 Contribute Tips and Tricks
· Usually you can select an entire table (that is not 100% width) by placing your mouse cursor next to the table, press and hold the shift key, and arrow key into the table. The table will be highlighted by a black box.


· You might want to set an existing style to “Normal” before you change it. This will clear a lot of “stuff”. Then set the style you want.


· Create shortcuts to often used folders in “My Documents” (i.e. Image Properties / Choose / Images On My Computer / CLICK YOUR SHORTCUT


· Border around your image? Double click the image to open Image Properties. Set the border to 0 pixels.


· If you have several web pages in the same folder you may want to preface your image names with the page name as “Technologies_LicensePlate.jpg”. The page name is Technologies. It makes it a little easier locate an image later. 

· When migrating a page keep both the DWR page, and the Contribute page open, side by side. Then you can look at the DWR page and set similar styles in the Contribute page.


· If you receive an “There was a problem converting your content to the Contribute format. The content will be imported as plain text” error, try ‘copying and pasting’ a little bit of the page at a time. 


· You can use “tables” to lay out image and text. Then update table properties and table cell properties as necessary so information lines up correctly and uniformly.


· Sometimes copying text from MS Word and pasting into Contribute produces undesired formatting results.  If this happens, first paste the text into notepad (Start button / Programs / Accessories) first.  Then copy from notepad into Contribute.


· If text font size is not working correctly in a new paragraph (or section of text), but text is showing up correctly in an existing paragraph, try the following:

· Highlight a word in the existing paragraph with the correct font size.

· Copy this text then paste this correctly formatted text into the new paragraph.

· Start typing (or paste text) in the middle of the new paragraph then backspace/delete the unneeded characters before and after the correctly formatted text.  NOTE: Be careful not to delete too much text as the entire formatting could be lost.

· If you highlight a group of words and select BarGray10ptB as the style, but the gray bar doesn’t extend all the way to the right i.e.

My header text
Press the [Enter] key a couple of times (to create a paragraph) and retype the text. When you highlight and style it the gray bar should be the correct length i.e.
My header text                                                                                                                           .
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