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Sample Virtual Home Page:

@ Local Lodges Online

+ Elks.org Home % State Associations % Lodge Locator ¢ Members Only

Lodge 622

Annapolis, MD #622

MD NORTH CENTRAL District No. 2680

News
Facilities
Officers
Calendar
Links
Contact Us
ENF Reports
Guest Book

Annapolis Views

Lodge Staff

VISIT OUR LOCAL WEBSITE - WWW.ELKS622.NET OR CLICK THE LINK AT THE BOTTOM OF THE PAGE AND BOOKMARK IT.
YOU WILL FIND OUR LATEST NEWS, CALENDARS, OFFICERS, COMMITTEES AND UPCOMING EVENTS. 2517 SOLOMON'S
ISLAND ROAD EDGEWATER, MD 21037 MD, DE, and DC Elks Association Ritual Contest Winners 2007/2008 North Central

District Ritual Contest Winners 2008/2009 WELCOME TO THE LAND OF PLEASANT LIVING AND THE HOME OF THE UNITED

STATES NAVAL ACADEMY. Meeting on the first and third Wednesdays, at 7:00 p.m., except during the Months of July and
August, when we meet only on the third Wednesday, at the Lodge Home. Luncheon Specials Served: Tuesday - Friday

11:00 a.m. until 2:00 p.m. LOUNGE HOURS Sunday - Noon to & p.m. Monday 3 p.m. to 10 p.m. Tuesday - Friday - 11 am -

10 p.m, Saturday - Noon to 6 p.m.

Secretaries Only

Edit VHP

[Contact Us]

-'C=\ccm= Elks National Foundation

Elks.org Home Veterans Services Veterans Memorial ~ Magazine  Matienal Convention  Lodge Locator
Who We Are Who We Are  How ToJoin  Local Lodg State Associations FAQ  Site Map Contact Us

Our Programs Programs Home  Scholsrships  Hoop Shoot  Drug Awareness  Youth ties  Veterans Programs

Members Only News of the Order CLMS Grand Lodge Message Boards License ors Exten ACCESS Services Mational Home

Copvright @2005% BPO Elks of the USA. Terms of
We respect your perzonal information. Priv
Server: wsl
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Chapter One: Freguently Asked Questions

What is a Virtual Home Page?

A Virtual Home Page (VHP) is a fast, simple, and inexpensive way to put your lodge on the
Internet. Just submit a few simple online forms, and you'll have an effective web presence within
the Grand Lodge web site, http://www.elks.org.

What kind of information can we post on our lodge V itual Home Page?
Each Virtual Home Page includes space for:

¥ Lodge News. Post your newsletter on the Internet! With your Virtual Home Page, you
can publish your news immediately - no more waiting for printers or the U.S. Post Office.
Even better, your news will available to all of Elkdom - not just the folks on your mailing
list.

¥ Lodge Facilities. Do you have a lounge? Restaurant? RV Hookups? Golf Course?
Post your facilities on your Virtual Home Page and theyOll become a part of our
searchable databases so traveling Elks can find the services they need when theyOre on
the road.

¥ Lodge Officers. Publish your lodge directory online. Each directory listing can
(optionally) include a name, spouse, current office, past offices, address, telephone
number, and email address.

¥ Lodge Calendar. Lodge events can be posted in a familiar calendar format with a "hot-
linked" detail screen where you can include a full description of the event, contact
information, and lots more. Your members can even display a "printer-friendly" version to
create a hard copy of your calendar.

¥ Lodge Links. You can post links to external web pages that feature additional
information about your lodge, your programs, or your community.

¥ Extra Pages. You can customize your site with "extra" pages for topics like Lodge
History, Lodge Location or any topic that's appropriate to your lodge. These pages will be
included automatically in the menu of options that appear on the left side of your Virtual
Home page.

¥ Images. You can upload up to 200 images for display on your Virtual Home Pages. You
can even create a multi-page photo gallery with captions!

¥ ENF Reports. A variety of reports from the Elks National Foundation are available from
within your Virtual Home Page. You don't have to do anything - the reports for your lodge
are included and updated automatically by the Foundation!

Who can update our Virtual Home Page?

Your Lodge Secretary or an authorized OCyber-AssisantO can update your Virtual Home Page. To
register as a Cyber-Assistant, your Lodge Secretary can appoint you online (Elks.org keyword:
appointment ), or you can submit a letter of authorization signed by your Exalted Ruler or Lodge
Secretary. The $25 registration fee can be invoiced to your lodge, or you can include it with your
Letter of Authorization, mailed to:

! "Il
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BPO Elks Internet Department
2750 N. Lakeview Avenue
Chicago, IL 60614

Be sure to reqister as a member of the Elks.Org web site if you haven't done so already. You
need to be registered as a member of Elks.org in or  der to be the Cyber-Assistant.  You'll be
notified via email when your registration has been processed.

For more information about Secretary and Cyber-Assistant registration procedures, see Chapter
Two: Getting Started.

Is the $25 access fee an annual or one-time charge?

The $25 access fee is an annual charge, and applies to the lodge year ending March 31%. Note
that pro-rated fees do NOT apply, so you should register as early as possible during each lodge
year.

Note also that the $25 fee applies to each individual who is registered for Cyber-Assistant access.
(Secretary access is free and does not require a registration fee.) Registering multiple members
for Cyber-Assistant access requires multiple fees.

WhatOs the difference between aregularweb sitean  d a OVirtualO Home Page?

A Virtual Home Page is not as flexible as an external web site that is hosted by an Internet
Service Provider, or a Web Hosting Provider, but it's much easier to create and maintain.
Although youOll have limited control over the "lookand feel" of your site, you'll be able to post
information quickly and without any sort special software or programming expertise. If you can
browse the Internet you're qualified to create a Virtual Home Page.

Can | post graphics and photographs onmy VitualH ~ ome Page?

Yes! Each lodge can now upload up to 200 images that can be easily "attached" to any of the
pages on your Virtual Home Page.

What if we already have an extemal web site, orwe  Ore planning to create one?

No problem. Submit the address of your Oexternal@eb site and a link will appear automatically
on your Virtual Home Pages.

Is there any point in having both anextemalanda ~ Virtual Home Page?

Yes. Information posted to your "Virtual Home Page" is included in a searchable database that
can be accessed by members nationwide. Traveling Elks looking for a particular type of facility,
for example, will be able to search the database for matching lodges in a given area. This type of
feature is not available through regular web sites. All lodges are encouraged to develop a

Virtual Home Page, even those that have an establis hed home page elsewhere.

Once I0m registered, how do | create my Virtual Hom e Page?

Actually, Virtual Home Pages don't need to be created - they exist automatically for every lodge.
To update your pages, simply select the EDIT VHP button on the left side of your Virtual Home

Page. You'll be taken the main editing area, where you'll find options for editing all of the pages
on your site.

! "190!"
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Can | create a Virtual Home Page for my State Assoc  iation?

Yes. Virtual Home Pages are available for State Associations at no charge. Like the VHPs for
local lodges, State Association Virtual Home Pages are easy to establish and maintain, and offer
a wide range of features.

Who can update the Virtual Home Page for our State  Association?

Your State President or State Association PR Chairman can appoint an Internet representative by
mailing a letter of authorization on Association letterhead to:

BPO Elks Internet Department
2750 N. Lakeview Avenue
Chicago, IL 60614

State Association Virtual Home Pages are a free service of the Grand Lodge, so there are no
access fees to submit.

! &I
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Chapter Two: Getting Started

How do | register for online access as a Secretary ~ or Cyber-Assistant?

If you donOt have them already, the first thing yo®Il need is an Elks.org user name and password.
ThereOs no fee to register for a password, but youdo need to be a member of the Order. (Non-
member spouses are not eligible.)

You can register for your password by submitting our online registration form:

http://www.elks.org/members/reqgistration.cfm

You can also get to this page by typing the Elks.org keyword OregistrationO (no quotes) into the
keyword search box located on the top of any page on the Elks.org web site:

a Go

Note that youOll need to register with a unique ema il address. If an Elks.org user has
already registered with the email address you submit (your spouse, for example, or a previous
secretary or Cyber-Assistant) your registration will be rejected. Most ISPs provide more than one
email address per account, and you can also get free web-based email accounts from sites like
gmail.com and yahoo.com.

Once you have your Elks.org user name and password, your lodge secretary can appoint you
Cyber-Assistant through the Elks.org website (Elks.org Keyword: appointment .) The $25
registration fee will be invoiced to your lodge. Secretaries do not need to register for Cyber-
Assistant access since full VHP editing privileges are included in their Secretary access rights.

If your secretary doesnOt have online access, or iffouQre going to be appointed by your Exalted
Ruler, a letter of authorization must be mailed to the Grand Lodge Internet Department. YouOll
find a sample letter and additional information online at this address:

http://www.elks.org/members/cyberassistants/registration.cfm

(Elks.org keyword: assistant )

WhatOs the difference between a Secretary and Cyber  -Assistant account?

Secretary access can only be given to the duly elected secretary of your lodge. This level of
access allows online access to secretary reports and other secretary-specific functions. Online
secretaries are also allowed to update to your lodge Virtual Home Page.

Cyber-Assistants are only allowed to update your lodge Virtual Home Page. Secretarial
functions such as membership changes, etc., are not accessible through this access level.

How can | transfer my Secretary or Cyber-Assistant ~ Regjistration to another
member?

If the lodge year is not over, your lodge secretary can transfer your account to another member
by typing the Elks.org keyword appointment.

Important Note:  Please do not transfer your access privileges by giving your user name and
password to another member. User names and passwords are specific to your account as an
individual member, and are not transferable. Sharing your password with another member is a
violation of the Elks.org Terms of Service that you agreed to when you registered.
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Chapter Three: Editing Your Virtual Home Page

Do we need any special software to update our Vitu ~ al Home Page?

No. All you need is a computer with a connection the Internet and any web browser. Mozilla
Firefox, Apple Safari, Google Chrome, Opera and Internet Explorer are all supported.

WhatOs my first step?

Point your browser to your lodge Virtual Home Page. The fastest way to do this is to go to the
Elks.org home page, www.elks.org, and type your lodge number into the keyword search box. If
you were from Annapolis, MD Lodge #622, for example, youOd type:

||1~. || Go ||

Then click the GO button and youOll be taken to youVHP. Alternatively, you could type the
address directly into your browser:

http://www.elks.org/lodges/home.cfm?LodgeNumber=622

Once youOre on your Virtual Home Page, click the btion labeled OEdit VHPO:

@ gkgcmgfllolag&gges Online

s Elks.org Home s State Associations * Lodge Locator * Mo

Lodge 622 Annapolis, MD #622

Hews NORTH CENTRAL District No. 2680

iiiii

R
1D OUR LATEST NEWS, CALENDARS, OFFICERS, COMMITTEES AND UPCOMING EVENT
Secretaries Only DGEWATER, MD 21037 MD, DE, and DC Elks Association Ritual Contest Winners 2007/200
Winners 2008/2009 WELCOME TO THE LAND OF PLEASANT LIVING AND THE HOME OF TH
Meeting on the first and third Wednesdays, at 7:00 p.m., except during the Months of July
third Wednesday, at the Lodge Home. Luncheon Specials Served: Tuesday - Friday 11:0
sunday - Noon to & p.m. Monday - Thursday - 10 a.m. to 10 p.m. Friday - 10 am to

Edit VHP

\

[Contact Us]

Log Out

If you havenOt yet logged in, youOll be prompted supply your Elks.org user name and password,
and then youOll be taken to the main VHP editing mau:

! (e
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VHP Edlt Mode Home Calendar Facilities News People Images PDFFiles Links ExtraPages Optional i
.
Zlx | ocal Lodges Online
=/ elks.org/lodges
s Elks.org Home s State Associations ® Lodge Locator s Members Only

Lodge 622

Annapolis, MD #622
MD NORTH CENTRAL District No. 2680

e Virtual Home Page Edit Mode

Links What would you like to do?

Contact Us

New! Change VHP Stvle Sheet
Edit VHP Home Page Image
Guest Book Edit VHP Home Page ome Message
Edit Lodge Telephone Numbers

Edit Webmaster Email Addresses
Secretaries Only WHP Web Usage Stats

Edit VHP

ENF Reports

Annapolis Views

Some manuals and additional help:

» Download YHP Owners Manual (PDF format)
* Download Emblem Usage Guidelines (PDF format)

A new "Contact Us" page has been added to your left-side menu.
A The page features contact information for your lodge drawn from

the Grand Lodge databases, including:

Lodge facility address
Lodge mailing address
Lodge telephone number
Lodge fax number

Lodge email address
Lodge website address

Note that this information may be different than the
information that had previously appeared on your Virtual
Home Page. If corrections are required, please notify the Office of
the Grand Secretary via email at grandlodge@

elks.org. Thank you!

Elks.org Home
Who We Are

OQur Programs t rams
Members Only Ne C G e Message s E Services

al Convention

Lodge Locator

©2009 BPO Elks of the USA.
ect your personal information.

Server: wa2

YouOll notice that thereOs now an editing menu as the top. From here you can access all of the
VHP editing features, including editing your lodge calendar, uploading images and more.

VHP Edit Mode Home Calendar Facilities MNews People Images PDF Files Links Exira Pages Optional [

Tip: The editing menu doesnOt have to stay at the top ofhe screen. If you prefer a floating menu
that you can move around the screen, simply click the 7 icon in the menu bar.

Now comes the fun stuff B updating your VHP! If yauOve gotten this far, you have all the expertise
you need to update your site.

How do | post information online?

ItOs easy! Although there are slight variations fsm page to page, all of the VHP editing facilities
work in a similar manner: you type information into an online form, press a button, and thatOs it.
Your information is posted immediately to the web. As an example, letOs edit your VHP welcome
message. This is the first page your visitors will see, so itOs important to make this message
friendly and informative. On the OHome PageO edili tab, click the link labeled:

¥ Edit VHP Home Page Welcome Message

And youQll see a simple form where you can type youmessage:

! "y



I"H$9%&()*+,(-&., (01, #23(481%& ((((((( !

VHP Admin > Edit Home Page

VHP Welcome lessage

VHP Welcome Message: [vI3IT oUR LOCAL WESSITE - WWW.ELESE22.MET OR CLICE THE LINE &
AT THE BOTTOM OF THE PAGE AND BOOEMARK IT. YOU WILL FIND
OUR LATEST NEWS, CALENDARS, OFFICERS, CCMMITTEES LND

UFCCMING EVENTS.

'S ISLAND ROAD
21037

MD, DE, and DC Elks Association Ritual Contest Winners

North Central District Ritual Contest Winners 2008/200%9 j

Text Alignment: I Ceanter vl

Update Welcome Message |

Once your message is complete, press the button labeled OUpdate Welcome MessageO and
youOre done B your new message will be published awmatically to the web. See how simple this
is? Now go back to the OHome PageO tab and clicke link labeled:

¥ Edit Webmaster Email Address

This is where youOll submit your personal email adeess for display on every page of your VHP:

CyberAssistant / Webmaster Email:l
Update Web Address |

How do we update our other lodge contact informatio n?

Contact information for your lodge is now drawn dir ectly from the Grand Lodge databases.
Please contact the Office of the Grand Secretary at grandlodge@elks.org to add or update any of
the following pieces of information:

Lodge facility address
Lodge mailing address
Lodge telephone number
Lodge fax number
Lodge email address
Lodge website address

KK KK KK

How do we update our lodge calendar?

The process of updating your lodge calendar is pretty much the same as updating your home )
page welcome message, but there are a few variations in the format. First, select the OCalendarO
link from the VHP editing menu. YouOll see a caledar for the current month that looks something
like this:

| LEIEE



IHSY6& ()*+,(-&., (01, #23(481%& ((((((( !

VHP Edit Mode Home Calendar Facilities News People Images PDEFiles Links ExtraPages Optional o

:9 (Ia_lggaé/!olag%ﬁges Online

* Elks.org Home * State Associations * Lodge Locator s Members Only

Annapolis, MD #622

MD NORTH CENTRAL District No. 3680

VHP Admin > Edit Lodge Calendar

Eae This is your lodge's calendar. Click on a day to add, delete and edit events. If you already publish your
lodge calendar in PDF format, you can upload your calendar file instead of adding all of your lodge's
events manually.

Officers

calendar

Contact Us
ENF Reports 3
Note: The options to edit your calendar page's image, perform batch deletions of calendar events and

awEsieai use the old “express” editing interface have moved to the bottom of the page

Annapolis Views

Use PDF Format Calendar

Secretaries Only

If you already have a lodge calendar in POF format and h d it to vour VHE, you can use that in
Edit VHP calenda em. U clicking en your lodge's "Calendat vill be sent directly to your calendar in
You must ypload th dor ou wil it b

| Search_| Use this PDF Calendar: [Do notuse = PDF calendar ] | Select | (uslesd cor
| Go_| . =
Calendar View Options

 Display National, State, District & Local Events
© Display Local Events ONLY

Update

s«January February, 2009 March»»
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 s 5 7
+ EDIT Super « EDIT Prime Rib | + EDIT Fomily . ge « EDIT Lobste « EDIT Friday « ADD New Event
Sowlonthe Big | and Mexic Dinner Hight Meeting 7:00 2M | and Pizza Niaht |  Hight Dinner
Screensinthe | TacoNiaht5:00 | 5:00t0 7:00 PM | 4 o oNE Ladae 5:00t0 8:00PM | 5:00 to £:00 PN
Lounge to 8:00PM o CLONE Family Meeting 7:00 £M | « CLONE Lobster | Inthe Dinning
* CLONE Super | + CLONE Prime Dinner Night | + epiicaTE and Fizza Night | * CLONE Frida
Sowlonthe Bia | Riband Mexican | 5:00t07:00PM | [ggge Meeting | 5.00to 8:00PM | Niaht Dinner
Screensinthe | T 5:00 | 4 EsLICATE 700 FM + REPLICATE 5:00 to 8:00 BM
Lounge t08:00 BM Family Dinner Lob: In the Dinning

e * DELETE Lodae

+ REPLICATE + REPLICATE Hight 5:00 to Hosting 7:00 PM
Super Bonl on Erim: 7:00 FM Hesnd SR | 0
the Bia Sereens * DELETE Family + DELETE Lohste
in the Lounas

* DELETE Super
Bowl on the Bia

Bizza Night 5:01

* REPLICATE
Fi Night
Dinner 5:00 to
§:00 PM In th
0to 8:00 P | Dinning
* DELETE Friday

S Night Dinner
o0  ADD Hew Event | 35,0010 2:00 £M
to 8:00 BM In the Dinning
< ADD NewEvent | T -
+ ADD New Event + ADD New Event
8 s 10 1 12 13
« ADD New Event | » EDIT Erime Rib |  EDIT Family « EDIT Brithday | » EDIT Lobster | » EDIT Fridav
n Cinner Hight Dinner 6:30 PM | and Pizza Night |  Night Dinner
7:00 PM 5:00t0 B:00PM | 5:00 to 8:00 PM
* CLONE Family * CLONE Lobster | Inthe Dinnin

3nd Pizzs Might | * CLONE Friday
5:00t0 8:00 PM |  Hiaht Dinner
« REsLICATE 5:00 10 8:00 M
DELETE Erith, Lobster and Lo the Dinning
SoLIESAIRY | Eizza ight 5:00 | « REELICATE
0=t | siooem Friday Night
Dinner 5:00 to

_ + DELETE Lo Dinner 5:00 to
Hight 5:00 to « 2DD I nt Wight | E:00FMInthe | pe(ere
8123 Fi 5:00t0 8:0n PM | Dinning Valentine*
+ DELETE Prime + DELETE Friday
&ib an _ _ Hight Dinner
Taco Wight 5:00 | * ADD Hew Event *+ ADD Mew Event | 5:00 to 8:00 PM
to 8:00 PM In the Dinning
« ADD Hew Event
+ ADD New Ev + ADD New Ev
1s 15 17 18 18 20 21
* ADD Wew Event | » EDIT Prime Rib | » EDIT Family « EDIT Lodae « EDIT Lobster | » EDIT Fridav * ADD Hew Event
and Mex Dinner Might Meeting 7:00 FM |  ond Pizza Night |  Hight Dinner
5:00%5 7:00 EM | o CLONE Lodge 5:00t0 B:00 PM | 5:00 to £:06 BM
* CLONE Family Meeting 7:00 P | + CLONE Lobster | L0the Dinning
o REPLICATE and Pizza Night

5:00 to 8:00 PM
+ REFLICATE
Lob:

Aib and Mexican Lodge Mesting
Taco Hight 5:00
to0 8:00 PM

« DELETE Lodge
Meeting 7:00 i |  PizzaNight 5:00
0 8:00 M
« DELETE Lol
and Pizza Night
5:00t0 8:00 PM | Dinning
« DELETE Friday
Hight Dinmer

5:00 %0 2:00 oM

In the Dinning

H

00
In d

DD Ne

£:00 PI In the

© ADD Mew E

+ ADD New

* DD N * ADD Hew Event
23 24 25 26 27 28
+ EDIT Eri * EDIT Family o EDIT Lite Fare |+ EDIT Lobster | = EDIT Fridav o ADD Wew Event
and Mexican Dinner hight Menu in the and Fizza Night | Hight Dinner
Taco Night 5:00 | 5:00tg 7:00PM | Lounge 5:00t0 8:00PM | 5:00 to 8:00 PM
10 8:00EM « CLONE Family | » CLONE Lite Fare | + CLONE Lobster | Lnthe Dinnin
 CLONE Frime Dinner Hight Menu in the and Fizza Night | » CLONE Friday
Rib and Mexican | 5:00t0 7:00PM | Lounge 5:00t0 8:00 PM | Hight Dinner
L * REPLICATE * REPLICATE Lite |+ REPLICATE 5:00 to 8:00 PM
Familv Dinner Fare Menu in the | Lobster and In the Dinnin
Hight 5:00 to Lounae Pizza Niaht 5:00
7:00 FM « DELETE Lite t08:00 FM F
« DELETE Family Fare Menu in the Dinner 8:0 e
Dinner Hight Lounae and Pizza hight | 8:00 P Inthe
5:00 to 7:00 PM 5:00t0 8:00 PM | Dinning

 DELETE

00 t pight Dinner
o ADD Hew Event + ADD Mew Event | 30010 £:00 FM

In the Dinning

+ 40D Mew Event

+ ADD Mew Event + ADD Mew Event

More Options

- Edit VHP Calendar Page Image
= Change the image that appears at the top
Express Calendar Editing Interface

ly suggested for users with slower computers. The standard calendar interface is much more full-featured.

Mass-Delete Old Calendar Events

Perform ma:

eletions of many events at once

ational Foundation  Veterans Services  Veterans Memoral  Magazine  National Convention  Lodge Locator

Elks.org Home

Who We Are HowTolein Locallodges —State Assosiafins FAQ  SteMap  ContactUs
Our Programs Proorams Home ~ Scholarships  Hoop Sheot  Drug Awareness  Youth Activiies  Weterans Programs
Members Only Mewsofthe Order  CLMS  Gran Messsoe Boards  Licensed Vendors  Extended Access National Home

Copyright 2009 BPO Elks of the USA. Terms of Service
We respect your personal information. Privacy Policy
Server. ws2
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To add an event to your lodge calendar, simply click OAdd New EventO on the day your event will
occur. Submit as much or as little information as you like, press the button labeled OAddO, and
your event will be added automatically to your calendar.

How can | edit an event that IOve already posted?

Once an event has been posted to your calendar, youOll see five links on that date. It will look
something like this:

3
*

EDIT Mexican Taco Might 5:00 to
2:00 BM

o LIRS

e

* CLOME Mexican Taco Might 5:00

e WU L O, U

Ll S, Uy

To edit the event, simply click the link labeled OHitO. Revise the information as necessary, and
then press the OUpdateO button. ThatOs all theseto it. If you want to delete the event, click the
link labeled ODelete.O

What does CLONE mean?

Very often youOll be required to enter a calendar gent thatOs virtually identical to an event that
youOve already published. Rather than retyping alof that information from scratch, the CLONE
link allows you to create an exact copy of the event. All you need to do then is type in a new
date, and youOll have created a new event with a niimum of typing.

What about REPLICATE?

The REPLICATE option is an even more powerful time-saver for events that recur on a regular
basis, like lodge meetings. Select the OReplicate@nk and youOll see a calendar with boxes next
to all the dates coming up for the next several months. Click the box next to each date where
youQd like to place a copy of your existing eventand then press the OReplicate EventO button.
Presto! YouOve copied your original event to eaclof the new dates that you indicated.

Can | add more than one event per day?
Sure. You can add as many events as you like by clicking the OAdd New EventO link.

Why does it take so long to add calendar events?

Depending on the speed of your PC, the speed of your Internet connection, and the number of
events on your calendar, it make take a while for your web browser to display the calendar with
all of the various editing options for each event. In that case, you may want to select the link
labeled OUpdate Calendar Express,O which allows yoto add, edit, and clone events without
displaying the options in a calendar format. This type of display is much faster.

How come there are events on my calendar thatIdid ~ nOt submit?

Calendar events can be submitted at the lodge level, at the district level, at the state level, and at
the national level. An event submitted by your District Deputy, for example, will appear on the
local lodge calendar of all lodges within your district. Similarly, events posted to StateOs VHP
calendar will appear on every local lodge calendar within your state. National Events appear on
every local lodge calendar throughout the nation.

! g
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(To disable this feature and restrict your calendar to local events only, select the ODisplay Local
Events ONLYO option on your calendar editing page.)

Can we post our newsletter calendar instead?

Yes. If you're already creating a hard copy calendar for your newsletter, you may prefer to post
that version rather than maintain a separate calendar online. You can do that by uploading a PDF
version of the calendar, and then selecting that file from the "PDF Calendar" drop down menu on
the Calendar editing page. Then, when users select "Calendar" from your VHP menu, they'll be
taken to the PDF version of the calendar youOve poted.

How can we post information about our lodge facilit ies?

This will sound familiar: First, click the tab labeled

Edit Facilities OFacilitiesO from the editing menu. Then click think

ol <l labeled OAdd New Record.O Submit the information
T aff | requested by the form, press the OUPDATEO button,ral

youOre done.

Description:

Photo: |No\mage j
Display Order:
UPDATE

What about a directory of our members?
Same drill. This time click the OOfficersO link:

VHP Admin > Edit Lodge Directory

Use this page to add members to your lodge roster. You can add any one you like, but most lodges use this
A space to list their Exalted Ruler and other officers.

* Reverse Display Order

Showing 18 records:

1 John Allan McMickle Sr.,
1 Carolyn M. Riggins

1 Patricia 0. Boarman
1John T. Wald Sr. PER
1 Earl W. Schellman

1 Craig Craddock

1 Louis B. Schmeltzer Ir.
1 Thomas Terry Ir.

1 Richard W. Walker

1 William B. Whitcher

1 Victor Carbone

1Julian R. Easterday Ir.
1 Robert M. Riggins

1 Thomas L. McInTurff
1 Joan M. Wald

1 Gerald P. Crouch

1 Richard Osbron

=dit] [clone] [delete] Richard Lowman

Click the OAdd New RecordO link (dZj" vu!), and yoQre on your way. You can add as many
members to your directory as you like, but as a practical matter youOll probably want to limit your
list to your lodge officers and committee chairmen. Be sure to ask permission before you post
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any contact information to your directory. Remember that our Virtual Home Pages are
available to anyone with access to the Internet.

How can we post our newsletter online?

The best way to post your newsletter online is to save the document in Adobe Acrobat OPDFO

format. This format will display an online version of your newsletter that retains the exact format
of your hardcopy version, including stories, graphics, calendars, etc. If youOre using a Mac, you
can create PDF files from any program on the system without additional software. For Windows
users, special software is required. YouOll find rore information on the Adobe Acrobat web site:

http://www.adobe.com/products/acrobat/main.html

Less expensive shareware and freeware programs are also available to create PDF files. Search
for the keyword OPDFO on the Shareware.com web site

http://shareware.cnet.com/

Once youOve created a PDF version of your newslettg, you can upload the file to your Virtual
Home Page. Select the PDF link on the editing menu.

YouO®ll see a form like this:

File to upload: Browse. .. |

Upload the File

Select the OBrowse EO button and navigate your lochfile system until you find the PDF version of
your newsletter. Now press the button labeled OUpbad the File.O That should do it. In a few
moments your file will be uploaded and available for access. YouOre not quite done, though.
Now you need to post a news story pointing your readers to the newsletter.

How do we point our readers to the newsletter?

First, click the ONewsO link on the editing menuhen click the button labeled OSubmit New Story.O
YouOll see a form that looks like this:

VHP Admin > Edit Lodge News

Y Add the latest news, bulletins and goings-on at your lodge here. You can even include images that vou've
B uploaded in your stories.

Create/Edit News Story

Who can view this page? | General Public - including non-members j

Headhne:l

Introduction:

Story Text:

Display Order:

External URL: [

PDF File: | No File ¥| [uplead PDF]

@ post a link to this story on the Elks Local Lodge News Page.
€ Do NOT post a link to this story on the Elks Local Lodge News Page.
Submit Story
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Enter a headline and an introduction for your newsletter. Then jump down to the form field
labeled OPDF File.O Select the newsletter file tha/ou just uploaded, and press the OSUBMITO
button. ThatOs all you need to do. A link will begposted automatically on your VHP News page
pointing your readers to the newsletter. YouOre doe!

What if we just want to post afew storiesandnot  the whole newsletter?

ThatOs even easier, since you donOt need to bothereating a PDF file. Instead just submit the
form above. Include the text of your story in the OStory TextO field. You can either type it direigt
into the form, or Ocut and pasteO it into the forffrom your Word Processor. Press the OSubmitO
button and youOre done.

What if a news item is intended for lodge memberso  nly?

No problem. From the drop down box labeled OWho ca view this page?0, select the OLodge
Members OnlyO option. Visitors requesting this new item will be required to login with their
Elks.org user name and password. If theyOre not anember of your lodge, they wonOt be able to
view the story. This option will work for both PDF files and individual news items.

Can we post links to other web sites?

Yes. There are a number of ways to do this. If youOd like to link to a news story thatOs been
posted elsewhere on the Internet, you can use the create/edit news story form to post a headline
and an introduction, and then (carefully!) type the address of the news story into the field labeled,
OExternal URL.O Note that external URL8wst begin with "http://". When users visit your lodge
News page, theyOll see your headline and introductin, but when they click the link theyOll be taken
to the external web page that you specified.

Links of a more permanent nature, such as the web site of a local tourist attraction, or another
community resource, should be posted to your OLodgelinksO page. Click the OLinksO option on
your VHP editing menu.

Click the OAdd New RecordO link, and submit the regsted information. DonOt forget to include
http:// to each of the web addresses you submit. When youOre done, your lodge links page will
look something like this:

Annapolis, MD Lodge #622
MD MORTH CENTRAL District No. 3680

Links

o ANNAPOLIS
& small city rich in American heritage, Annapolis is the home of the United States
Maval Academy, St. John's College and many historic homes. Yisit our State House,
where George Washington resigned his commission in the Continental Army to become
the first President of the United States. Listen to the clanging of the sailboats and
enjoy the beautiful waterfront in the "Sailing Capital of the World." Annapaolis is truly
the "Gem by the Bay."

« UNITED STATES NAVAL ACADEMY
Rich in history and tradition, the United States Maval Academy has graduated some of
the most prominent figures in our Country's history, From President Jimmy Carter,
Admiral "Bull" Hulsey, admiral Chester Nimitz, aAdmiral Hyman Rickover, United States
Senators and numerous astronauts, this institution has graduated over 60,000 young
men and women into a proud military heritage.

* THE CHESAPEAKE BAY
Mearly 200 miles long and fed by 48 major rivers, the Chesapeake Bay is truly the land
of pleasant living. From soaring eagles to it's famous steamed crabs, this 64,000
square mile basin suppoarts over 2700 species. Long known as a sailor's delight, the

DonOt forget to test each of the links you submitd make sure youOve typed the address correctly.
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Can we add entirely new pages to our VitualHome P age?

Yes. In addition to the standard pages that are featured on every local lodge site (News,
Facilities, Officers, Calendar, etc.) you can create OExtraO pages to cover whatever topic you like.
You may want to create a page devoted to your lodge history, for example, or page that features

a map to your lodge. 1tOs easy to do! First, clik the OExtra PagesO option on the VHP editing
menu:

Now follow these steps:

1. Selectthe ADD NEW RECORD link on the right side of the page.

2. Select the appropriate Oaccess levelO from therdp down box. If youOd like the page to be
accessible to all visitors to your site, select OGaeral Public B including non-members.O If
youQd like to restrict access to members of your Idge only, select OLodge members only.O

3. Type a short (15 character) label for the button that will be used to call the page. Use
letters or numbers only B do NOT use commas or other forms of punctuation.

4. Create a 'title' for your page, such as Lodge History. This will appear as a headline on
your extra page.

5. Create the 'page content' that you'd like to display. Be sure to leave a blank space
between paragraphs. Alternatively, you can upload a PDF file (see page 12) that will
load automatically when the user selects this menu option. Once the PDF file is
uploaded, select the file name from the drop down menu.

6. If you add more than one extra page, type a SortOrder number to control the order in
which the buttons display on your menu. Note that your extra pages will appear
immediately below the LODGE LINKS button on your menu, and immediately above the
ENF REPORTS button. The SortOrder controls the display order for your extra pages
only.

7. Press the UPDATE button

That's all there is to it! Your extra page can now be accessed by selecting the button from the left
side menu on any page of your Virtual Home Page.

Can we create a OGuest BookO for our VHP visitors?

Yes. This option can be accessed from the OOption4O link on the VHP editing menu. Your guest
book will allow your visitors to submit a short greeting that will be displayed on your Virtual Home
Page. To activate the feature, simply select the check box labeled ODisplay Guest BookO, and
then click the button labeled OUpdate FeaturesO:

VHP Admin > Optional Features
M Display Guest Book

Check this box to allow visitors to your Virtual Home Page to "sign-in” and post a brief greeting. Each time a vistor
signs your guest book, you'll receive an email with the message they submit. {Note: to activate this feature, you
must submit a Cyber-Assistant/Webmaster Email Address.) In the event that an inappropriate message is submitted,
you can edit your guest book by clicking the link below.

s Edit Guest Book Submissions

Make sure you submit a Cyber-Assistant/Webmaster email address because a copy of each
greeting will sent automatically to that address.
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Chapter Four: Uploading Images

How can we add photographs to our Virtual Home Page ~ ?

Adding photographs and other graphical images to your Virtual Home Page is a great way to
make your site distinctive. There are two parts to this process. First, you upload the images to
our server. Second, you OattachO the image to a p#cular page or pages.

To upload an image:

1. Select IMAGES from the VHP editing menu.

2. Click the BROWSE button to locate the file that you want to upload to your Virtual Home
Page. Note that files MUST be in "jpg" or "gif* format, and must be no larger than the
specified dimensions.

3. Press the UPLOAD THE FILE button to transfer the file to the Elks.org server.

Each lodge may upload no more than 200 images.

Once your images have been uploaded to our server, you can easily attach them to one or more
of your Virtual Home Pages:

1. Select the "edit image" link from the page that you're updating.
2. Select one of the images that you've uploaded from the drop-down "image" menu.
3. Click the SELECT IMAGE button.

That's it. Your image will display automatically. Note that you can use the same image on more
than one of your virtual pages.

(Note that images can also be inserted into pages through the HTML OimgO tag. To assist you
with this, the appropriate HTML for each of the images youOve uploaded is displayed on your VHP
NEWS editing page. Simply cut-and-paste the appropriate tag into your news story, and your
image will be displayed along with the text of your story.)

Deleting an Image

It's easy to delete an image that you're no longer using. Simply click the check box next to each
image youOd to delete, and then scroll down and otk the button labeled ODelete Marked Files.O
(IMPORTANT: Be sure to update any pages that had been using that image to avoid a broken
image link on your virtual page.)

Why canCt | upload a photograph directly rommydi  gital camera?

ORawO photographs from a digital camera are typicigl quite large, both in terms of the dimensions
of the photograph when itOs displayed on a PC mondr, and in terms of the file space used to
store the photo on your PC hard drive. To ensure that visitors wonOt have to wait too long for a
photo to download, or have to scroll to view a photo in its entirety, size limits are imposed on the
images that can be uploaded to your Virtual Home Page. Images that exceed this size (75k, 350
pixels wide by 500 pixels deep) will not be accepted for upload. You can, however, easily adjust
the size of almost photograph to fit these dimensions. Check your digital camera or image editing
software documentation for details.

Can we create a photo gallery of our uploaded image ~ s?

Yes! To activate your Virtual Home Page Photo Gallery, click the OOptionalO tag on the VHP
Editing menu. Check the box labeled, ODisplay Phab GalleryO and then press the OUpdate
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FeaturesO button. A Photo Gallery menu will appearautomatically on your Virtual Home Page
menu.

To add photos and photo captions to your Gallery, click the link labeled, OEdit Photo Gallery.O
(See below.)

¥ Display Photo Gallery
Check this box to allow wvisitors to view a photo gallery of pictures that you've uploaded.

* Edit Photo Gallery

How do | update our Photo Gallery?

First, upload the images youQd like to use. (See pge 16.) Then click the OAdd Image to GalleryO
link. (See below.)

Edit Photo Gallery

Gallery name:lPhokJGaHew' Images perPage:|1 'l Submhl

Manage Photo Gallery | Add Image to Gallery | Preview Gallery | Upload Images

Once youOve added an image to your Gallery, you caralso supply a photo caption. By default,
the images will be displayed in the order in which theyOre submitted, with the most recent
submissions appearing first. You can change the display order by supplying an optional OSort
OrderO value. (Lower numbers appear first.)

Photo Caption:
For the fifth consecutive year Winthrop [
Lodge #1078 has participated in the
Maszs State Elks Association Dictionary
Praject. Richard Carbone, ER and
Patricia Frazier Ci :, PER recently LI

Sort Order (optional): IIII

Submit Changes | Delete |

ThatOs all there is to it!
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Chapter Five: Changing the Look of Your VHP

We donQt like the classic VHP design. Canwe change  it?

Yes! With the release of version 2.0 of the Elks.org VHP system, we now provide you with
several design schemes (called style sheets) to choose from. Just click the Home link on the
editing menu, then Change VHP Style Sheet . YouOll be able to choose a new style sheet from
the dropdown box, and the change will go into effect immediately.

For example, this is what the Classic Modern style sheet looks like:

@lx 1 ocal Lodges Online
w /) elks.orgflodges

Annapolis, MD #622

Lodge 622
MD NORTH CENTRAL District No. 3680
News
Facilities
Officers
Calendar
Links
Contact Us
ENF Reports
Guest Book VISIT OUR LOCAL WEBSITE - W LKS622 NET OR CLICK THE LINK AT THE BOTTOM OF THE PAGE AND

BOOKMARK IT. YOU WILL FIND OUR LATEST NEWS. CALENDARS. OFFICERS. COMMITTEES AND UPCOMING
EVENTS 2517 SOLOMON'S ISLAND ROAD EDGEWATER. MD 21037 MD, DE, and DC Elks Association Ritual
Lm:lge Staff Contest Winners 2007/2008 North Central District Ritual Contest Winners 2008/2009 WELCOME TO THE LAND OF

PLEASANT LIVING AND THE HOME OF THE UNITED STATES NAVAL ACADEMY. Meeting on the first and third

Annapolis Views

Wednesdays. at 7:00 p.m.. except during the Months of July and August. when we meet only on the third
VWednesday. at the Lodge Home. Luncheon Specials Served. Tuesday - Friday 11.00 a.m. until 2:00 p.m. LOUNGE
Edit VHP HOURS Sunday - Noon to 6 p.m. Monday 3 p.m. to 10 p.m. Tuesday - Friday - 11 am - 10 p.m. Saturday - Noon to 6
p.m.

Secretaries Only

Contact Us]

Go

Log Out

Elks.org Home
Who We Are

Our Programs
Members Only

How can we format the text we submit to our Virtual Home Page?

Although your Virtual Home Page is designed to allow you to create attractive web pages without
any programming expertise, you may occasionally want to exert a little more control over the way
your pages display. In those situations you can easily insert HTML (hypertext markup language)
code into the text you submit to your Virtual Home Page. Although a full HTML tutorial is beyond
the scope of this document, here are a few simple pointers:

Bold Text

If youOd like a particular piece of text to be disfayed in boldface, simply enclose the text in within
these tags: <strong></strong>. For example, the following sentence:

Welcome to our lodge <strong>Virtual Home Page</strong>.
Would be displayed on your Virtual Home Page with the phrase OVirtual Home PageO in boldface:
Welcome to our lodge Virtual Home Page .

Tip: You can still use <b> and </b> tags to create boldfaced text, too.
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Italics

You can use the HTML tags <em></em> to emphasize text by rendering it in italics.
Welcome to our lodge <em>Virtual Home Page</em>.

This sentence will be displayed as: Welcome to our lodge Virtual Home Page.

Tip: You can still use <i> and </i> tags to create italicized text.

Centering

You can center text on the page by enclosing it in the <span class=OcenterO></span> tags, like
this:

<span class=OcenterO>Welcome to our lodge Virtual #ine Page</span>

Headings

You can create larger-sized text headings for paragraphs by using the <h2> tag:
<h2>Lodge Activities for April</h2>

Links

You can create a link to another web page through the OanchorO tag. For example, to display a
link to the Elks National Foundation website, youOdype:

<a href=Ohttp://www.elks.org/enfO>Elks National Fawlation</a>

NOTE: Be sure to include Ohttp://O in front of the web attess to which youOre linking, and test the
link to make sure it works properly after itOs beerposted to your site.

Other Tags
YouOll find dozens of books on HTML at any bookstae or library, or check out the following links:

http://www.davesite.com/webstation/html/

http://www.mcli.dist. maricopa.edu/tut/

http://www.cwru.edu/help/introHTML/toc.html

WARNING: Although HTML can be inserted almost anywhere in your Virtual Home pages, you
should NOT include HTML code in your story headlines or titles, because the text in those fields
is used in other places on the Elks.org web site, and unexpected formatting codes could Obreak®
those pages. HTML code in headlines or titles may be removed by the Elks.org webmaster.
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Chapter Six: Sample Sites

Where can we find ideas for our VHP?

Although by no means comprehensive, the following list of local lodge Virtual Home Pages should
give you some ideas about how other lodges are utilizing the various features of the Virtual Home
Page service. To access these sites, simply type the lodge number into the keyword search box
on any page of the Elks.org web site.

Allen Park, Ml Lodge #2194
Annapolis, MD Lodge #622
Bartlesville, OK Lodge #1060
Bergenfield, NJ Lodge #1477
Blocton, AL Lodge #710
Canonsburg, PA Lodge #846
Winthrop, MA Lodge #1078
Columbus-Grove City, OH Lodge #37
Duncan, OK Lodge #1446

Joplin, MO Lodge #501
Lexington, MO Lodge #749
Lowville, NY Lodge #1605
Manahawkin, NJ Lodge #2340
Manasquan, NJ Lodge #2534
Miami, FL Lodge #948

Milan, MO Lodge #2819

Milford, CT Lodge #1589
Mountain Home, AR Lodge #1714
Okmulgee, OK Lodge #1822
Plymouth, NH Lodge #2312
Prescott, AZ Lodge #330

Red Lodge Beartooth, MT Lodge #534
St. Joseph, Ml Lodge #541
Washington, PA Lodge #776
Watertown, NY Lodge #496
Wilkinsburg, PA Lodge #577
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Notes
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