Instructions for posting the County Program Plan on the county office Web site

1. Preparing the Plan for posting

Preparing the County Program Plan for posting on the Web requires the following steps:

a. Download the cover Web format template here:  http://extension.missouri.edu/planofwork/templates/web-template.doc 
Save this file to your desktop.

b. Open the template. On the first page, change “NAME” to your county’s name in all caps. 

c. On the second page, customize the contact information for your county.

d. On the third page, paste in the Overview and Executive Summary sections of your County Program Plan into the template, following the page break.

e. Save this file on your desktop with file name something like this:  2006_Callaway_program_plan-web.doc  
PLEASE do not use spaces in your file name.
f. Convert your Web-ready Word document to an Adobe PDF file.

The county program plan should be posted on the county Web site as a PDF format file.  Adobe Acrobat software is required to convert a Word document to PDF format. 

If you do not have Adobe Acrobat, you can purchase it through ETCS for $45, OR you can send your Web-ready Word document file as an e-mail attachment to Kate Akers and I will convert it for you and send it back to you to post on the Web.

2.  Posting the County Program Plan to the county Web site
a. Open MS FrontPage and log into your county Web site by following the instructions here:
http://extension.missouri.edu/webteam/fp03/logging_in.html

After you have logged in...

b. Click FILE --> Import on the FrontPage menu bar, then find and select your annual report file.  (It may be on your hard drive, on your office server or on the share drive.)
c. Once you have highlighted the file, click "add" to add it to the import list. Then click "OK" to import the file. You may have to wait a minute or so, depending on the size of the file, while it uploads to the server.
d. Once it has been imported, you should see your file on the file list in FrontPage. If you do not, the click File --> Refresh or F5 on your keyboard to [image: image2.jpg]R
]
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refresh the file list.
e. Open your index.shtml file and type this text below the main graphic on the page:
FY 2007 County Program Plan
f. Select (highlight) this text with your mouse then click "Insert" --> "Hyperlink" from the FrontPage menu. 

g. In the Hyperlink window, choose the file that you just imported. (Note: You should be seeing a list of files that are out on the Web server, not on your local hard drive.)

h. Once you have selected the file name (clicked on it), click OK to finish making the link. The text should change color.
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7. Save your page.  You are done.

If you need assistance or have questions about any of the instructions above, contact Kate Akers, akersk@missouri.edu 

