired.  (See Handling Odd Circumstances/Errors during Editing section below for more information.)
Add Link to external URL - Edit the page in the Rich Editor mode.  Move the cursor to where the link to another page is desired.  Click the Insert/Edit Link icon. Type in the external URL of the page you want to link to and click OK.   To change the text identifying the external link, in the Disable Rich Editor interface, find the newly-created hyper-link and replace the default identifying text for the URL to something different than the link itself.

      For example:  [http://www.gsa.gov www.gsa.gov]  appears as:  www.gsa.gov  

                           [http://www.gsa.gov GSA homepage] appears as:  GSA homepage           

Add Link to another Wiki Page - Edit the page in the Rich Editor mode.  Move the cursor to where the link to another page is desired.  Click the Insert/Edit Link icon. Type in the name (or part of the beginning) of the page, select it and click OK. 

Add Link To another previously-uploaded Wiki Document 

· click File list link under Special Pages in right-hand column navigator;

· locate the file (either by searching or traversing through the list of files previously uploaded);

· right-click on the file link for the uploaded document and select Properties;
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· after the pop-up window opens, highlight the Address (URL) field;

· right-click and select Copy;

· click on Cancel button to close pop-up window;

· navigate to the content page you want to insert the file link into edit content page in the text editor interface  (Disable Rich Editor);
· enter link in the content page as follows:   [<hyperlink to file>  <name of link>]
   (e.g.   [http://insite.wiki.gsa.gov/MyWiki/images/6/67/NASA-Web2.0-spacebook.ppt  NASA Spacebook]

· click on Save page button;
Delete an existing, previously-uploaded Wiki file or image 

· click File list link under Special Pages in right-hand column navigator;
· locate the file (either by searching or traversing through the list of files previously uploaded);
· click on the <filename> link to edit the image/file;

· click on delete all link under the File history section;

· click on Delete button;
Update/Replace an existing, previously-uploaded Wiki file or image 

· best thing to do is delete the existing image/file following procedures above, then click on all page(s) that had this file inside it;

· click edit and remove the old link to the old image/file;
· click on Insert/Edit image button and re-insert new image/file into the content page;

· click on Save button;

Rename/Move an existing, previously-uploaded Wiki page 

· locate the content page on the Wiki;

· click on Move this page under Edit in the right-hand column navigator;
· enter the new title in the field;

· un-check the Leave a redirect behind field;

· click on Move page button;
How To Perform Special Tasks



Special Pages Section 

Most-recent pages created - Click New pages link in the right hand navigator column to view a listing of the most-recent pages created.
All pages created - Click All pages link in the right hand navigator column to view a listing of all the pages created in the Wiki site.
All files uploaded - Click File list link in the right hand navigator column to view a listing of all the files uploaded to the Wiki site.

Allowable upload file types are:  png, gif, jpg, jpeg, doc, xls, mpp, pdf, doc, xls, ppt
Retrieve statistics for pages - Click Statistics link in the right hand navigator column to view a listing of the page statistics for the Wiki site.  Information includes the number of content pages and uploaded files, registered and active users, most viewed pages, etc. 

Uploading Files - Click Upload File link in the right hand navigator column and pop-up window to Browse to location of the file and click Open button.  Click Upload file button. 

Sitewide information - Click More… link in the right hand navigator column to view specific maintenance reports, page listings, users and rights and other statistical information of all the pages created in the Wiki site.

How to edit pages using the Rich Editor


FCK inline editor Section 
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Find – Click to search for specified text within the page being edited.

Replace – Click to search and replace specified text within the page being edited.
Insert Special Character – Click to view a listing of special characters to insert into the page being edited.
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Insert Horizontal Line– Click to insert a horizontal line the length of the page being edited.

Insert/Edit Table – Click to create or edit a table on the page being edited.
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Insert/Edit Image – Click to create or edit an image on the page being edited.
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Maximize the editor size – Click to view the content page being edited using a full window view allowing more screen to be used to edit the page.

Insert/Edit Anchor – Click to add/edit an anchor on the page being edited.

Insert/Edit Link – Click to add/edit an external link on the page being edited.

Blockquote – Click to add/edit a blockquote on the page being edited.

Insert signature – Click to insert your username email address inside the page being edited.

Insert/Edit Special Tag – Click to add a special tag on the page being edited.
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Insert/Edit categories – Click to view a listing of the Category tags that have been created/inserted into pages being edited.   

To add a tag to the content page being edited, double-click on the existing tag in the Category tree listing.  

To create a new a new tag and add it into the existing content page being edited, enter the new category tag name in the Search category field and click on the Add new button.
To remove a tag from the content page being edited, double-click on the tag you want to remove from the Selected categories listing.
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About FCKeditor – Click to view the version information for the FCKeditor inline editor.
Handling Odd Circumstances/Errors during Editing 

Rich Editor vs. Text Editor
Insert/Edit text – Sometimes after editing and saving text within a content page, you will notice the insertion of odd HTML characters into your content page.   To correct, you should just re-edit the content and remove this text and save it again.   
Example shown below:
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Inserting images into content pages 

Wrong placement of image– Images, when inserted into your content page, should be placed wherever your cursor was placed inside the content area.   However, often times the image is incorrectly placed at the very top of the page.  To correct, you should just drag n’ drop the image into the right area inside the content page and save it.   

Best Practices

Homepage 

Initial homepage information – It is advisable and recommended that the initial Home page for your Wiki contain general information and an introductory to what the purpose of the Wiki is for and its use for editors/readers who pull up the site.   Do not leave this page blank.

Additionally, you may add/edit your sidebar information under the Browse section to accommodate specific informational areas that are vitally important to the site.    See Add Page to Sidebar area in Edit Section of How to Perform Basic Tasks section above.
Category Tags
Insert/Edit categories – It is advisable and recommended that category tag naming be well-thought out and carefully considered prior to creation and naming.   

It should be noted that after a number of category tags have been created, the browser will begin to wrap additional tags to the next line.   Consequently, when tags have multiple words (e.g. Hardware Configuration) those two words could get wrapped and displayed separately and thereby confusing to editors/readers of the site.
Example shown below:
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Instead, one might consider combining the words to produce something like this:
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Category Tag introductory information
Edit/add information – It is advisable and recommended that category tags have a brief overview of information pertaining to the category to display along with all the content pages tagged with that particular category tag at the top of each display.

To do this, click on any tag previously-created and placed at the bottom of every page.    Click on the edit link for that category page and enter some introductory information to identify editors/readers of the content that would be found under that particular tag/area.   
Also recommended would be to add a Horizontal line break at the bottom of this text to separate it from the category tag list.
Example shown below:
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