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FAQ’s for PROGRAMAPEDIA
These are examples of questions that are often asked about Programapedia.  For further explanation, click on Contact Us on the Programapedia navigation bar on the left side of the screen.
== LOGGING IN ==
1 Q:  I can’t log in and I know I am a registered user.  What am I doing wrong?

1 A:  You may be doing one of 2 things.  Are you using the exact Username that you used when you first created your account?  This is most often problematic when someone registers using a middle initial.  To find out your user name, scroll down on the Navigation Bar to Special Pages, then go to User List.  The name you see there is the name you used originally to create your account.  


The other problem may be that you don’t remember your password.  If you’ve tried every password you can think of, it’s probably easier to get a new one.  In the bottom of the log in box, click on e-mail password to get a new password.  You will receive a new password that you can use to log in.  After you log in using the new password, you can change the assigned password by clicking on “My Preferences” at the top of the page.
== RED LINKS ==
2 Q:  What does it mean if something is printed in red?
2 A:  It usually means someone has created a page with that name, usually through the wiki form, but there is no data on that page.

See Example:  Sample Public Library, scroll down to Promotional Materials

3 Q:  How can I get rid of the red so that the page can have data in it and be a useful link?

3 A:  Click on the red link and you will get the upload form.  Upload the document or photo and it should be linked.

4 Q:  I added my library’s name and it looks fine.  But when I referred to the name in another form, it appears red or black.  Shouldn’t it show up as a hotlink (blue)?

4 A:  Maybe.  If it shows up in red and you know your library’s data has been input and is correct, check the typing in the red link.  You probably just have a typo.  Anything you want to link such as your library’s name (or a company or a presenter or a program) has to appear exactly as it was entered.  

If it’s in black, it’s just in text form and you have to add some coding to make the link.  For instance:  Test Public Library is text and will not be a link.  [[Test Public Library]] will appear as a hotlink.  If you added data for Test Public Library, it should now be clickable.  Click on Edit to the right of the section you want to change and add brackets around what you want to appear as a link.  

See example:  Program – SAMPLE Recycling Can Be Fun, heading Offered at the Library

== IMAGES ==
5 Q:  I want both of our buildings to appear on our library’s page.  How can I add more than one?

5 A:  It is possible to have more than one image on a page or in a section.  You’ll have to upload each photo (with separate file names) and then add them to the page.

See example:  SAMPLE Public Librry
6 Q:  What if my image/photo is too large?  

6 A:  You can edit the image.  The wiki was originally laid out so that an image of 250px is a good size for the page.

See Example:  SAMPLE Public Library.  Click Edit on the right side to see how the library photo is input.

== EDITING ==
7 Q:  Our library sponsored a program but another library already entered the data for the same program.  Do I have to input all the data again?

7 A:  No.  You can piggyback onto the original entry by editing any section you want.  

See example:  Program – Sample Recycling Can Be Fun, scroll down to heading Offered at the Library and add your library’s name and contact using the brackets (to create the link) and email address as you want.  

8 Q:  Can I have more than one contact?

8 A:  Yes you can have as many as you want.

See example:  Sample Public Library, Primary Contacts
9 Q:  How can I add documents if I don’t originally add them on the wiki form?
9 A:  The first thing you have to do is upload the documents from the Navigation Bar on the left of the screen.  Once they’re uploaded, you can just add the coding.  

See example:  Sample Public Library, scroll down to Promotional Materials
10 Q:  Can I play around with a new entry until I feel comfortable enough to add something?

10 A:  Yes you can.  Feel free to add what you want preceded by the name TEST.  We eventually delete all TEST titles (library, company, program, presenter) because we know you’re just practicing.  If you’ve entered something you want deleted immediately, use the Contact Us link on the Navigation Bar and a Sysop should delete it soon.
11 Q:  I added a program using the wiki program form and added the presenter’s name.  But the presenter doesn’t appear in the presenter list.  Shouldn’t he/she appear as a presenter?  

11 Q:  I added a presenter using the wiki presenter form.  Part of the entry was the name of the program he/she did at our library.  But the program doesn’t appear in the program list.  Shouldn’t it appear as a program so I can just click on it to find the information on the program?

11 A:  The answer to both of these questions is the same.  This may seem a little cumbersome in the short term but in the long term it’s easier.  You have to enter both the presenter and the program in two separate steps in order for them to be linked.  Otherwise, you’ll end up with a red link that doesn’t work.  For example, if you add a presenter, you only have to do it once.  If you use that presenter again you won’t have to add him/her again.  You will, however, probably want to edit that presenter’s information if you use him/her for more than one program, or if someone already entered the presenter but you enter a different program by the same presenter.


For instance:  John Smith is a historian who does a program on Illinois Native American Indians and another program on the I & M Canal.  Enter John Smith as a presenter and enter the program title Illinois Native American Indians (or whatever the program is called) in the description.  Then you’ll want to add the program called Illinois Native American Indians and indicate that John Smith was the presenter.  If you’ve entered both things (the program and the presenter separately), both John Smith and Illinois Native American Indians should be linked so you can cross reference both entries.  


Then next year you use John Smith again but for a program called the I & M Canal.  John Smith is already a presenter so all you have to do now is add the program called the I & M Canal.  John Smith will already be a cross link to that presenter’s information.  Then you should go back to John Smith’s presenter page scroll down to Programs Offered at the Library and type in I & M Canal.

If the presenter and the related program are both added and still do not appear as a link, se the example to see what coding you are missing and add it.

See Example:  Presenter Jane SAMPLE, scroll down to Programs Offered at the Library and you’ll see two programs that Jane SAMPLE has done.  The first program ( SAMPLE Building a Greener Future (SAMPLE, Jane) is a red link which tells you that program hasn’t been added yet.  The second one (SAMPLE Recycling Can Be Fun (SAMPLE, Jane) is a link to that program.  

Some of you may remember when the library world referred to See Also entries in the card catalog.  This is similar to that scenario. 
12 Q:  I added a word document to my entry but it isn’t showing up right on the page.  Why is this?

12 A:  If the document uploaded properly, check the coding.  Click on Edit and see how it’s supposed to look.

See Example:  SAMPLE Public Library and scroll down to Promotional Materials.  Click Edit and notice that, unlike an email address or URL, the documents (Media) do not have the space between the address and what appears on the page.  The correct coding should be the name of the file.doc followed by a | (pipe) then what appears on the page.  If you put in a space instead, it will not appear right on the page.

13 Q:  When I edit something, do I have to put anything in the SUMMARY box at the bottom of the screen?

13 A: For wiki etiquette, you should but it doesn’t have to be extensive.  You can simply put TYPO or ADDED ANOTHER CONTACT NAME or another brief explanation.  If you happen to be editing a page that you didn’t create, this gives everyone the opportunity to see what was changed if they want to look.

== CODING ==
14 Q:  My email address doesn’t show up right in my contact information.  Why not?
14 A:  Check your coding.  Are the brackets in the right place?  One at the beginning and one at the end?  Do you have a space between the address and what you want to appear on the page?
See example:  Sample Public Library, Primary Contact, Contact email

15 Q:  I want my name to show on my page and not my complete email address.  How do I do that?

15 A:  The first part of any email address should be the exact address.  But instead of repeating it after the space, type in what you want to show on the page.  In this case, your name would be after the space.

See example:  Sample Public Library, Primary Contacts, Jane Doe

== MISCELLANEOUS ==
16 Q:  Can I delete a page?

16 A:  No.  Only a Sysop can delete a page.
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