CIAO HTML Email

1. Open the “What’s New Page” on the website, in internet explorer.

2. Right click in the window, and select “View Frame Source” (not “page source”)

3. A window with html will open. Find where the content begins – you do not need to take the top matter.  It will usually begin with books or working papers, so look for a tag that says either of the following and select from there:

a. <p class="catHeading" style="margin-top: -3px;"><b>Books</b></p>
b. or <p class="catHeading"><b>Working Papers</b></p>
4. You also do not need the information at the bottom of the page because that is part of the template as well.  So do not select further than the </blockquote> for the last url.

5. Copy what you have selected and paste it into a Word Document.

6. From the Edit Menu, choose “Replace…”

7. In the “Find” field, type:  ../
8. In the “Replace” Field, type: http://www.ciaonet.org/
9. Choose “Replace All”

10. Open the HTML Email Template in Notepad (or an html editor if you have one)

11. The final line before a large amount of white space will say “Last Update: 05/06” – put in the correct date for the update you are working on.

12. Copy and paste the Word Document into the blank space in the template (the top matter and bottom matter are already there, and I left a fairly large white space –paste it in there.  With HTML you should not need to worry about how much white space there is).

13. Choose “Save As,” and type in the file name with the extension “.html” (e.g., CiaoEmail.html).  The extension must be “.html” and not “.txt” 

14. Open the File in an internet browser to make sure it displays correctly.

