Gale Admin Tools - Instructions
Login
On the upper right hand side of the page you will see “Admin Login”

Click on “Admin Login” and a drop down box will appear asking for a Username and Password.

Username: is your Gale ITConfig username

Password: is your Gale ITConfig password

*If you do not know your Gale ITConfig information please contact Gale Technical Support (800)877-4253 
       

  option 4 or at gale.technicalsupport@cengage.com
Admin Home
Below is a list of instructions for the current list of tool available within the Admin Home. 
Adding a Box

Boxes: When added these will appear on the right hand side of the webpage.
· Click on “Boxes”

· Click on “Add New Box”

· Enter the Title of the Box you are creating, then select the type of box:

· Links  - Allows you to create a box  which will contain only URL Links

· Text  - Allows you to create a box that will contain only text.

· HTML – Allows you to do HTML (Images, links, text)

· YouTube – Allows you to embed YouTube video’s by using YouTube’s Embedded Option.

· Click “Show” (when you check this box it will allow the box to be visible on the web page, if you are just setting this up but not ready to display the box  leave this unchecked for now. You can always come back and check or uncheck this box accordingly).

*There is no limit to the number of boxes that can be added.  Boxes can be ordered  and hidden if desired.
Adding to a Links Box:

To add a Link to a Link box (Click on “Boxes” in menu on the Left)
· Find the Links Box you created and to the right of that Box Title click “edit”
· Click “Add New Link” (See example below no Links will show until you add one).
· Enter the “Title” and the “Link” (URL) you wish to add to your Box(Menu) and then Click “Show” (when you check this box it will allow the box to be visible on the web page, if you are just setting this up but not ready to display the box  leave this unchecked for now. You can always come back and check or uncheck this box accordingly).

· Click “Add Link” button and the link will now appear in your list of links.
* If you wish to add additional links at this point repeat the above process by click on 

“Add New Link”.
Adding to a Text Box:

To add text to a Text box (Click on “Boxes” in menu on the Left)

· Find the Text Box you created and to the right of that Box Title click “edit”
· A text editor will appear and you can enter your text here. Please Note: This is for text only no HTML code will work in this box. If you wish to use HTML please return to Boxes (Menu on left) and create a new HTML Box. After you have enter your text click “Submit”

· A message will appear above the text box that says “Your Text Box has been updated” if you need to make a change you can still do so at this point make your changes and click “Submit”. If you are all through with your changes you can click “Admin Home” to return to the main admin menu.

Adding to a HTML Box:

To add HTML to a HTML box (Click on “Boxes” in menu on the Left)

· Find the HTML Box you created and to the right of that Box Title click “edit”
· An HTML box will show up where you can put in your HTML code. Once you have entered your code then click the “Submit” button. 

· A message will appear above the HTML box that says “Your HTML Box has been updated” if you need to make a change you can still do so at this point make your changes and click “Submit”. If you are all through with your changes you can click “Admin Home” to return to the main admin menu.
Adding to a YouTube Box:

To add YouTube Videos to a YouTube box (Click on “Boxes” in menu on the Left)

· Find the YouTube Box you created and to the right of that Box Title click “edit”

· Copy the YouTube “Embed” code from YouTube 

· Paste the code inside the Embed Code box then click the “Submit Button”
· A message will appear above the YouTube box that says “Your YouTube Box has been updated” if you need to make a change you can still do so at this point make your changes and click “Submit”. If you are all through with your changes you can click “Admin Home” to return to the main admin menu
Reorder your Boxes:

To reorder your boxes (Click on “Boxes” in menu on the Left)
· Click on “Reorder” above the list of boxes

· When the Boxes – Order page opens you will see a list of your boxes, to the right of each box you will see them in numerical order (1-10).

· Renumber the boxes in the order you wish them to appear on your page. 
· Click the “Change” button at the top. Your boxes will now appear in this order on your webpage.

Edit a Box Title:

To edit a box title (Click on “Boxes” in menu on the Left)
· Find the box you wish to delete in the Boxes List

· To the right of that box title click on the 

 icon
· You can now edit the title 
· When you are done editing the title click the “Go” button on the right
Delete a Box:

To delete a box (Click on “Boxes” in menu on the Left)
· Find the box you wish to delete in the Boxes List

· To the right of that box title click on the 

 icon
· A drop down will appear with “Delete Box”
· You will be prompted to confirm “Are you sure?” Click Yes if you still wish to delete click “Cancel” if you wish to keep this box.
Gale Widgets:

To add a Gale Widget to your page (Click on “Gale Widgets” on the menu on the Left)
· When the Gale Widgets page opens you will be present with a list of widgets that are available to you. The list is determined by the Gale resources you subscribe to or have purchased. 
· Select the widget(s) you are interested in and then click the “Save” button at the top of the list.
· You will see a status bar that informs you “Widgets have been added to your page”
Site Stats:

Displays total page views for that Library

Browse:

Allows you to preview any updates you made to your webpage. This is found on the Admin Home page or by clicking on Browse in the upper right hand corner of each page.
Personalized Tools:

These links on the lower right automatically logs the user into other Gale Tools that are customized via Location ID.  This includes GVRL MaRC Records and Direct Links.  There is also a link to tinygaleurl.com
