Accessing and Using Your DynaClaim Web Site

Step 1 – Accessing Your Web Site Administration Page

DynaClaim web sites are administered via the Claims-Portal web site. Log on through the home page at http://www.claims-portal.com/ using your Claims-Portal Member Profile (username and password). Permissions have been set to allow access only with the profile you specified, and permissions are set to allow access to only those features/pages included with your site. Permissions can be setup for additional profiles, but you must first call E-Claim to make this request.

Screenshot: Accounts page on Claims-Portal.com - View
Upon login, you will be brought to the main administration page, where your company name will appear above a list of account features. If your company has multiple locations, each location will be displayed on the main administration page, but only your main office will display the “DynaClaim Site Administration” link for administering your web site. 

To learn about the other links/features, please read the “Accessing and Using Your Sponsor Account” guide, which has been provided.

Step 2 – Administering Your Web Site

Unless your web site includes custom features/pages, all content on the web site can be administered through this administration area. To prevent clients from inadvertently accessing and/or editing an area of the site that has custom programming, access is not provided to such areas, unless specifically requested.

Overview of site pages and content listings:
To begin administering your web site, click the DynaClaim Site Administration link. 
Screenshot: DynaClaim Access page on Claims-Portal.com - View
The resulting page will display links to the enabled tools on your site.  The main content section containing your site’s pages can be accessed by clicking the “Site Pages” link.  
Screenshot: DynaClaim Site Admin Main Page - View
In the left column links appear to add new pages or edit/delete existing pages.  Click the “Update/Delete” link, and an alphabetically ordered list of all active pages on your site appears in the right column. The items in this list are named so as to easily identify each page. 

Click the “Edit” link in the right column corresponding to a page you want to edit.  
Screenshot: Page Edit Link - View
That page’s configuration window appears.  At the top of the right column you will see one or more items, which represent the editable content for that page. These items are referred to in the admin as “Listings”, and they appear as links. Clicking on a “Edit” link to the right of the listings allows you to view the edit form for that listing. Use of this edit form is explained below. If there is more than one “Listing” for any given page, the listings have been sorted to appear in a specific order on the site page. 

Screenshot: Listing Edit Link - View
These listings are named to identify the type of content included with that listing. Some listings may include a warning, such as “Do Not Edit” or “Edit Carefully”, in which case appropriate caution should be used to avoid editing the code for that listing/page.

Creating a new listing/editing an existing listing:

You can add/edit the content on any page by either editing an existing listing, or adding another listing. To add a new listing, click the “Add Info Item” link that appears above and to the right of the list of existing items. The next page asks one question to help you configure the content section if you plan to add multimedia.  Answer the yes/no question and continue.  This brings up a form for entering new content. This form is the same as the form for editing a listing, except that the form is empty.

Screenshot: Listing Edit Window - View
Begin by entering the name of the name listing into the subject field. The name entered here is what you will see below the name of the page in which the listing appears in the admin area. You should select a name that allows you to easily identify the nature of the content for that listing. Although you can select “Yes” to display the subject, it is generally better to select the “No” button, as the subject text may not match the font used for the rest of the listing, and displaying the subject may prohibit you from naming it something that is easily identifiable in the admin. If you choose to display the subject, you must specify where you want the subject to appear.

The next field is the “Item Text” field. This is where you enter the content that will appear on the site. You can enter this content as regular text, or you can use HTML code to form the content. Use the enter key to start a new line, just like a standard word processor, and remember that if you use HTML, the line breaks will still appear, so you may have to make minor adjustments to the code. Remember to look at the new content on your site, to assure that it is displayed properly, and return to the form to edit the content as needed.

The next field is used to display a graphic with the listing. You can display only one graphic for each listing, so if you want to display multiple graphics on a page, you should create multiple listings. Or, if your site includes the Photo Gallery feature, you can create a Photo Gallery listing (details follow) to display multiple images on the page. Please note that large images may not appear properly and may even cause the site design to distort, if this occurs, you will need to delete the graphic and reduce its size.

You can align the graphic left, right, or center, in relation to the content, and you may enter a link for the graphic, as well as a caption and “alt” text.

Next you will select the “live” button to make the listing appear on the site. If you need to temporarily remove content from your site, you can select “no”, and when you are ready to display the content in the future, you simply change it back, rather than having to recreate the content.

Once you have completed the above, click the “Add Listing” button to complete the 

add-new or edit process.

Sort Listings:

This feature allows you to specify the order in which multiple listings appear on a page. To set the sort order, click the “Sort Listings” link that appears next to the “Add A Listing” link. You will then see a similar page, with a numerical value assigned to each listing. To specify the sort order, simply change the number next to a listing, using a lower number for the items that appear at the top of the page. It is generally a good idea to use the number one for any listing that you would always like displayed at the very top of any given page. As you add additional listings in the future, you may need to adjust the sort order.

For additional assistance, please reach us through our Contact Page.
