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Introduction :
Introduction

Adobe Contribute software is a web publishing tool that allows users

(contributors) to edit websites using a simple user interface without Logging In to Virtual

having to learn HTML code or editing. In this self-help document, you Workspac
will learn how to create a Website Connection to your department or
organization’s website using the connection instructions provided to
you by the web development team.

Creating a Connection

Logging In to Virtual Workspace

Adobe Contribute is located on the Virtual Workspace.

1. Launch a browser, type vw.towson.edu in the address bar (Fig 1,1) and press Enter. The
Virtual Workspace Log On screen will appear (Fig 2).

Figure 1
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2. Enter your NetID and Password (Fig 2, 1) and click the Log On button (Fig 2, 2).

Figure 2
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Virtual Workspace

Welcome to Towson's Virtual Workspace! This service will allow you to easily access many of the campus applications and network files f‘.
from anywhere on the Internet by just your web browser! 1

Web Browser Requirements: Windows: Internet Explorer 6.0 - 8.0 (Version 9 is not supported) or Mac: Mozilla Firefox 1.5 or higher.

To log in to the Virtual Workspace, enter your TowsonU username and password in the box below, and then click the Log On button. If
you have difficulty logging in, please contact the OTS Help Center at (410) 704-5151. The Help Center's hours of operation are Monday
through Friday 8am-5pm.

VW Issue Reporting Form: Please use this form to report intermittent issues that you are experiencing while using Virtual Workspace.
If you are experiencing an issue that is preventing you from using Virtual Workspace, please call the OTS Help Center at 410-704-5151. I
you receive an authentication prompt accessing the issue reporting form please login with towsonu\username.

Self-Help Documents: Frequently Asked Questions (FAQs) and Access Your Files/Mail from Anywhere
Online Movie Tutorial: Virtual Workspace Overview
Easier password resets, and a more secure account: Set your security question now!

© 2012 Towson University -This work is licensed under the Creative Commons Attribution-NonCommercial-NoDerivs License.
Details available at http://www.towson.edu/OTStraining.
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3. The Virtual Workspace environment will launch. Select Contribute from the list of available
applications in the main window (Fig 3, 1). Contribute will now launch.

Figure 3
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Creating a Connection

An initial connection to your site must be made. Please use the connection instructions emailed to
you to guide you through the Connection Wizard. If you have misplaced your connection
instructions, send an email request to web@towson.edu before proceeding.

1. When looking at the start-up screen, click on Website Connection (Fig 4, 1). If Contribute
loads into a blank white screen, go to the Edit menu (Fig 4, 2), click My Connections,
then on the window that pops up, click Create...

Figure 4
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2. The Connection Wizard will launch. You will need to setup your connection manually. Click
the Next button (Fig 5, 1).

Figure 5

Create Conneckion
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Welcome

‘Welcome to the Contribute Connection Wizard!

To get started using Contribute with wour website, you'll need to provide some connection
information,

If vou received a Contribute connection key, vou can double-click it
now ko set up wour connection automatically,

Ctherwise, click Mext ko enter your connection infarmation manually.

Cancel |

Help | < Black I Mewts> 1

3. Type in the name of the site that you are responsible for in the What is the web address
(URL) of your website box (Fig 6, 1). The web address can be retrieved from the
connection instructions provided to you. For convenience, note the site name in the

following space:

http://

Figure 6
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To find your weh pages, Contribute needs to know the ad
wour home page),

What do wou want to connect ko?

IWebsite j | ”

What is the web address (URL) of wour website?//\)
I hktp: f fvavav, bowson, edufadminfinancefoks| - Browse. .. |

Help | < Biack I MHext » I Cancel
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4. Click Next to continue (Fig 6, 2). Figure 6
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5. The Connection Wizard will ask how to connect to the web server. Select
Local/Network in the How do you connect to your web server? drop-down
box (Fig 7, 1). Click Next to continue (Fig 7, 2).

6. Type the network path in the What is the network path to your website
box (Fig 7, 1). The network path can be retrieved from the connection instructions provided
to you. For convenience, note the site name in the following space:

\\www1\

Figure 7
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7. Click Next to continue (Fig 7, 2).
Figure 8
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What is vour e-mail address?

rurand@towson, edu
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8. Enter your Full Name and email address in the boxes provided (Fig 8, 1). Click Next to

continue to the following screen (Fig 8, 2).
9. Select Publisher from the What role are you assigned to? Box (Fig 9, 1).

10. Click Next to continue (Fig 9, 2).
Figure 9
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11. Confirm that all of the details entered match and are accurate. If correct, click the Done
button (Fig 10, 1). Your connection has been created and you can begin using Adobe
Contribute.

Figure 10
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Summary

YWehsite Information
Address: htkp: /v, towson,edufadminfinancefot s/
Connection Information
Type: Local/Metwaork
Path: Yl adminfinancesoks),
Role Information
Raole: Publisher - Users in this role can create and edit pages, as well as publish pages to
User Information
Mame: Rodney Urand
E-mail address: rurandi@towson, edu
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