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Please be advised that though this handbook is regularly updated, it doesn’t necessarily mean that what is already documented is totally concurrent with reality.  Sometimes systems changed, but notes were not taken herein.  Therefore, use this handbook with prudence and feel free to edit as needed.
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Using ImageCafé

Network Solutions

ImageCafé is the Website Builder Tool offered by Network Solutions, the server on which the inpea.net web site is located <www.networksolutions.com/>.  Most everything on INPEA’s website is published through ImageCafé.  The exceptions are some feedback (registration) form files and some imbedded images, etc. that are located in the not_ic folder.  These are located at the /htdocs/ root directory which is accessed through Network Solution’s File Manager or FTP feature.

Backup and the not_ic Folder

Three separate backups can be retained of all the pages and documents uploaded/updated using ImageCafé. The ImageCafé backup system does not include the htdocs/not_ic folder, which contains images/documents used on the web pages through .html code.  There is a backup feature through Network Solutions, Hosting Tools, FTP & Content Publishing, Configurations, Website Backups.  Performing a backup here will include the ImageCafé generated data as well as the not_ic folder.  To insure that a backup is available if the site needs to be restored, snapshots of these are also available for download.

Please be advised that on occasion, Network Solutions has had major updates, including to ImageCafé, and for some reason, had deleted and restored everything INPEA did through ImageCafé.  This restore did not include any other documents/images that were on the inpea.net site because the first five pages at inpea.net were set up by techs at ImageCafé.  Though inpea.net lost everything that was not ImageCafé, merely uploading the backup of the not_ic folder restored the site.

Login

To login, this link may (or may not) work:

https://www.networksolutions.com/manage-it/home.jsp?random=5&home=true

If the above link doesn't work, and you haven’t bookmarked the page, then go to https://www.networksolutions.com/ and login on Manage Account (on upper right).  Once there, look at “My Hosting Packages” for Website Builder Tool.  Click that, then, this once, bookmark this page in your browser. To open the ImageCafé software, click the thumbnail image of INPEA’s home page.

If you need to contact NetSol, the account for inpea.net is #23029327.
Features

Select page to edit - drop-down menu listing all existing pages

Website Pages – Create new pages, edit/update existing pages and menu items

Design Settings – used only once to establish template

Photos & Files – Where documents/images are uploaded to

Web Site Tools – Search Engine Optimization feature and other tools

Preview Web Site
Restore Version - Backup

Publish Web Site – Click when ready with edits/updates to web site.

Select page to edit

Saved blocks

ImageCafé has a "Saved blocks" feature (tab near top of page) which accommodates up to 5 read-to-use preformatted for INPEA blocks. They are there for instant use by dragging and dropping.

Currently, the blocks for this person’s login contained in saved blocks are:

· Line - which is just a divider line block - just drag and drop to get a purple line between other blocks. <hr color="#660099" size="3" width="100%">

· Return to Top – an anchor link and text (need to add Top anchor code at top of page for this to work)  <div align="center"><font size="1"> <i><a mce_real_href="#Top" href="#Top">Return to Top</a></i> </font> </div>

· Reader – the page footer that contains a link to download Adobe Reader on the left, and INPEA contact information on the right. Click for Code

· General info block – the block that contains the several e-mail and web links.

· A representative basic block named CountryRep.

Text Tip Relating to Special Characters

Some of the text entered onto INPEA’s web pages comes from third-party sources.  Therefore, in text documents where the copied text comes from, there may be a fair amount of unnecessary data contained in hidden code that relates to formatting.  Because of this, there is sometimes an issue with special characters and accents over letters, as in Café, that cause them to show up on the web as indiscernible characters.

This is most usually caused by copy/pasting from a third-party word processor (e.g. MS Word, Open Office Writer) directly into the web page created by ImageCafé.  It is recommended to first paste the text into Notepad/Text Editor. This sometimes removes any bad formatting that might conflict with ImageCafé. Then copy/paste from Notepad/Text Editor to the web page.  To see if this excess code has been eliminated, from Edit Text, go into html editor.  If obvious, delete the unnecessary code.

Another way to overcome this is to re-type the text and, if there are any, use the Ω Insert special characters feature to place them.

Then, after the page is published, go to it on the web.  Verifying that special characters appear correctly might need a refresh of your browser.

If characters do not appear correctly, return to Edit Text for that block.  Use the Ω Insert special characters feature to replace them within the text.  May need to review the code in html editor, too.

html code

Most all html starts with a code:

<code ...="value or not"> and ends with </code>

<font ...="value or not">Text to apply font selections to</font>

<b>Bold</b>

<td>table data</td>

<br> There are a few exceptions, such as a hard line break <br>

html anchors

Anchors are very useful for directing links to exactly where the focus should be from the on –click.

For example, http://www.inpea.net/contacts.html would take the user to the top of the Contacts page.  Whereas using an anchor, http://www.inpea.net/contacts.html#africa - takes the user directly to the Africa National Representatives section of the Contacts page.

The following code is inserted in Edit Text/html editor of the block where links come from/go to.

This is the minimal code to insert in html editor of the block for the anchor on the page where the view goes to:

<a id="Any_Anchor_id"></a>

OR, if using name, insert the following code instead:

<a id="Any_Anchor_id" name="Any_Anchor_Name"></a>

Remember, the anchor id is case sensitive and cannot include spaces nor most special characters.

This is the code to make a link to click on the same page as the anchor:

<a href="#Any_Anchor_id">Any Text that appears as a blue underlined link on same page</a>

Insert this code wherever a link is needed and update text accordingly.

This is the code to make a link to click on a different page from the anchor:

<a href="#http://www.inpea.net/whichpage.html/#Any_Anchor_id">Any Text that appears as a blue underlined link from different page</a>

Insert this code wherever a link is needed and update text accordingly.

Example of region anchor links:

Text:

Global Region || Africa || Asia || Europe || Latin America & Caribbean || North America || Oceania ||

Html code for above region links on same page as section:

<div 2="" align="right"><font color="#990099">Global Region || <a href="#africa" mce_real_href="#africa">Africa</a> || <a href="#asia" mce_real_href="#asia">Asia</a> || <a href="#europe" mce_real_href="#europe">Europe</a> || <a href="#latin_america" mce_real_href="#latin_america">Latin America &amp; Caribbean</a> || <a href="#north_america" mce_real_href="#north_america">North America</a> || <a href="#oceania" mce_real_href="#oceania">Oceania</a> ||</font></div>

This is the minimal code to insert in html editor of the block for the anchor on the page where the view goes to:

<a id="region"></a >

Embed Image in Text

Though ImageCafé has a feature to make one segment of a block hold an image, it is sometimes necessary to have the image embedded within the text.  An example of this is on INPEA’s home page where the IAGG logo appears.  An image embedded within the text.

When in edit mode for the block, select html code editor.

Flags of all Nations

This code is for imbedding the flag of a country within the text block:

<img alt="" src="http://www.inpea.net/not_ic/flags/flag_unitedstates.jpg" border="0" height="48" width="72">

Edit the code for flag_country.jpg and height=, width= as needed.

Image and Hot Link

The following code shows just an image:

<img alt="" src="http://www.inpea.net/not_ic/graphics/197_IAGG_96clr_lav.gif" border="0" height="108" width="137">

The following code shows that the image is also a hot link to another web site which will open in a new window:

<a href="http://www.iagg.com" target="_blank"><img alt="" src="http://www.inpea.net/not_ic/graphics/197_IAGG_96clr_lav.gif" border="0" height="108" width="137"></a>

Flag and Country Name Header

with Anchor (in table)

This example uses the US.

<a id="US"></a>

<table class="mceVisualAid" valign="middle" align="left" border="0" cellpadding="1" cellspacing="1" width="100%"><tbody>

<tr valign="middle">

<td colspan="1" rowspan="1" class="mceVisualAid"><img mce_real_src="http://www.inpea.net/not_ic/flags/flag_unitedstates.jpg" alt="" src="http://www.inpea.net/not_ic/flags/flag_unitedstates.jpg" border="0" height="48" width="72">

<font color="#660099" face="'trebuchet ms', tahoma, sans-serif" size="4">UNITED STATES</font></td>

</tr>

</tbody></table>

Embedded Image Storage

As graphics are stored by their pixel size when uploaded and used through Image Café, it sometimes makes them unwieldy to find in the long images list. For ease of use for determining a path name, these same files are stored in a separate folder in the htdocs root directory – not_ic. Click here for further info on not_ic.
Embed QuickTime Video in Text

For some reason, it’s better to copy/paste the whole code into the html editor of the text block displaying the video. The code below is for a 240x320 - 300 kbps streaming .mp4. 

<p align="center"><object classid="clsid:02BF25D5-8C17-4B23-BC80-D3488ABDDC6B" codebase="http://www.apple.com/qtactivex/qtplugin.cab" height="256" width="320" align="middle">

<param name="src" value="not_ic/idop/IDOP2010_UNVienna_300KStr.mp4" />

<param name="autoplay" value="false" />

<param name="controller" value="true" />

<embed align="middle" height="256" pluginspage="http://www.apple.com/quicktime/download/" src="not_ic/idop/IDOP2010_UNVienna_300KStr.mp4" type="video/quicktime" width="320" controller="true" autoplay="false"></embed> 

</object></p>

<p align="center"><font size="-1">To begin photo slideshow, please click  play <img src="not_ic/btns/btn_video_play.gif" alt="" height="17" width="17" align="absmiddle" border="0" /> button above<br />

<em>(00:01:12 - 2.5MB 300 Kbps Streaming.mp4)</em></font></p>

Buttons for email links

Because spammers fish the net for e-mail addresses, etc., instead of the actual e-mail address in text, spam may be reduced by having the link as an image.  Following is the code for sending e-mail to contactus@inpea.net using a button with a mouseover:

<a mce_real_href="mailto:contactus@inpea.net" href="mailto:contactus@inpea.net" onmouseover="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_inpea_mo.gif'" onmouseout="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_inpea.gif'"><img mce_real_src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" name="email01" alt="email inpea button" border="0" height="18" width="158"></a>

This example uses the subject line auto fill-in code by adding ?subject= after the .net. The %20 denotes a space: 

<a mce_real_href="mailto:contactus@inpea.net?subject=Information%20Request" href="mailto:contactus@inpea.net?subject=Information%20Request" onmouseover="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_inpea_mo.gif'" onmouseout="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_inpea.gif'"><img mce_real_src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" name="email01" alt="email inpea button" border="0" height="18" width="158"></a>

When using more than one e-mail button mouseover function on a page, the NAME needs to be made unique; i.e., if email01 is already used, then increment to email02, etc. The code in the e-mail button examples in this manual uses email01 for contactus, email02 for weaad, and email03 for rswolf-award. The following code shows the instances in highlight of the NAME which needs to be unique for that page:

<a mce_real_href="mailto:contactus@inpea.net?subject=Information%20Request" href="mailto:contactus@inpea.net?subject=Information%20Request" onmouseover="document.email04.src='http://www.inpea.net/not_ic/btns/btn_email_inpea_mo.gif'" onmouseout="document.email04.src='http://www.inpea.net/not_ic/btns/btn_email_inpea.gif'"><img mce_real_src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" name="email04" alt="email inpea button" border="0" height="18" width="158"></a>

Borders

A border can be placed around the individual ImageCafé block by clicking the cross in the upper left corner, and selecting color, size and sides.

Background

To embed an image as the background in an ImageCafé block:

For example, to display the purple gradient as used on the home page, it’s most efficient to create a table and use background="http://inpea.net/not_ic/graphics/TextBlockBackground.gif":

<table class="mceVisualAid" editor_id="mce_editor_0" background="http://inpea.net/not_ic/graphics/TextBlockBackground.gif" border="0" cellpadding="2" cellspacing="8" width="100%">

Color Codes of Purple

Though not all of the purples on the INPEA web site are “standard”, the most used colors for a darker purple are #660099 and #990099.  One of the lighter lavender colors used for background (selected by clicking the cross in the upper left corner of the individual ImageCafé block) is #ddccff.
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Web Site Pages

Basic Features

Create New Pages 

Select existing pages to edit/update

Rename pages

Create New Pages

In the Web Site Pages section of ImageCafé, in the pages templates box, click Blank. In New Page Name box, type new page name here.

Then drag the “Drag me!” page icon into the web site page list to the left, either place in a menu, or put at the bottom with the other pages not directly in a menu.

Click on page name for menu, selecting Edit Page.

Also note, that at some point, the new page should be added to the Site Map page.

Edit New Page

When the new page is edited for the very first time, there are ready-to-use Saved blocks that can be merely dragged and dropped into the new page.

Divider lines - the saved block named “line” – drag and drop several divider line blocks onto the new page, maybe four or five.

ReturnTop block - drag and drop one at the bottom of the page, either just below or above the last divider line.

If appropriate for content on the new page, just above the bottom, drag and drop a “reader” or “General” block, between two divider lines.

Next, add a page heading. From ImageCafé’s Insert Item option, Text & Docs icon, drag a Text box to just under the very top divider line.  This block will open in Edit Text; type in the page title; highlight; select font - Trebuchet MS; size - #5 –18; color – purple - #660099 (from color pop-up window, on top row of, third one in from right.) Continue to save.

The divider line at the very top of the page is most essential because if there are links this close to the top of the page, they don’t work.  Links below this top divider line do function.

Also, as this is the top of the page, a “Top” anchor is needed here.  On the topmost divider line block, go into Edit Text… html editor to put in the Top anchor code (case sensitive).

<a id="Top" name="Top"></a>

To exit html editor, click Update. 

To exit block Edit Text, click Continue.

Continue to populate the page.

New pages should also have a link added to the Site Map page, so edit it accordingly.

Go into Web Site Tools, select Search Engine Optimization, and enter appropriate info for this page.

Create Section Header

Below is the example of a section header using the “Members in the News” section on the News page:

<a id="members" name="members"></a>

<table class="" align="center" background="http://inpea.net/not_ic/graphics/TextBlockBackground.gif" border="2" bordercolor="#990099" cellpadding="30" cellspacing="0" height="100%" width="100%"><tbody>

<tr>

<td class=""><br><font color="#660099" face="'trebuchet ms', tahoma, sans-serif" size="4">&nbsp;&nbsp; Members in the News</font><br><br></td>

</tr>

</tbody></table>

To create a section header:

copy the above code

in ImageCafé, drag a new text block in place, which should open in text editor

select html editor and paste in the code

substitute the new section header info in place of “Members” in two places


the anchor at id=”new_section” and name= “new_section” – no spaces


and, the title after the space holders: &nbsp;&nbsp; New Section Title Here

Click update, then Continue.
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Adding a newly published Bulletin

If file-naming conventions are followed, the filename for the bulletin is INPEA_Bulletin_20yy_mm.pdf, where yy is the year and mm is the two-digit numeric month.

Open Image Café.

Go to Photos and Files to upload the bulletin.

Scroll down to resources sub-folder then highlight the newsletters sub-folder.

Click the Upload Files button above.

When the Upload Files From Your Computer window opens, click the Add button.

In the Open file window, locate the bulletin to be uploaded, select it, and click Choose.

After it appears in the Upload window, click the Upload button.

The file is then available for linking.

Select the Bulletins web page to edit.

After it is loaded, scroll to just below the INPEA Bulletins heading.

From the Image Café features above, select Building Blocks.

On the triple column block, hold the mouse down on its image, and drag it to just below the heading block until area turns green, then drop. 

From the Insert Item feature, from the Text & Docs features, drag the (first) Text icon into the first column of the new block until area turns green, then drop.

The Edit Text window should be open.

Type in the Month year. (see previous listings for format.)

To get the bullet in front of the text, with the cursor on the text line, from the editor icons, click the Unordered List icon. (second row – toward right.)

If text is ready, from the Edit Text window, click the Continue button.

After the page refreshes, scroll down to the new block.

From the Insert Item feature, from the Text & Docs features, click and drag the (first) Text icon into the second column of the new block until area turns green, then drop.

The Edit Text window should be open.

Type a brief description of the main features/contents of this bulletin.

Click the Continue button.

After the page refreshes, scroll down to the new block.

From the Insert Item feature, from the Text & Docs features, click and drag the (second) Docs icon into the third column of the new block until area turns green, then drop.

The Add a Link to a Document File window opens.

From the top pull-down menu, Choose from file… select Photos and Files.

The Select File From Your Photos and Files Library window opens.

Scroll to the newsletters folder and select it.

Within that folder, locate the bulletin document to be linked and click the radio button.

Click the Continue button above.

The filename now appears following the Current Document File attribute.

Highlight and copy this name, and paste into the Display Properties text box.

Click the checkbox to have this text displayed with the link.

May also include file size following if available. (see previous listings for format)

Also click the checkbox for the display icon feature, and click the radio button for the icon of the file format – i.e., .pdf or .doc or whatever.

Click the Save Changes button.

After the page refreshes, scroll down to the new block.

Review the listing.

If there are no further edits, click the Publish Web Site icon (top of page - right).

Click the Publish button.

After publishing is complete, visit the page to review.

Does the link work?
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INPEA Contacts Page

The basic layout of the Contacts page uses the triple-column block for each entry.

Column 1 – Title/flag

Column 2 – Name & address

Column 3 – e-mail and other contact information

The exception is the board of directors, who are listed in two columns by region/country.

eMail Addresses and subject

If the representative does not have an e-mail address, the default is contactus@inpea.net. For updating the reps e-mail, see third column notations.

When the e-mail link is clicked, text can automatically be placed on the subject line, i.e., “INPEA-Contacts” (or any other optional text) whether for the contactus or for the representatives e-mail address.

In Edit Text for that e-mail… go into html editor.

To the link references, add ?subject=INPEA-Contacts (or any text) after the e-mail address before the quote, as follows:

<a mce_real_href="mailto:contactus@inpea.net?subject=INPEA-Contacts" href="mailto:contactus@inpea.net?subject=INPEA-Contacts">Click here to e-mail Representative</a>

Country flag

Flags that already appear on INPEA's site are found in the Photos and Files section in the images/flags folder. All flags are 72dpi, mostly all are 72dpi x 48dpi (1 inch by .667 inches).

If a flag is needed, go to http://www.theodora.com/flags/

select the country then download/copy the 1" flag.

Save the file as flag_name.jpg, then upload to ImageCafé… Photos & Files… images/flags.

It's now ready to be used anywhere on the site.

As noted below, all that is requested for use of these flags is the following credit be added to the page.

Flags courtesy of ITA's Flags of All Countries used with permission.

Flag images can also be used for hotlinks, as stated below.

To note: Some of the flags are hot links to that country's website

New Representative

New Country & New Representative

First, if the flag is not in the images/flags folder of Photos & Files, see Country flags section above to obtain the flag for use on the INPEA web site.

On Contacts page, from Saved blocks, drag the CountryRep (triple-column) to where the new country is to be placed - in it's respective Global Region - in alphabetic order.

In the first column, under the INPEA flag, click the Image Properties button.

Click to change the image from the Photos & Files selection, in the images folder, click on the flags sub-folder.  Find and select the new flag. (If ImageCafé automatically saves this selection, just click on Image Properties again to continue.)

In the caption box, type the country name in CAPITAL letters.

If the country has an INPEA or like site, the flag can become a hot link by entering the http:// address in the link box.

(Good way to get is to go to that web site, select the address line, copy the address, then paste into link box.)

Choose same or different window.

Save.

Allow time for page to reload.  Scroll to block.

For second column, click Edit Text; type
 in Rep name, title, and address.

Click Continue.

Allow time for page to reload.  Scroll to block.

For third column, click Edit Text.  The default e-mail is the link ‘Click here to e-mail Representative’ – with the e-mail link going to contactus@inpea.net. For adding the reps e-mail, it’s probably most efficient to go into html editor, and paste it there.

Copy the reps e-mail address; switch to the html editor window for that block; highlight one reference to the contactus@inpea.net e-mail, then paste in the reps e-mail.  Highlight and paste for the other reference to the e-mail address as well. Make sure there are no extra spaces between the : and the ? of the e-mail reference.

<a mce_real_href="mailto:contactus@inpea.net?subject=INPEA-Contacts" href="mailto:contactus@inpea.net?subject=INPEA-Contacts">Click here to e-mail Representative</a>

`Click Update to return to the Edit Text window.

So that it is part of the link, type in name of Country/Region between e-mail ___ Representative.

Type1 in telephone contact info, if available.

Click Continue.

When complete, Publish.

New Representative for Country

On Contacts page, scroll to block.

Column one, flag and country name should be already there.

See notations in New Country & New Representative for second and third columns.

When complete, Publish.
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Donations

Donate button code

Attempt to get donate button to have a mouseover function.

Current code without mouseover:

<div align="center"><font color="#660099"><b>Click the button to donate now<br>using PayPal<br>>with a one-time credit card payment<br >or use your existing PayPal account.</b></font><br></div><br><div align="center"><form action="https://www.paypal.com/cgi-bin/webscr" method="post">

<input name="cmd" value="_s-xclick" type="hidden">

<input name="hosted_button_id" value="5547167" type="hidden">

<input src="https://www.paypal.com/en_US/i/btn/btn_donateCC_LG.gif" name="submit" alt="PayPal - The safer, easier way to pay online!" type="image" border="0">

<img mce_real_src="https://www.paypal.com/en_US/i/scr/pixel.gif" alt="" src="https://www.paypal.com/en_US/i/scr/pixel.gif" border="0" height="1" width="1">

</form></div>

------ - - - - - -

<div align="center"><font color="#660099"><b>Click the button to donate now<br>using PayPal<br>with a one-time credit card payment<br>or use your existing PayPal account.</b></font><br></div><br><div align="center"><form action="https://www.paypal.com/cgi-bin/webscr" method="post">

<input name="cmd" value="_s-xclick" type="hidden">

<input name="hosted_button_id" value="5547167" type="hidden">

<input name="submit" onmouseover="document.submit.src='http://www.inpea.net/not_ic/btns/btn_donate_mo.gif'" onmouseout="document.submit.src='http://www.inpea.net/not_ic/btns/btn_donate.gif'" type="image" border="0"><img mce_real_src="http://www.inpea.net/not_ic/btns/btn_donate.gif" src="http://www.inpea.net/not_ic/btns/btn_donate.gif" name="submit" alt="PayPal - The safer, easier way to pay online!" border="0" height="55" width="122"></form></div>

Not done – needs research…

Proposed code to integrate somehow into code above to have mouseover function:

<a mce_real_href="mailto:contactus@inpea.net" href="mailto:contactus@inpea.net" onmouseover="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_inpea_mo.gif'" onmouseout="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_inpea.gif'"><img mce_real_src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" name="email01" alt="email inpea button" border="0" height="18" width="158"></a>
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Membership Information Form

Since ImageCafé/NetSol forms are limited, the initial form is established through their system to establish e-mail links, etc., but then formatted in (personal) web development software.

If edits/updates are needed to the membership submission form, then these are done in the master in the web software.  This code is then copied just for the form – not the whole page.

See example of membership form code at Appendix D.
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Membership Dues

PayPal links

Developed Country Member Dues Code

<div align="center"><b><font color="#660099"><br>INPEA Membership</font></b><br></div><b><font color="#660099"><br>for Individual<br>in Developed Country</font></b><br><br><br><b><font editor_id="mce_editor_0" color="#660099">$50 USD</font></b><br><br></div><div align="center"><font color="#660099"><i>Click for PayPal</i></font><br></div>

<form method="post" action="https://www.paypal.com/cgi-bin/webscr" target="_blank">

<input name="cmd" value="_xclick" type="hidden"><input name="business" value="donate@inpea.net" type="hidden"><input name="item_name" value="INPEA Membership for Individual in Developed Country" type="hidden"><input name="item_number" value="06D" type="hidden"><input name="amount" value="50.00" type="hidden"><input name="currency_code" value="USD" type="hidden"><input name="shipping" value="0.00" type="hidden"><input name="shipping2" value="0.00" type="hidden"><input name="handling" value="0.00" type="hidden"><input name="no_shipping" value="0" type="hidden"><input name="no_note" value="1" type="hidden"><input name="cn" value="" type="hidden"><input name="undefined_quantity" value="" type="hidden"><input name="return" value="http://inpea.net" type="hidden"><input name="cancel_return" value="http://inpea.net" type="hidden"><input name="bn" value="NetworkSolutions-ImageCafé" type="hidden"><input name="pal" value="pal" type="hidden"><input name="mrb" value="mrb" type="hidden">

<input name="add" src="http://www.inpea.net/not_ic/btns/btn_membership_dues.gif" type="image" border="0"></form><br>

Developing Country Member Dues Code

<div align="center"><b><font color="#660099"><br>INPEA Membership</font></b><br></div><b><font color="#660099"><br>for Individual<br>in Developing Country<br>as designated by WHO</font></b><br><br><b><font editor_id="mce_editor_0" color="#660099">$25 U</font><font color="#660099">SD</font></b><br><br></div><div align="center"><font color="#660099"><i>Click for PayPal</i></font><br></div>

<form method="post" action="https://www.paypal.com/cgi-bin/webscr" target="_blank">

<input name="cmd" value="_xclick" type="hidden"><input name="business" value="donate@inpea.net" type="hidden"><input name="item_name" value="INPEA Membership for Individual in Developing Country" type="hidden"><input name="item_number" value="06W" type="hidden"><input name="amount" value="25.00" type="hidden"><input name="currency_code" value="USD" type="hidden"><input name="shipping" value="0.00" type="hidden"><input name="shipping2" value="0.00" type="hidden"><input name="handling" value="0.00" type="hidden"><input name="no_shipping" value="0" type="hidden"><input name="no_note" value="1" type="hidden"><input name="cn" value="" type="hidden"><input name="undefined_quantity" value="" type="hidden"><input name="return" value="http://inpea.net" type="hidden"><input name="cancel_return" value="http://inpea.net" type="hidden"><input name="bn" value="NetworkSolutions-ImageCafé" type="hidden"><input name="pal" value="pal" type="hidden"><input name="mrb" value="mrb" type="hidden">

<input name="add" src="http://www.inpea.net/not_ic/btns/btn_membership_dues.gif" type="image" border="0"></form><br>

Student Member Dues Code

<div align="center"><b><font color="#660099"><br>INPEA Membership</font></b><br></div><b><font color="#660099"><br>for Students<br><br></font></b><br><br><b><font editor_id="mce_editor_0" color="#660099">$15 USD</font></b><br><br></div><div align="center"><font color="#660099"><i>Click for PayPal</i></font><br></div>

<form method="post" action="https://www.paypal.com/cgi-bin/webscr" target="_blank">

<input name="cmd" value="_xclick" type="hidden"><input name="business" value="donate@inpea.net" type="hidden"><input name="item_name" value="INPEA Membership for Students" type="hidden"><input name="item_number" value="10S" type="hidden"><input name="amount" value="15.00" type="hidden"><input name="currency_code" value="USD" type="hidden"><input name="shipping" value="0.00" type="hidden"><input name="shipping2" value="0.00" type="hidden"><input name="handling" value="0.00" type="hidden"><input name="no_shipping" value="0" type="hidden"><input name="no_note" value="1" type="hidden"><input name="cn" value="" type="hidden"><input name="undefined_quantity" value="" type="hidden"><input name="return" value="http://inpea.net" type="hidden"><input name="cancel_return" value="http://inpea.net" type="hidden"><input name="bn" value="NetworkSolutions-ImageCafé" type="hidden"><input name="pal" value="pal" type="hidden"><input name="mrb" value="mrb" type="hidden">

<input name="add" src="http://www.inpea.net/not_ic/btns/btn_membership_dues.gif" type="image" border="0"></form><br>
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WEAAD

Overview

With WEAAD, it is tried to keep documents and web pages “generic” in that the year is omitted.  Obviously, there are documents that the year is needed to be included.  To keep website maintenance to a minimum, these documents, though containing the year, still have a “generic” document file name: ex. weaad_calltoaction.pdf.  In this way, the links that are on the web remain the same, with the updated document being uploaded to Photos & Files.  These annual documents are mostly contained in the weaad folder, downloads sub folder.

WEAAD downloads folder documents

These are the annual documents in Photos & Files/weaad/downloads that are available on the WEAAD Resources page at http://www.inpea.net/weaad.html.

	Filename
	Update annually*
	Last updated to year
	8.5x11
.doc
	8.5x11
.pdf
	11x17
.doc
	11x17
.pdf

	Weaad_community_toolkit
	No
	2010
	Yes
	Yes
	
	

	weaad_Press_Release
	Yes
	2011
	Yes
	Yes
	
	

	weaad_core_message
	No
	2011
	Yes
	Yes
	
	

	Elder_Abuse_Fact_Sheet
	No
	WHO 2002
	
	Yes
	
	

	weaad_calltoaction
	Yes
	2011
	Yes
	Yes
	
	

	weaad_event_poster
	Yes
	2011
	Yes
	Yes
	Yes
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	weaad-survey
	No
	2011
	Yes
	
	
	


*Update Annually:  Each document is opened, and perused/read to find all text relating to a specific year/date and updated accordingly.  This includes incrementing the year by one year, changing # annual to the next number, changing the day of the week if noted.

All pertinent graphics are updated.  The WEAAD tree and INPEA & IAGG logos as needed.

Please note that each change adds to the file size.  To reduce file size, when complete with edits, do a File… Save As… and make the filename slightly different.  In My Computer/Finder on your drive where you have saved the document to before uploading, delete the previous document, and rename the new one to the generic name.  (Or make your own system to attain the same object: ex., make a working document to edit, then save as on the original generic name.)

When documents are ready to be uploaded, login to ImageCafé, go to Photos & Files, scroll down to the weaad folder section, select the downloads folder, click on the Upload Files button above, and follow on-line prompts from there to complete the upload.  To have these available on the web, Publish the website.  Then, if so inclined, go to http://www.inpea.net/weaad.html, refresh the page, and click a document to download to verify that the update is complete.

WEAAD Posters

The WEAAD CCSF* Posters need to be updated each year.  The .pdf files are 11x17 200 ppi, and edit as needed to updated the year and save on same name in same place (weaad_#P_language.pdf – P stands for Poster size).  From the updated 11x17, a 8.5x11 @ 72ppi is created, and saved on same name in same place as the previous year’s _L.pdf (L for Letter size).  The .gif files are thumbnails 1.75x2.69 @ 72ppi and are not necessarily updated because the type is so small anyway.

*CCSF is the City College of San Francisco – the originators of these posters in 2007.  They also updated them in 2008.  Beginning 2009, it has been INPEA’s responsibility to update them.

WEAAD Logos

Each year the WEAAD logo needs to be updated and uploaded.  As of this writing, the logo is the wind-blown tree.  To minimize web site maintenance, the filenames remain the same and are uploaded to the same place.  For ImageCafé files, Photos and Files, weaad sub-folder, graphics.  For other linked files, use ftp or file manager to upload to htdocs/not-ic/weaad/graphics. The link is entered as http://www.inpea.net/not-ic/weaad/graphics/…then individual filename. Therefore, when the updated files are uploaded, they are automatically linked to the web site.  Just for archive purposes, there are a very few WEAAD logo images with filenames that include the year and need to be uploaded to the individual weaad year folder so the reference remains the same no matter the year.

	WEAAD
_Logo_#
.psd
	Inches
	English
	Francois
	Espanol
	WEAAD
 large
	WEAAD
large gray
	Plain
Text
	Plain
Text
year
	Tree
only

	600
	15x5.677
	.jpg
	.jpg
	.jpg
	
	
	
	
	.jpg

	300
	15x5.677
	.jpg
	.jpg
	.jpg
	
	
	
	
	.jpg

	128
	10x3.781
	.jpg
	.jpg
	.jpg
	.jpg
	.jpg
	.jpg
	
	.jpg

	
	
	.png
	.png
	.png
	.png
	.png
	.png
	
	.png

	
	
	.eps
	.eps
	.eps
	.eps
	.eps
	.eps
	
	.eps

	72
	7.5x2.833
	.jpg
	.jpg
	.jpg
	.jpg
	.jpg
	.jpg
	.jpg
	.jpg

	
	
	.gif
	.gif
	.gif
	.gif
	.gif
	.gif
	
	.gif


The master logo file, WEAAD_Logo_600.psd, was created and is updated using Adobe Photoshop. In the 600 resolution file, the year on each language layer need to be updated, the English, Francois, Espanol, and WEAAD Large, WEAAD gray and plain text layers. Each of the language layers and a tree only is saved as .jpgs with maximum settings at 600.

Then, to create the 300ppi files, File… Save As…, with the 600 and rename to WEAAD_Logo_300.psd.  Then, with this new file, reduce the image size from 600 gradually by 90% increments until 300 resolution is reached.  Then, save each of the language layers and tree only as .jpgs at 300 with maximum settings.

Then, to create the 128ppi files, File… Save As…, with the 300 and rename to WEAAD_Logo_128.psd.  Then, with this new file, reduce the image size from 300 gradually by 90% increments until 128 resolution is reached.  The large WEAAD year layer needs to be added here, in dark text, bevel and emboss.  Save.  Duplicate this large layer, remove bevel and emboss, and change color to light gray.  Duplicate the tree layer also, remove bevel and emboss.  With only the two gray layers visible, save as… WEAAD_Large_gray_128.jpg, etc. Then with only the full tree and one language of the other layers visible, save each as .jpg at 128 with maximum settings, as .png, and as .eps.

Then, to create the 72ppi files, File… Save As…, with the 128 and rename to WEAAD_Logo_72.psd.  Then, with this new file, reduce the image size from 128 gradually by 90% increments until 72 resolution is reached.  Save each of the layers for web at .jpg high at 72.  Save each of the layers for web at .gif 128 dithered.  Also, save one of the plain text layers with the filename including the year for the archive files – i.e., WEAAD2010_Logo_72.jpg Upload this one to Photos and Files, weaad/weaadyyyy/images_wyy. (y=year) For any pages or sections that get archived, use this logo reference.

Links to update each year

	Page
	Section
	Links to update for current year

	WEAAD Main Page
	Top Section
	Save the Date – links to current weaadyyyy_savethedate_place.pdf

	
	
	WEAAD logo image

	
	Do you or your community plan to recognize…
	WEAAD Around the World - Global Events

	
	
	WEAAD Global Reports

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Button for WEAAD email links

Following is the code for sending e-mail to weaad@inpea.net using a button:

<a mce_real_href="mailto:weaad@inpea.net" href="mailto:weaad@inpea.net" onmouseover="document.email02.src='http://www.inpea.net/not_ic/btns/btn_email_weaad_mo.gif'" onmouseout="document.email02.src='http://www.inpea.net/not_ic/btns/btn_email_weaad.gif'"> <img mce_real_src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" src="http://www.inpea.net/not_ic/btns/btn_email_weaad.gif" name="email02" alt="email weaad button" align="middle" border="0" height="18" width="158"></a>

This example uses the subject line auto fill-in code ?subject after the .net for Information Request. The %20 denotes a space:

<div align="center">If you have a question about World Elder Abuse Awareness Day, please contact us at <a mce_real_href="mailto:weaad@inpea.net?subject=Information%20Request" href="mailto:weaad@inpea.net?subject=Information%20Request" onmouseover="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_weaad_mo.gif'" onmouseout="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_weaad.gif'"><img mce_real_src="http://www.inpea.net/not_ic/btns/btn_email_weaad.gif" src="http://www.inpea.net/not_ic/btns/btn_email_weaad.gif" name="email01" alt="email weaad button" border="0" height="18" width="158"></a></div>

WEAAD Global Events Page

Country Name with flag

<a id="country anchor name"></a ><img alt="" src="http://www.inpea.net/not_ic/flags/flag_countryname.jpg" border="0" height="48" width="72"><font color="#660099" face="'trebuchet ms', tahoma, sans-serif" size="3">NAME HERE CAPS</font>

WEAAD Global Reports Page

Formatting for the Reports page is as follows:

Page Title

<font color="#660099" face="'trebuchet ms', tahoma, sans-serif" size="5">WEAAD Around the World - Global Reports 2009</font>

Country Name with flag

<a id="country anchor name"></a ><img alt="" src="http://www.inpea.net/not_ic/flags/flag_countryname.jpg" border="0" height="48" width="72"><font color="#660099" face="'trebuchet ms', tahoma, sans-serif" size="3">NAME HERE CAPS</font>
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Rosalie S. Wolf Memorial Award

Email button

The following code is to insert an e-mail button with mouseover:

<a mce_real_href="mailto:rswolf-award@inpea.net?subject=Information%20Request" href="mailto:rswolf-award@inpea.net?subject=Information%20Request" onmouseover="document.email03.src='http://www.inpea.net/not_ic/btns/btn_email_rswolf_mo.gif'" onmouseout="document.email03.src='http://www.inpea.net/not_ic/btns/btn_email_rswolf.gif'"> <img mce_real_src="http://www.inpea.net/not_ic/btns/btn_email_rswolf.gif" src="http://www.inpea.net/not_ic/btns/btn_email_rswolf.gif" name="email03" alt="email rswolf button" align="middle" border="0" height="18" width="158"></a>

Archives

Add New Archive Page

To get started, first establish the new Archive page. Refer to the Create New Page and Edit New Page sections of this handbook for the basic INPEA web site formatting features for new pages.

In ImageCafé, from the “Select page to edit” drop-down menu, click on the Archiveyyyy (year) page that the block is to be added to, which should open in edit mode.

The page title should be “Archives YYYY” in font - Trebuchet MS; size - #5 –18; color – purple - #660099.

The “reader” saved block should be near the bottom, above the last “Return to Top” block and divider line.

Just above the page heading, but below the Top divider line, drag and drop another text block.  When it opens in edit mode, select html editor and paste the following code:

<div align="right"><font color="#660099">Archives || <a mce_real_href="http://www.inpea.net/reportsresources/archives.html" href="http://www.inpea.net/reportsresources/archives.html" target="_self">Main</a> || 2011 || <a type="0" target="_self" mce_real_href="http://www.inpea.net/archives2010.html" href="http://www.inpea.net/archives2010.html">2010</a> || <a mce_real_href="http://www.inpea.net/archives2009.html" href="http://www.inpea.net/archives2009.html" target="_self">2009</a> || <a mce_real_href="http://www.inpea.net/archives2008.html" href="http://www.inpea.net/archives2008.html" target="_self">2008</a> || <a mce_real_href="http://www.inpea.net/archives2007.html" href="http://www.inpea.net/archives2007.html" target="_self">2007</a> || <a mce_real_href="http://www.inpea.net/archives2006.html" href="http://www.inpea.net/archives2006.html" target="_self">2006</a> || <a mce_real_href="http://www.inpea.net/archives2005.html" href="http://www.inpea.net/archives2005.html" target="_self">2005</a> || <a mce_real_href="http://www.inpea.net/archives2004.html" href="http://www.inpea.net/archives2004.html" target="_self">2004</a> ||</font></div>

Click Update button.  The text block should look like:

Archives || Main || 2011 || 2010 || 2009 || 2008 || 2007 || 2006 || 2005 || 2004 ||

Edit this for further updates as needed. Click Continue.

Below the page title text block, drag and drop another text block for the months.  When it opens in edit mode, select html editor, and copy/paste the following code: 

<div align="right"><font color="#660099">|| January || February || March || April || May || June || July || August || September || October || November || December ||

</font></div>

Click Update button.  The text block should look like:

|| January || February || March || April || May || June || July || August || September || October || November || December ||

Click Continue.

Adding blocks to Archives

With the ArchivesYYYY page in edit mode, check to see if the Month Year section header is needed.  If so, drag/drop a text block in chronological order where needed.

When the Edit Text window opens, click on the html editor feature.

Copy the following code which includes the anchor and paste into html.

<a id="mmyy" name="mmyy"></a><b><font face="'trebuchet ms', tahoma, sans-serif" size="3">Month year</font></b><br><div align="right"><b>___________________________________________________________________</b></div>

Replace the 2 occurrences of mmyy with the 2-digit month and 2-digit year (“within quotes”).

Replace Month with full name of month and year with the 4-digit year.

Update/Continue

For new Month Year section headers, activate the link for that month at the top of the page:

|| January || February || March || April || May || June || July || August || September || October || November || December ||

Within Edit Text for this block, click on the html editor feature.

Insert this code directly before the month.

<a href="#mmyy">

Replace the occurrence of mmyy with the 2-digit month and 2-digit year (“within quotes”).

Directly after the month name, type end anchor link code </a>.

Example using December 2010: 

|| <a href=”#1210>December</a> ||

Update/Continue

Also, when a new month is added, it ends with a solid purple line.  From Saved Blocks, drag and drop Line after entries for that month if needed.

Add new event/archive block

In the month-year section, drag/drop a text block for a single block entry, or select a building block option, and drag/drop where needed.

Insert the item (copy/paste or type in.)

If this is not the last item in the month-year section, add a divider line.

Add divider line to new entry 

(only if followed by another entry-not last one in month-year section which ends with solid purple divider line from saved blocks)

After pasting/typing in the new event/archive entry in Edit Text, click on the html editor feature.

Copy the following code and paste into the html right after the very last character:

<div align="right"><b>___________________________________________________________________</b></div>

Add border color to new blocks

This applies to new Month Year section headers and the event/archive block – adding a purplish border. Click plus sign in upper left of block header to set block border color - #990099 (select only left and right borders).
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Site Map

This page contains links to all the other pages on the INPEA web site.

This page is where to get to admin, webnotes, and a few other pages that don’t have links from anywhere else.

When new pages are created, the link should also be included on this Site Map page.
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Photos & Files

Where documents/images are uploaded to

Filename Conventions

Because many documents come from many sources, we try to keep the filenames significant, and formatted so that they fall into a particular order in the images folder.  Formatted for their highest “sort order” first

For example:

WEAAD documents should start with WEAAD.  Unless the document is used from year to year, next is the four-digit year, an underline (optional), then other pertinent info.  It’s best to not use any spaces (converts to %20), and to not use other special characters.

weaad_community_guide_toolkit.pdf

weaad_Press_Release.doc

WEAAD2009_Event _USA_GA.pdf

WEAAD2009_Report_USA_GA.pdf

WEAAD2009_Report_USA_GA_1.jpg(Photo 1 that goes with report)

WEAAD2009_Report_USA_GA_2.jpg(Photo 2 that goes with report)

WEAAD2009_Survey_USA_GA.doc

Also to note, when creating links, filename references are case sensitive and must absolutely match the original document for the link to be active.

The system in Photos & Files is not the same as when linking a document.  In Photos & files, the folder, sub-folder system is used.  When linking a document, all in that category are in alphabetical order, no matter the folder or sub-folder in which they are filed in Photos & Files.

not_ic folder

Embedded Image Storage

As graphics uploaded through ImageCafé are stored by their pixel size, it therefore makes the graphic sometimes very difficult to find in this one long list.  To facilitate ease of referencing these files, a separate folder was created from the root directory htdocs – not_ic - meaning not ImageCafé files but needed on the INPEA web site. These files can be uploaded through ftp or file manager.

To be forewarned, please note that for some reason whenever NetSol has a major upgrade to their system, all the files that have not been uploaded and used through ImageCafé are deleted. So, to minimize frustration when this happens, all these files (and their backup on a personal hard drive) are now stored in not_ic.  If NetSol doesn’t restore this folder, then a personal backup of the whole folder can just be re-uploaded.

Some of the not_ic sub-folders are for buttons (btns), all the flags, other graphics, INPEA logos, and weaad.

For example, the WEAAD ribbon files that are used and remain the same from year-to-year are stored in a sub-folder of not_ic for weaad in another sub-folder for graphics.  The weaad folder also has sub-folders for each individual year, i.e., 2009, 2010, 2011, etc.

href scr=http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Ribbon_128.jpg

The folder named forms contains the originals for the five forms allowed by NetSol.  To use these in ImageCafé, the form is made in personal web development software, then just the code is copy/pasted into an ImageCafé block through .html editor.
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Web Site Tools

Search Engine Optimization
Search Engine Submit

Site Stats

Team Tools

Search Engine Optimization

Page Name/Title

DO NOT use the Global page option – select ONLY one specific page.

Used to give each page it’s own name/title.  The default is:

International Network for the Prevention of Elder Abuse.

The page title should be updated to something specific for that page, and should also include Elder Abuse Prevention (can be separated by | ).  Ex:

INPEA l Archives 2004 l Elder Abuse Prevention

Page description box

Dedicated to Elder Abuse Prevention, INPEA is an INGO (International Non Governmental Organization) with Special Consultative Status to EcoSoc, UN Department of Economic and Social Affairs (DESA)...

Keywords

A handy tool to insert custom keywords and meta data to the pages, up to 25 words/phrases.  Most commonly used:

elder abuse awareness

elder abuse prevention resources

elder abuse prevention

elder abuse prevention reports

Preview Web Site

Restore Version

This is where three previous versions of backup are stored.

There is also an Undo feature to revert to the previously published site.

Publish Web Site

After edits/updates, click to Publish web site.

Three copies of backup of the Published site are available in the Restore Version list.  If there have been major changes to the site, then delete the oldest backup copy and save this newest one by clicking on the checkbox for keeping a copy.  Give a unique name – such as the date, and enter a brief description (optional).
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Forms

How to coordinate forms and e-mail results using

Network Solutions, ImageCafé & Personal Web Development Software

There are a maximum of 5 forms available through Network Solutions – Hosting Tools - Site Enhancements - Forms.  We have chosen NOT to use the form feature that comes with ImageCafé because of the limited formatting options that are otherwise available in developing forms using web software such as Adobe GoLive!

In utilizing the NetSol Tools Forms, each form has been established with the minimum amount of required fields in order to generate the .html and .css in htdocs, and the essential cgi-bin file, FormMail.form_name_here.pl.  From the developed form design in personal web development software, the basic form/script source code is copy/pasted into a block on the working .html that is designed in ImageCafé.

The 5 forms available in NetSol are used as follows:

1. The regular member info form <http://www.inpea.net/about/membership.html> with the results going to members@inpea.net

2: The member with waiver info form <http://www.inpea.net/membership2.html> with results also going to members@inpea.net

3: The WEAAD World Day Event submission form <http://www.inpea.net/weaad/weaadeventsubmission.html> with submits going to weaad@inpea.net

4. An INPEA Representative Nomination form (National/Regional/Board/Officer) <http://www.inpea.net/nominations.html> with results going to nominations@inpea.net

5. A conference attendee registration form <http://www.inpea.net/registration.html> with submits going to registration@inpea.net.

(Note:  Didn't use the ImageCafé forms feature because it was way too limited.)

Since a registration form is occasionally needed, here's the scenario. 

In ImageCafé, the registration page can display most any conference information, including customizing the page heading.  The form block itself is good as long as it remains intact.  If revisions are needed to the conference attendee info, get the original form.html from htdocs/not_ic/forms/registrations_form_only.html. Open this file in web development software to add/edit the form fields.  Then copy the source code.  On the form.html page in ImageCafé, in a new text block (via html editor) paste in the source code. Continue/Save, then delete the old form block.

After customizing the registration page and wherever needed on the site, creating links to http://www.inpea.net/registration.html, Publish, then, after testing, the system is ready to be used.  After clicking submit on the form, the user is taken to the confirmation window, where clicking another link can bring them to any address placed in the .pl code.

The submitted e-mail is sent to registration@inpea.net (elder1997).

Conference Registration (registration.html)

This is a form for an individual to register for a particular event.  The registration.html page can be edited to promote whatever conference is accepting registration. When the registrant clicks the submit button, the data gets sent to registration@inpea.net and after the users confirmation page appears, they can click to go to inpea.net home page.

If the form itself needs to be updated, in web development software, there is a separate registration_form_only.html document where these edits are made.  Then, the source code for the form only is copied from here from the <form … beginning code to the last </script> code. In ImageCafé, on the registration.html page, create a new text block, enter html editor, paste the form/script code, click Update, then click Continue.  Delete the old form block.  Publish the site and test the updated registration form to make sure the results show up in the e-mail inbox for registration@inpea.net.

Membership & Membership w/Waiver

WEAAD World Day Event Submission (weaadevent.html)

reCAPTCHA Code

To use the CAPTCHA feature on form data submission, INPEA has registered with Google using the login of contactus@inpea.net with one of the usual passwords and signed up for reCAPTCHA <http://www.google.com/recaptcha>.

reCAPTCHA is a free CAPTCHA service that protects the site against spam, malicious registrations and other forms of attacks where computers try to disguise themselves as a human; a CAPTCHA is a Completely Automated Public Turing test to tell Computers and Human Apart. reCAPTCHA comes in the form of a widget that is easily added to a blog, forum, registration form, etc.

In addition to protecting the site, reCAPTCHA also helps to digitize old books and newspapers. Each word that cannot be read correctly by OCR is placed on an image and used as a CAPTCHA for humans to decipher.

For reCaptcha to work, there is Client side code in the form on the .html page, and Server side code in the comparable FormMail.---.pl file in cgi-bin. This code was acquired at http://code.google.com/apis/recaptcha/docs/formmail.html. Key codes were assigned to INPEA that are imbedded in the code.

Public Key for client side form: 6Lcye78SAAAAAPxvOUjmwGNCSPQfRRgi-KOsRaVS

Private Key to be kept a secret, for communicating between servers:

6Lcye78SAAAAAJLV4PbHgTcBMr0dHhbfl_qeO6Cv
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Coordinating nsMail Emailboxes

INPEA nsMail boxes

contactus@inpea.net

membership@inpea.net

donate@inpea.net

weaad-info@inpea.net

weaad-registration@inpea.net (not public - only gets mail from registration form submissions & spam)

Process emails as necessary, deleting all the spam, and flagging/moving/deleting completed items.

And a note to remember to occasionally go to the folder list and empty the Trash.

To process the valid submissions at membership@inpea.net, see the Membership Maintenance section of this handbook.
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Membership Roster Maintenance

Converting e-mail membership data submission using MS Office®

Word, Excel, and Access Database

Copy/Paste from e-mail to Word, Edit, Run Macro, Paste into collection .doc

Feed into Excel, Format, Feed into Access

Prepare MSWord

In Word, establish a blank document to collect all the converted membership records into.

Save this with a filename such as “New_May08-Jan09.doc” or New2009_July-Oct.doc”.

Also, create another new blank document to process the individual memberships.

As this blank document is temporary for processing, saving this document is optional.

Login to e-mail

INPEA e-mail may be obtained at http://mail.inpea.net/.

At the window E-mail Login for inpea.net, type ‘membership’ in the E-mailbox name field; in the Password field, type in the password (check with Board member for latest password).

	To access your e-mail, login below.
Guest users, click here. | What is a guest?

	E-mailbox name: membership

	@ inpea.net


	Password:            *****

	
	
	     Help
	

	


Click the Login button.

Go to the Inbox.

New member

On the next e-mail with From: membership@inpea.net, Subject: New member, click once to open e-mail.

As spam does get into the system sometimes, verify that it is a valid membership record.

If it is spam, click the DELETE button.

If it is a valid membership record, continue with processing.

Preparing membership e-mail data

From e-mail to word

Copy/paste from e-mail into blank word.doc. (See Sample A)
Copy: With cursor starting at the date/month in the e-mail header, include all field names and data down to Telephone (can omit Submit line). 

Paste into the word document for processing individual memberships.

(Optional) Save in membership folder with a unique filename.

Sample A: Copy from e-mail; paste into word .doc.

June 07, 2007 at 22:04:10

---------------------------------------------------------------------------

Membership_Status: 7

Organization: National Senior Citizen Organization Network Nepal

Area_of_Service: country

Interests_Expertise: Lagal support to ageing group,Basic international

law in Ageing ,Basic requirement of Ageing Home

and day care center 

Contact_Person_Name: Advocate :Manohar Upreti

Title: Adviser and active worker

Address: po.box.no 7116,Thamel,Kathmandu,Nepal

City: Kathmandu

State_Province: x

Zip_PostalCode: 7116

Country: NEPAL

e-mail: manohar@hons.com.np

WebSite: x

Telephone: 977- 1-4422608-


Sample B: Edit/clean-up entries

June 07, 2007 at 22:04:10

---------------------------------------------------------------------------

Membership_Status: 7

Organization: National Senior Citizen Organization Network Nepal

Area_of_Service: country

Interests_Expertise: Legal support to ageing group, Basic international law in Ageing, Basic requirement of Ageing Home and day care center

Contact_Person_Name: Manohar Upreti, Advocate

Title: Adviser and active worker

Address: PO Box 7116, Thamel

City: Kathmandu

State_Province:

Zip_PostalCode: 7116

Country: Nepal

e-mail: manohar@hons.com.np

Telephone: 977- 1-4422608-

Review, clean up and edit info as necessary to be included in the database.  It is very helpful to turn on the reveal hidden characters option ( ¶ ) while editing.

Important:  Also, as hard carriage returns create another field, if there are any within a field, they need to be deleted.  This quite often applies to the “Interests_Expertise” field.  Review Address, City, etc. For long text, using the Replace function is very handy.  First, place the cursor at the beginning of the field with long text with many hard carriage returns.  Select Edit… Replace…: In the Find box - ^p; Replace box (space bar once); click Find Next, then click Replace until reaching the last hard carriage return in that particular field; Close. (See Sample B above)
Also to note, Telephone numbers that are all numeric (no spaces or dashes, etc.) sometimes cause problems as the system sees this as a true number, not a phone number.  So to make the field alpha-numeric, enter a space or dash.  

Ex: 004625789243 could be 004 625789243

Same with Zip_PostalCode; and, those that start with zero 0, need to have an apostrophe added before the code so that the zero stays and is considered text rather than a number.

Ex: 01001 should be ‘01001

Fields, such as Website in the example above, can be deleted, or at least, as in the field State_Province: delete the non-data entry (i.e., x, n/a, none, ---, etc.).

When membership information looks good, continue with running the macro, next.
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Collect Membership Data

Run INPEAMbr Macro

To note: In order to run the macro, as a one-time function, the macro needs to be installed.  See Appendix A for instructions. 

Though the macro can be run in Word by selecting Tools… Macro… Run Macro… then selecting the macro to run, the macro can also be assigned to a Function Key or placed as a button on the tool bar.  See Assign Macro for instructions.

On whichever system you have chosen, Run INPEAMbr macro.

The macro puts the data in comma-delimited format, beginning and ending with a double quote, with “,” between each field and its data.  (See Sample C below)

The macro also selects (highlights) and copies the data to the clipboard.

- - - - - - - - - - -
Sample C

"Join Date”,”June 07, 2007”,”Membership_Status”,”7”,”Organization”,”National Senior Citizen Organization Network Nepal”,”Area_of_Service”,”country”,”Interests_Expertise”,”Legal support to ageing group, Basic international law in Ageing, Basic requirement of Ageing Home and day care center”,”Contact_Person_Name”,”Manohar Upreti, Advocate”,”Title”,”Adviser and active worker”,”Address”,”PO Box 7116, Thamel”,”City”,”Kathmandu”,”State_Province:”,”Zip_PostalCode”,”7116”,”Country”,”Nepal”,”e-mail”,”manohar@hons.com.np”,”WebSite:”,”Telephone”,”977- 1-4422608-”
Paste into main document

Switch to the main collection document (ex: New_yyyy_mmm-mmm.doc)

Put the cursor on the next blank line.  Paste the membership data into the collection document.

Save.

- - - - - - - - - - -
Sample D shows three membership records having been collected.  Each record ends with one hard carriage return: ¶

"Join Date”,”May 12, 2008”,”Membership_Criteria”,”7”,”Organization”,”N/ A”,”radioNGO”,”No”,”Area_of_Service”,”Tokyo, JAPAN”,”NumberMembers”,”1”,”Interests_Expertise”,”-Legal Assistant Certification -Management Fundamentals Certification -Housing & Real Estate Consultation -Community Outreach -Amnesty International Japan”,”First_Name”,”Francesca Yuriko”,”Last_Name”,”Bijelic”,”Address”,”5-15-1-SP519 GINZA”,”City”,”CHUO-KU”,”State_Province”,”TOKYO”,”Zip_PostalCode”,”104-0061”,”Country”,”JAPAN”,”e-mail”,”francesca.bijelic@gmail.com”,”Telephone”,”81-80-5540-7099”

"Join Date”,”May 13, 2008”,”Membership_Criteria”,”7”,”Area_of_Service”,”Local”,”Interests_Expertise”,”Safeguarding Adults Coordinator working in local authority”,”Title”,”Mrs”,”First_Name”,”Sallyann”,”Last_Name”,”Larkin”,”Address”,”Medway Council, Level 4 Gun Wharf, Dock Road”,”City”,”Chatham”,”State_Province”,”Kent”,”Zip_PostalCode”,”ME4 4 TR”,”Country”,”UK”,”e-mail”,”sallyann.larkin@medway.gov.uk”,”Telephone”,”01634 336310”
"Join Date”,”June 07, 2007”,”Membership_Status”,”7”,”Organization”,”National Senior Citizen Organization Network Nepal”,”Area_of_Service”,”country”,”Interests_Expertise”,”Legal support to ageing group, Basic international law in Ageing, Basic requirement of Ageing Home and day care center”,”Contact_Person_Name”,”Manohar Upreti, Advocate”,”Title”,”Adviser and active worker”,”Address”,”PO Box 7116, Thamel”,”City”,”Kathmandu”,”State_Province:”,”Zip_PostalCode”,”7116”,”Country”,”Nepal”,”e-mail”,”manohar@hons.com.np”,”WebSite:”,”Telephone”,”977- 1-4422608-”

Flag e-mail

Return to NetSol membership e-mail.

From the membership record, click OK which returns you to the Inbox.

Click the checkbox at the beginning of the line the e-mail info is on, then click FLAG.to indicate that this membership record has been processed.

Open the next New Member e-mail, and prepare in the same manner.
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Prepare Excel Document

Save as .txt

Once all the individual memberships are formatted and in the New_yyyy_mmm-mmm.doc file, do a File… Save As… and select filetype/format Text Only – with the file extension .txt.

A message may appear to warn you that all formatting will be lost if you continue.  Select “Yes” to continue.

Open Excel

Then, open Excel, and File… Open… this .txt document.  

In the Text Import Wizard – Step 1 of 3:

Select the Delimited radio button.

Click Next.

Step 2 of 3:

In the Delimiters checkboxes (on left), only the Comma box should be checked.

Text qualifier should be a double quote (default).

Click Next.

Step 3 of 3:

Click cursor on the column that has Date (Ex: October 22, 2009).

In the Column Data Format box, select radio button Date and define as MDY.

Though no other fields require formatting at this time, it’s easy to check for inconsistencies by scrolling across the data.  If deleting a ¶ was missed, this is fairly obvious, as the data does not line up.  It’s most often more efficient to Cancel the process, return to Word, do a Find/Replace to find the errant ¶ in the document.  All valid ¶ are followed on the very next line with “Join Date”.  Those ¶ that don’t should be replaced with a space.  After searching the document, return to Prepare Excel Document.
Otherwise, click Finish.

File… Save As… same filename with a .xls extension.

Open Existing

In Excel, Open… the latest New Membership collection workbook document.

Ex: INPEA_NewMbr_2007_2009_v5.xls

Immediately do a File… Save As… and increment the _v#.xls and save with new name.

Ex: INPEA_NewMbr_2007_2009_k6.xls

Switch window back to the .txt document that is open in Excel.

To incorporate the new member .txt sheet into the existing workbook,

from the Edit menu, select Move or Copy Sheet…

In the To Book drop-down list, select the collection workbook document name;

in the Before Sheet window, select the tab following Stats & Types; 

click OK.  

This should place this worksheet tab after Stats & Types and before the previous processing of new memberships.

Align Columns

In order, Sort each column that contains other field names and insert cells to move the data to the right.

Select the data that needs to be moved – two columns wide.

From the menu, select Insert… Cells… Shift cells right.

Or, a macro can be set up to do the move:

Sub InsertCells()

'

' InsertCells Macro

'

    Selection.Insert Shift:=xlToRight

    ActiveWorkbook.Save

End Sub

More to come… 

Converting columns to be formatted to be imported into Access.

Just a reminder about fields that are continuous numeric strings that should be alpha-numeric when incorporated into the database:

Telephone numbers – add a dash, dot or space

Ex: 004625789243 could be 004 625789243

Zip codes beginning with zero that are all numeric – add an apostrophe at the beginning

Ex: 01001 should be ‘01001
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Appendix A

Install INPEAMbr Macro

To initially install the INPEAMbr macro in MSWord, copy the following macro text from Sub to End Sub. 

From the menu in Word, select Tools, Macro, Macros, Edit.

With the cursor either before the very first character, or after the very last character in the Code window, paste. 

To return to Word, click blue W.

Save.

To note: Lines beginning with a single quote mark ‘ are remarks and as such, can contain any text.

Sub INPEAMbr()

'

' INPEAMbr Macro

' Macro recorded 28/6/2007 by iMac User

'

' Delete the " at " and time after the date of the e-mail

    Selection.HomeKey Unit:=wdStory

    Selection.Find.ClearFormatting

    With Selection.Find

        .text = " at "

        .Replacement.text = " "

        .Forward = True

        .Wrap = wdFindContinue

    End With

    Selection.Find.Execute

    Selection.MoveRight Unit:=wdCharacter, Count:=8, Extend:=wdExtend

    Selection.TypeBackspace

' Replace the dashes and excess ^p with one ^p

    Selection.HomeKey Unit:=wdStory

    Selection.Find.ClearFormatting

    Selection.Find.Replacement.ClearFormatting

    With Selection.Find

        .text = _

            "---------------------------------------------------------------------------^p^p^p"

        .Replacement.text = "^p"

        .Forward = True

        .Wrap = wdFindContinue

    End With

    Selection.Find.Execute Replace:=wdReplaceAll

' If there are three hard carriage returns together, replace with two

    Selection.HomeKey Unit:=wdStory

    Selection.Find.ClearFormatting

    Selection.Find.Replacement.ClearFormatting

    With Selection.Find

        .text = "^p^p^p"

        .Replacement.text = "^p^p"

        .Forward = True

        .Wrap = wdFindContinue

    End With

    Selection.Find.Execute Replace:=wdReplaceAll

' Put in Date field label and replace hard carriage returns with .csv formatting ","

    Selection.HomeKey Unit:=wdStory

    Selection.TypeText text:="Join Date: "

    Selection.HomeKey Unit:=wdStory

    Selection.Find.ClearFormatting

    Selection.Find.Replacement.ClearFormatting

    With Selection.Find

        .text = "^p^p"

        .Replacement.text = ""","""

        .Forward = True

        .Wrap = wdFindContinue

    End With

    Selection.Find.Execute Replace:=wdReplaceAll

    With Selection.Find

        .text = ": "

        .Replacement.text = ""","""

        .Forward = True

        .Wrap = wdFindContinue

    End With

    Selection.Find.Execute Replace:=wdReplaceAll

    Selection.EndKey Unit:=wdStory

    Selection.TypeText text:=""""

    Selection.HomeKey Unit:=wdStory

    Selection.TypeText text:=""""

' Text sometimes ends with an extra "," to be removed

     Selection.Find.ClearFormatting

    Selection.Find.Replacement.ClearFormatting

    With Selection.Find

        .text = ChrW(8221) & "," & ChrW(8221) & """^p"

        .Replacement.text = """^p"

        .Forward = True

        .Wrap = wdFindContinue

    End With

    Selection.Find.Execute Replace:=wdReplaceAll

' Replace any double spaces with single space

    Selection.HomeKey Unit:=wdStory

    Selection.Find.ClearFormatting

    Selection.Find.Replacement.ClearFormatting

    With Selection.Find

        .text = "  "

        .Replacement.text = " "

        .Forward = True

        .Wrap = wdFindContinue

    End With

    Selection.Find.Execute Replace:=wdReplaceAll

    ' When done, select and copy - change to main new membership document, and paste

    Selection.WholeStory

    Selection.Copy

End Sub
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Assign Macro to Function Key

Though the macro can be run in Word by selecting Tools… Macro… Run Macro… then selecting the macro to run, the macro can also be assigned to a Function Key or be made into a button on the tool bar.

From the Tools menu in Word, select Customize.

Click the Keyboard button.

In the Categories window to the left, select Macros.

The list of macros should appear in the Macros window on the right.

Click the INPEAMbr macro name.

Place the cursor in the ‘Press new shortcut key’ box and press a function key of your choice to be assigned to run the INPEAMbr macro. Ex: F7 or F8 or F9.

Click Assign, click OK to apply.

Click OK again to end Customize.

Using the same basic Customize, the macro can also be placed as a button on the tool bar.

The Function key that you chose for running the INPEAMbr macro, or the button you made should now work.
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Appendix B

Graphics Links Code Examples

WEAAD Logo Files

WEAAD_Logo_English_72.gif

WEAAD_Logo_English_72.jpg

WEAAD_Logo_English_128.jpg

WEAAD_Logo_English_128.png

WEAAD_Logo_English_300.jpg

WEAA D_Logo_English_600.jpg

 WEAAD_Logo_English_128bw.jpg

WEAAD_Logo_Espanol_72.gif

WEAAD_Logo_Espanol_72.jpg

WEAAD_Logo_Espanol_128.jpg

WEAAD_Logo_Espanol_128.png

WEAAD_Logo_Espanol_300.jpg

WEAAD_Logo_Espanol_600.jpg

WEAAD_Logo_Espanol_128bw.jpg

WEAAD_Logo_Francais_72.gif

WEAAD_Logo_Francais_72.jpg

WEAAD_Logo_Francais_128.jpg

WEAAD_Logo_Francais_128.png

WEAAD_Logo_Francais_300.jpg

WEAAD_Logo_Francais_600.jpg

WEAAD_Logo_Francais_128bw.jpg

WEAAD_Logo_Tree_72.gif

WEAAD_Logo_Tree_72.jpg

WEAAD_Logo_Tree_128.jpg

WEAAD_Logo_Tree_128.png

WEAAD_Logo_Tree_300.jpg

WEAAD_Logo_Tree_600.jpg

WEAAD Logo Links

<a type="0" target="_blank" mce_real_href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_72.gif" href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_72.gif">WEAAD_Logo_Francais_72.gif</a><br><a type="0" target="_blank" mce_real_href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_72.jpg" href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_72.jpg">WEAAD_Logo_Francais_72.jpg<br></a><a type="0" target="_blank" mce_real_href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_128.jpg" href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_128.jpg">WEAAD_Logo_Francais_128.jpg<br></a><a type="0" target="_blank" mce_real_href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_128.png" href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_128.png">WEAAD_Logo_Francais_128.png<br></a><a type="0" target="_blank" mce_real_href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_300.jpg" href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_300.jpg">WEAAD_Logo_Francais_300.jpg</a><br><a type="0" target="_blank" mce_real_href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_600.jpg" href="http://www.inpea.net/not_ic/weaad/graphics/WEAAD_Logo_Francais_600.jpg">WEAAD_Logo_Francais_600.jpg

</a>
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Appendix C

NetSol Troubleshooting Documentation

Lost Files

The Ottawa Conference Video pages were gone early November 2009:

NetworkSolutions: Your service request 1-423870941

Mon, November 9, 2009 6:49:37 AM

From: Network Solutions Support <siebelcustserv@networksolutions.com>

To:lmh7@yahoo.com

Dear Lynn M. Hyland,   

Thank you for contacting Network Solutions Technical Support Department.

We reviewed your service request which indicates that your files were being changed. 

You would need to re-upload your files.  Then you would have to change your password.  Then set files to CHMOD 444 after modifying or changing the files. Set it to 775 when you need to modify them again. Once done modifying, please set them back to 444.  This will protect those files from being overwritten.

Please update your FTP password.  At the same time, please use SFTP when connecting to your FTP.

I have also enabled: Access Logs and Error Logs.

If you are still experiencing this issue, please contact us right away, so we could troubleshoot this issue further.

Please let us know if there is anything more that we could do to help you, and we shall be happy to assist you in any way possible.

We apologize for the delay and inconvenience that this issue had caused you. Thank you for your patience while we worked to address this issue and we regret the inconvenience it has caused.  If you have any questions or concerns regarding your issue not being fully addressed, please feel free to contact us by calling 1.800.333.7680.  If calling from outside the U.S. or Canada , please call 1.570.708.8788.  Please refer to Service Request 1-423870941 when contacting us.

Sincerely,

SHERWIN001

Technical Support Department

Network Solutions, LLC

Special Characters

NetworkSolutions: Your service request 1-424327249

Thu, November 12, 2009 3:50:22 PM

From: Network Solutions Support <siebelcustserv@networksolutions.com>

To:lmh7@yahoo.com

Dear Lynn M. Hyland,   

Thank you for contacting Network Solutions Technical Support Department.

We reviewed your service request which indicates some of your text is not displaying properly on your Home page.

We made a correction on your page and published the changes.

The issue was caused by copy/pasting directly from a third-party word processor (e.g. MS Word, Open Office Writer). In the future, if you need to copy/paste, we recommend you first paste the text into Notepad. This will remove any bad formatting that might conflict with your web site builder. You can then copy/paste from Notepad to your web site.

Thank you for your patience while we worked to address this issue and we regret the inconvenience it has caused.  If you have any questions or concerns regarding your issue not being fully addressed, please feel free to contact us by calling 1.800.333.7680.  If calling from outside the U.S. or Canada , please call 1.570.708.8788.  Please refer to Service Request 1-424327249 when contacting us.

Sincerely,

KEVIN025

Technical Support Department

Network Solutions, LLC

Appendix D – Membership Form Code

<table border="0" name="" width="100%" cellpadding="5" cellspacing="0">

<tr align="" valign="">

<td colspan="1" rowspan="1" width="100%" align="" valign="top"><table class="mceVisualAid" name="" border="0" cellpadding="4" cellspacing="0" width="100%">

<tbody>

<tr align="" valign="">

<td class="mceVisualAid" colspan="1" rowspan="1" align="" valign="top">

lmh<div align="center">

<form name="frm" action="/cgi-bin/FormMail.membership_1.pl" method="post" onsubmit="return validate(frm)">

<input name="formmail_mail_email" value="membership@inpea.net" type="hidden">

<table class="mceVisualAid" align="center" border="0" cellpadding="0" cellspacing="0">

<tbody>

<tr>

<td class="text mceVisualAid">

<table class="mceVisualAid" border="0" cellpadding="4" cellspacing="4">

<tbody>

<tr>

<td class="text mceVisualAid" align="right" valign="middle">

<div align="right">

Membership Criteria</div>

</td>

<td class="mceVisualAid" align="left" valign="middle">

<div align="left">

<table class="mceVisualAid" border="0" cellpadding="0" cellspacing="2" width="589">

<tbody>

<tr>

<td class="mceVisualAid" align="left" valign="middle"><select id="ID_selectCriteria_C21619F4" name="Membership_Criteria" size="1" tabindex="1">

<option selected="selected" value="1">(Please select one criteria option)</option>

<option value="2">Multi-National Organization</option>

<option value="3">National organization</option>

<option value="4">Organization within a country</option>

<option value="5">Local Municipality/Area organization</option>

<option value="6">Groups, coalitions, task forces, etc.</option>

<option value="7">Individual</option>

<option value="8">Student</option>

<option value="9">Affiliates (supportive of issues)</option>

</select></td>

<td class="mceVisualAid" align="right" nowrap="nowrap" valign="middle">

<div align="right">

Global Region<br>

</div>

</td>

<td class="mceVisualAid" align="left" valign="middle">

<div align="left">

<select name="Region" size="1" tabindex="2">

<option value="0">(Please select REGION)</option>

<option value="1">Africa</option>

<option value="2">Aisa</option>

<option value="3">Europe</option>

<option value="4">Latin America &amp; Carribean</option>

<option value="5">Middle East North Africa</option>

<option value="6">North America</option>

<option value="7">Oceania</option>

</select></div>

</td>

</tr>

</tbody>

</table>

</div>

</td>

</tr>

<tr>

<td class="text mceVisualAid">

<div align="right">

Organization Name</div>

</td>

<td class="mceVisualAid" align="left" valign="middle"><input name="Organization" size="72" tabindex="3" type="text"></td>

</tr>

<tr>

<td class="text mceVisualAid">

<div align="left"></div>

</td>

<td class="mceVisualAid" align="left" valign="middle">

<div align="left">

<table class="mceVisualAid" border="0" cellpadding="0" cellspacing="2" width="328">

<tbody>

<tr>

<td class="mceVisualAid" align="left" nowrap="nowrap" valign="middle">

<div align="left">

Does the Organization have NGO Status?<br>

</div>

</td>

<td class="mceVisualAid" align="left" nowrap="nowrap" valign="middle">

<div align="center">

<input name="NGO" value="Yes" tabindex="4" type="radio"> Yes</div>

</td>

<td class="mceVisualAid" align="left" nowrap="nowrap" valign="middle">

<div align="center">

<input name="NGO" value="No" tabindex="5" type="radio"> No</div>

</td>

</tr>

</tbody>

</table>

</div>

</td>

</tr>

<tr>

<td class="text mceVisualAid">

<div align="right">

Approximate Number</div>

</td>

<td class="mceVisualAid" align="left" valign="middle"><input name="NumberMembers" size="18" tabindex="7" type="text"> of Members in Organization</td>

</tr>

<tr>

<td class="text mceVisualAid" align="left" valign="bottom">

<div align="right">

Service Area<br>

<em>(Local, Regional,<br>

National, etc.)</em></div>

</td>

<td class="mceVisualAid" align="left" valign="middle"><input name="Area_of_Service" size="72" tabindex="6" type="text"></td>

</tr>

<tr>

<td class="text mceVisualAid" valign="middle">

<div align="right">

Interests/Expertise<br>

<em>Please provide<br>

a <strong>brief</strong> description.<br>

</em></div>

</td>

<td class="mceVisualAid" align="left" valign="middle">

<table class="mceVisualAid" border="0" cellpadding="0" cellspacing="2" width="122">

<tbody>

<tr>

<td class="mceVisualAid"><textarea name="Interests_Expertise" cols="44" rows="4" tabindex="8"></textarea></td>

<td class="mceVisualAid" nowrap="nowrap"><em>If there is additional information that<br>

may be of value, please send separate<br>

<a href="mailto:contactus@inpea.net?subject=Membership%20-%20Interests%20and%20Expertise">e-mail to INPEA</a>.</em></td>

</tr>

</tbody></table>

</td>

</tr>

<tr>

<td class="text mceVisualAid" align="right" valign="bottom"></td>

<td class="mceVisualAid" align="left" valign="bottom"></td>

</tr>

<tr>

<td class="text mceVisualAid" align="right" nowrap="nowrap" valign="bottom">

<div align="right">

<strong>Contact Person Information</strong><br>

Name Prefix<br>

<em>(Optional - Mr, Mrs,<br>

Ms, Dr, or other)<br>

</em><input name="Prefix" size="13" tabindex="9" type="text"></div>

</td>

<td class="mceVisualAid" align="left" valign="bottom">

<table class="mceVisualAid" align="left" border="0" cellpadding="0" cellspacing="0" width="596">

<tbody>

<tr>

<td class="mceVisualAid" align="left" nowrap="nowrap" valign="bottom">First Name</td>

<td class="mceVisualAid" align="center" nowrap="nowrap" valign="bottom">

<div align="center">

Middle Initial<br>

or Middle Name<br>

<em>(Optional)</em></div>

</td>

<td class="mceVisualAid" align="left" nowrap="nowrap" valign="bottom">Last Name - Family Name</td>

<td class="mceVisualAid" align="left" nowrap="nowrap" valign="bottom"></td>

<td class="mceVisualAid" align="left" nowrap="nowrap" valign="bottom">Name Suffix<br>

<em>(Optional - Sr, Jr, II, III,<br>

Ph.D, JD, or other)<br>

</em></td>

</tr>

<tr>

<td class="mceVisualAid" align="left" valign="top"><input name="First_Name" size="21" tabindex="10" type="text"></td>

<td class="mceVisualAid" align="center" valign="top">

<div align="center">

<input name="MI" size="11" tabindex="11" type="text"></div>

</td>

<td class="mceVisualAid" align="left" valign="top"><input name="Last_Name" size="28" tabindex="12" type="text"></td>

<td class="mceVisualAid" align="left" valign="top"></td>

<td class="mceVisualAid" align="left" valign="top"><input name="Suffix" size="19" tabindex="13" type="text"></td>

</tr>

</tbody>

</table>

</td>

</tr>

<tr>

<td class="mceVisualAid" nowrap="nowrap" valign="middle">

<div align="right">

Title/Position in Organization<br>

<em>(If applicable)</em></div>

</td>

<td class="mceVisualAid" align="left" valign="middle">

<div align="left">

<input name="Title_Position" size="43" tabindex="14" type="text"></div>

</td>

</tr>

<tr>

<td class="text mceVisualAid" valign="top">

<div align="right">

Mailing or<br>

Street Address<br>

<em>(3 lines maximum)</em></div>

</td>

<td class="mceVisualAid">

<div align="left">

<table class="mceVisualAid" align="left" border="0" cellpadding="0" cellspacing="0" width="64">

<tbody>

<tr>

<td class="mceVisualAid"><input name="AddressLine1" size="43" tabindex="15" type="text"><br>

<input name="AddressLine2" size="43" tabindex="16" type="text"><br>

<input name="AddressLine3" size="43" tabindex="17" type="text"></td>

</tr>

</tbody></table>

</div>

</td>

</tr>

<tr>

<td class="text mceVisualAid">

<div align="right">

City</div>

</td>

<td class="mceVisualAid" align="left" nowrap="nowrap" valign="bottom"><input name="City" size="22" tabindex="18" type="text">State/Province <input name="State_Province" size="20" tabindex="19" type="text">Zip/PostalCode<input name="Zip_PostalCode" size="14" tabindex="20" type="text"></td>

</tr>

<tr>

<td class="text mceVisualAid">

<div align="right">

Country</div>

</td>

<td class="mceVisualAid">

<div align="left">

<input name="Country" size="30" tabindex="21" type="text"></div>

</td>

</tr>

<tr>

<td class="text mceVisualAid">

<div align="right">

e-mail (<font color="#660099"><strong>required</strong></font>)</div>

</td>

<td class="mceVisualAid">

<div align="left">

<input name="e-mail" size="55" tabindex="22" type="text"></div>

</td>

</tr>

<tr>

<td class="text mceVisualAid">

<div align="right">

WebSite</div>

</td>

<td class="mceVisualAid">

<div align="left">

<input name="WebSite" value="" size="55" tabindex="23" type="text"></div>

</td>

</tr>

<tr>

<td class="text mceVisualAid" align="right" valign="top">

<div align="right">

Telephone</div>

</td>

<td class="mceVisualAid" align="left" valign="top">

<div align="left">

<input name="Telephone" size="55" tabindex="24" type="text"><br>

<em>(Country Code.Area Code.Phone #.Ext)</em></div>

</td>

</tr>

<tr>

<td class="mceVisualAid" colspan="2">

<div align="center">

- - - - - - - - - - - - - - -</div>

</td>

</tr>

<tr>

<td class="mceVisualAid" colspan="2">

<div align="center">

<em>We appreciate your interest in INPEA.<br>

Please review your entries.<br>

After clicking the Submit button only once, please wait several seconds for the transaction to process.<br>

Thank you.</em></div>

</td>

</tr>

<tr>

<td class="mceVisualAid" colspan="2" align="center" valign="top">

<div align="center">

<table class="mceVisualAid" align="center" border="0" cellpadding="0" cellspacing="2" width="553">

<tbody>

<tr>

<td class="mceVisualAid" align="left" valign="top">

<div align="left">

Après avoir cliqué sur le bouton de soumission seulement une fois, attendez svp plusieurs secondes la transaction pour traiter.<br>

Merci.</div>

</td>

<td class="mceVisualAid" align="center" valign="middle">

<div align="center">

<input name="Submit" value="Submit" tabindex="25" type="submit"></div>

</td>

<td class="mceVisualAid" align="right" valign="top">

<div align="right">

Después de chascar el botón del someter solamente una vez, espere por favor varios segundos la transacción para procesar.<br>

Gracias.</div>

</td>

<td class="mceVisualAid" align="right" valign="middle" width="75"><input name="Submit" value="Clear" tabindex="26" type="reset"></td>

</tr>

</tbody>

</table>

</div>

</td>

</tr>

</tbody>

</table>

</td>

</tr>

</tbody>

</table>

</form>

<script language="javascript">

function validate(frm) {

var inputFields = new Array("formmail_mail_email" ,"Region");

var counter;

var name;

var msg = "Please complete the following fields:\n";

var badFields = "";

for (counter = 0; counter < inputFields.length; counter++) {

name = inputFields[counter];

if (frm.elements[name].value.length == 0) {

if (name == "formmail_mail_email") {

badFields = badFields + "  - e-mail \n";

} else {

badFields = badFields + "  - " + name + "\n";

}

}

}

if (badFields.length != 0) {

alert(msg + badFields);

return false;

}

if (frm.formmail_mail_email.value.length > 0) {

return emailCheck(frm.formmail_mail_email.value);

} else {

return true;

}

}

function emailCheck(emailStr) {

var emailPat=/^(.+)@(.+)$/;

var specialChars="\\(\\)<>@,;:\\\\\\\"\\.\\[\\]";

var validChars="\[^\\s" + specialChars + "\]";

var quotedUser="(\"[^\"]*\")";

var ipDomainPat=/^\[(\d{1,3})\.(\d{1,3})\.(\d{1,3})\.(\d{1,3})\]$/;

var atom=validChars + '+';

var word="(" + atom + "|" + quotedUser + ")";

var userPat=new RegExp("^" + word + "(\\." + word + ")*$");

var domainPat=new RegExp("^" + atom + "(\\." + atom +")*$");

var matchArray=emailStr.match(emailPat);

if (matchArray==null) {

alert("Email address seems incorrect (check @ and .'s)");

return false;

}

var user=matchArray[1];

var domain=matchArray[2];

if (user.match(userPat)==null) {

    alert("The username doesn't seem to be valid.");

return false;

}

var IPArray=domain.match(ipDomainPat);

if (IPArray!=null) {

  for (var i=1;i<=4;i++) {

    if (IPArray[i]>255) {

        alert("Destination IP address is invalid!");

return false;

    }

    }

    return true;

}

var domainArray=domain.match(domainPat);

if (domainArray==null) {

alert("The domain name doesn't seem to be valid.");

    return false;

}

var atomPat=new RegExp(atom,"g");

var domArr=domain.match(atomPat);

var len=domArr.length;

if (domArr[domArr.length-1].length<2 || domArr[domArr.length-1].length>3) {

   alert("The address must end in a three-letter domain, or two letter country.");

   return false;

}

if (len<2) {

   var errStr="This address is missing a hostname!";

alert(errStr);

   return false;

}

 return true;

}

</script>

</div>

</td>

</tr>

</tbody></table><br>

</td>

</tr>

</table>

</div>

</div>

Appendix E - PayPal Code

<table class="" align="center" bgcolor="#660099" border="6" bordercolor="white" cellpadding="9" cellspacing="9" height="100%" width="100%">

<tbody>

<tr>

<td class="" align="center" bgcolor="white"><div align="center">

</div><div align="center"><div align="center"><b><font color="#660099"><br>INPEA Membership</font></b><br></div><b><font color="#660099"><br>for Individual<br>in Developed Country</font></b><br><br><br><b><font editor_id="mce_editor_0" color="#660099">$50 USD</font></b><br><br></div><div align="center"><font color="#660099"><i>Click for PayPal</i></font><br>

</div><form method="post" action="https://www.paypal.com/cgi-bin/webscr" target="_blank">

<input name="cmd" value="_xclick" type="hidden"><input name="business" value="donate@inpea.net" type="hidden"><input name="item_name" value="INPEA Membership for Individual in Developed Country" type="hidden"><input name="item_number" value="06D" type="hidden"><input name="amount" value="50.00" type="hidden"><input name="currency_code" value="USD" type="hidden"><input name="shipping" value="0.00" type="hidden"><input name="shipping2" value="0.00" type="hidden"><input name="handling" value="0.00" type="hidden"><input name="no_shipping" value="0" type="hidden"><input name="no_note" value="1" type="hidden"><input name="cn" value="" type="hidden"><input name="undefined_quantity" value="" type="hidden"><input name="return" value="http://inpea.net" type="hidden"><input name="cancel_return" value="http://inpea.net" type="hidden"><input name="bn" value="NetworkSolutions-ImageCafé" type="hidden"><input name="pal" value="pal" type="hidden"><input name="mrb" value="mrb" type="hidden">

<input name="add" src="http://www.inpea.net/graphics/btn_membership_dues.gif" border="0" type="image"></form><br>

</td>

</tr>

</tbody>

</table>
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Appendix F – Saved Blocks Code

Reader Block

Reader block – left side is Reader logo also used as a hot link

Reader block – right side

<div editor_id="mce_editor_0" align="center"><i><font color="#660099">For INPEA Board, Regional &amp; National Representative<br>Contact Information - <a href="http://wsm.ezsitedesigner.com/page8.html" type="3" target="null" mce_real_href="http://wsm.ezsitedesigner.com/page8.html">Click here</a><br><br></font></i><font color="#660099">For further info/comments, please e-mail INPEA</font><br><a mce_real_href="mailto:contactus@inpea.net?subject=Information%20Request" href="mailto:contactus@inpea.net?subject=Information%20Request" onmouseover="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_inpea_mo.gif'" onmouseout="document.email01.src='http://www.inpea.net/not_ic/btns/btn_email_inpea.gif'">

<img mce_real_src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" src="http://www.inpea.net/not_ic/btns/btn_email_inpea.gif" name="email01" alt="contactus email button" align="middle" border="0" height="18" width="158">

</a></div>
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Last Update

INPEA Web Site and e-mail Handbook

Tuesday, June 28, 2011

Please be advised that though this handbook has been updated as of the above date, it doesn’t necessarily mean that what is already documented is totally concurrent with reality.  Sometimes systems changed, but notes were not taken herein.  Therefore, use this handbook with prudence and feel free to edit as needed.
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� Sometimes, when copying/pasting from third party software, the special characters become corrupt and there is much unnecessary unseen code that comes along.  Sometimes it’s best to re-type the text, and if needed, use the Ω Insert special characters feature to put them in.  Another way is to copy/paste into a simple text program, then copy/paste into ImageCafé from there, but the unseen unnecessary code sometimes is still present.  From Edit Text, going into html editor will reveal if there is hidden unnecessary code, which can be deleted.  Further info at � HYPERLINK  \l "_Text_Tip_Relating" ��Text Tip – Special Characters�.





