
Editing your Lumens main page 

in one hour or less!



Treat it like a recipe, have a plan in mind:

You must have Power User access to edit 

this page

How many tables

Text

Pictures

One column, two or three











Keep title area and text in separate tables (tables 
will let you use most of the display space)

Border size= 0 (shows no gridlines)

Cell Spacing= 5-10 (space between 
columns/cells)

Cell Padding= 1-2 (empty space within 
columns/cells borders)



Don’t check the “Remove Style Definitions” box if you want to keep your original formatting

Once imported, use the tool bar to edit text color, font, size and background





Select Browse Server

Create a new picture folder

Max size of picture is 500KB

Upload pictures using “pop-up” page to select where to upload your pictures

The Image Properties window allows you to preview your image, add Alternative Text, and assign size 
characteristics. 

“Alternative Text” is the text that appears in the image tag when hovering over a picture, or while the 
picture is slowly loading.  It should describe the picture to a visually impaired user.  (ADA compliance)





Highlight appropriate text

Click “Insert/Edit Link” button

Select URL “Link Type”

Type complete URL address

Set target to “New Window” if you want to direct them to a separate page

Leave the target default setting <not set> to keep within site

Click OK







Highlight appropriate text

Click “Insert/Edit Link” button

Select E-Mail “Link Type”

Type email address

Click OK


