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Topics To Be Covered

How to navigate to/around the website

Explanation of the tabs for your branch page

How to send updates to rwtocyberlady@gmail.com

( via email or Communications Convenors’ Website)

How to create an online slideshow for the webpage
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Navigation

WEBSITE Address : www.rwto.org

How do I get there ?
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Navigation

www.rwto.org 4



Navigation-Home Page

www.rwto.org

Top of Home Page
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Navigation – Home Page

Introduction to organization

Mission statement

Scrolling photos of activities,groups

Links to all pages at the top

Links to Membership, Convention and Branch News at the 

bottom of the page
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Navigation/Branch News
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Navigation/Branch News
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Tabs
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Tabs
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Tabs

Scarborough
http://rwto.org/branch/scarborough/

Welcome
Information for membership & contact person’s name, phone number, email
List of Executive

Windsor-Essex 
http://rwto.org/branch/windsor-essex/

New Board photo
Membership link
Facebook link
Instagram link

Examples of Homepages

Used for 
Introduction

to the 
Branch
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Tabs

Executive List
Convenors List
Brochure of the Branch
Contact Names

Photos of Events Past and Present
A title and description of a group of photos
Events such as luncheons, trips, charity functions
Photos enlarge when clicked 
Description of photo is displayed when the mouse is 
rolled over the photo
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Tabs

List of Upcoming Events such as luncheons & 
trips with information about place, time and price
List of Past Events
Photos of past events

Who to contact
When payment is due
How much is the membership for the branch
Insurance information: name, and/or email 
address,phone number of contact
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Tabs

Most current Newsletter –send in pdf or word 
format
Past Newsletters posted but under title” Past 
Newsletters”

Cora Bailey Awards with photo, name and 
description
Awards handed out at the Convention with 
photos
Special awards just for the branch www.rwto.org 14



Tabs

List of charities the branch helps
Description of the charities
Photos taken while helping the charity

Photos of deceased members
Obituary if possible
Date of birth and death
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Sending Updates Via Email

Email Address: rwtocyberlady@gmail.com

In the subject area always put name of the Branch
Be specific about what to delete

Be specific about what to insert
Instructions can be sent in a word or pdf file and attached to the email or just typed in the email

Attach any photos to be posted but specify which tab ( Home? Gallery? Events?) 

Label photos where possible eg. Luncheon 2018 or London Luncheon

Photos can be resized. (the more pixels the clearer the photo on the web)
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Sending Updates Via Email

rwtocyberlady@gmail.com

17



Sending Updates Via Email

Example of instructions in a file attached to an email:
HOME
As is, except for contact information: 
Delete: “We are using a photo of the same impressive feature … as Header 
Photo.
Delete: Gwen Moore information
Insert: Johnna Johansen   519-862-3157     jjohansen1@cogeco.ca
Insert: Mary Anne Barstead 519-383-2724  barstedma@yahoo.ca

ABOUT
Delete All Information
Insert the following:  2018-2019 Calendar includes FIVE meetings  - Last 
Thursday of September,                           November, January, April, May
EXECUTIVE - effective May 31 2018
Past President Johnna Johansen

Tab
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Sending Updates Via Email
Photos/Images/Files

Don’t forget to attach photos or files to your email with instructions.

Images too small will not appear clear 

images that are too big (over 20MB ) email provider might not deliver, nor will they 

upload on our website 

Resolution is important (eg.1024×768 pixels)

Larger pixels means clearer photos (I can always resize them)

Under which tab are the photos to be inserted ( Gallery? Events? Membership? 

Awards?)

Attached instructions for images can be in Word or PDF
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Tips and tricks Photos/Images/Files

Click right with the mouse to find out the photo information
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Tips and tricks Photos/Images/Files

To label the photo, click on the label twice and start typing
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Tips and tricks Photos/Images/Files

ONE WAY TO SAVE IMAGES TO BE SENT FOR THE WEB

In Adobe Photoshop, there’s a specific command called “Save For Web” that optimizes the image 
file for displaying online. This is important as the regular “Save” command can end up creating file 
sizes 2-3 times larger than the “Save For Web” command.
In the “Save For Web” box, we need to make a few selections.
For Image Quality, you have a scale you can select with 5 presets that range from Maximum to Low. 

Very High – 611 KB
High – 339 KB
Medium – 152 KB
Low – 86k 

You can see that for every quality level you go down, the image size reduces by nearly half. In general, I’ve 
found that High is best setting for most images. At this level, it’s nearly impossible for the human eye to see any 
degradation in image quality, and the file size is nearly 4x smaller than if we were to just select maximum.
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Tips and tricks Photos/Images/Files
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Tips and tricks Photos/Images/Files
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Tips and tricks Photos/Images/Files
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Tips and tricks Photos/Images/Files

Original
2.2 MB

2448x3264

Save for Web
1.8 MB

2448x3264

Save for Web Resized
222 KB

800x1067
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Sending Updates Via 
Communications Convenors’ Website

Website Address:    https://rwtocc.weebly.com/

Use the dropbox menu to select the following:
Name of branch
Name of tab

Type in your:
First and last name
Email address
Use Comment box to enter what you would like inserted or deleted.
Click the submit button

For any photos that need to be added go to the image of the camera and 
click on the email address ( rwtocyberlady@gmil.com) add your branch name 
in the subject area and attach your photos.
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Sending Updates Via 
Communications Convenors’ Website

Website Address:    https://rwtocc.weebly.com/
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Sending Updates Via 
Communications Convenors’ Website
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Sending Updates Via 
Communications Convenors’ Website
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Slideshows

Which to choose?
Animoto ?  or Kizoa ?

Both have a free version
Prefer Animoto
Choose theme (music already attached but you can choose other music on the site 
or upload your own)
Upload photos
Kizoa has transitions
Preview
Publish
Choose from: download as a video or html code for a website or a link to the video
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Slideshows Using Animoto

Sign In to Animoto

https://animoto.com
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Slideshows Using Animoto

Select your theme 
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Slideshows Using Animoto

Click on create video 
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Slideshows Using Animoto

Click on the blue highlighted box 
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Slideshows Using Animoto

Click on upload

Supported image formats are 
JPG, GIF, PNG, and TIFF.

Currently, animated GIFs or 
transparency aren't supported.

The maximum supported file 
size is 20MB
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Slideshows Using Animoto

Open to the area on your computer where you have collected the photos 
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Slideshows Using Animoto

Highlight the photos you wish to upload and click on Open
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Slideshows Using Animoto

This is what it looks like while they are uploading 
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Slideshows Using Animoto

This is what it looks like after they have uploaded.
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Slideshows Using Animoto

Click Produce
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Slideshows Using Animoto

When this window pops up enter the name of your video, date and description. You 
may change your cover image on the right hand side by clicking on the arrow.
Press finish.
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Slideshows Using Animoto

https://animoto.com

After pressing finish you will see a 
green bar saying finalizing

This is what it will say 
when it is finished.
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Slideshows Using Animoto

https://animoto.com

Under your finished video you 
will have a choice of how to 
share it.
v Facebook
v Twitter
v YouTube
v Send a link via email
v Copy the html code to have it 

embedded on a webpage.
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Slideshows Using Animoto

Animoto will send an email to confirm that your video has been produced and is ready to be used.
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