
General Log on Info:  

 

URL: www.lovelandoh.com/administrator 

Username:  

Password: 

 

 

Basic Page Editing: 

 

Log on using the credential above. You will see a series of buttons. Click the “Article Manager” 

 

 
 

This will bring you to the list of “articles” or pages on the website:  

 

 
 

 

 

 

 

 

“Filter” to quickly find your page Click title to begin editing the page Sort by Section/Category 



To Edit: 

 

 
 

 

 

 

 

 

 

 

 

“Save” takes you back out to the menu 

“Apply” saves changes and lets you continue 

to work.  

 

 

Adding an Image to a Page:  

 

 Change text 

 

Create Link Add Image 



First: it is important to make certain that any photo you upload is already web ready size. An 

optimal size for a photo embedded in a page would be 200-300 pixels wide:  

 

This image is 300 px. wide. It can be found on the 

“schools” page. You can use a program like the 

built-in “Microsoft Picture Manager” to resize and 

crop photos.  

 

 

 

 

 

 

 

 

 
 

 
Upload photo Insert Photo 

Choose Alignment 



 

 

Adding a PDF or Document to the Document System:  

 

From the Menu at the top, roll over “Components” and scroll down to “Docman” 

 

1. From the general menu, start with files. Click “New File” 

2. “Upload from your computer” � Next  

3. “Choose the file to upload”, Browse to file, “Submit” 

 

 
 

 

 

 



 
 

 

 

 

 

 

 

   Save! 

 

 

Add Document Name Select Category Change approved and 

published to “yes” 



 

 

 

Posting News Items to News Headlines Box 

 

Click the “Article Manager” 

 

 
 

This will bring you to the list of “articles” or pages on the website:  

 

 
 

 

 

 

 

 

Click “New” 



 
 

Add content, making sure that “section” is “news” and “category” is “latest” and then save. Story 

will automatically be sent to the news box.  

 

 

 

 

 

 

 

 

 

Section must be “News” – Category must be “Latest” 

Add Title 
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