The url is

admin.boisecounty.us

you must login with username and password

Fig 1 login page
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To edit a department page, select one of the departments from the Departments Pages menu.

For department pages, there can be up to three pages. Not all departments have three pages.

Fig 2: Department list
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The main page reads "(parent)" next to the name because it’s the main area of the department. The other two pages are considered "children" of the main page 

The pages correspond to these areas on the site

Clerks office main page (orange)

Clerks Office Contact Info (purple)

Clerks office links page (yellow)

Fig 3, 4: department page
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Boise coung Clerk, Auditor, Recorders Office

Canstance Swearingen
Clerk, Ex Officia Auditar, Recorder

E-mail: cswearinaen@es boise.id.us

The Clerk of the District Caurt serves as ex-afficio Auditor and

Recorder and as ex-officio Clerk of the Board of County.
Commissioners (Idaho Code 31-2001)

Contact Information

420 Main Street
P.0. Box 1300
Tdaho City, Tdaho 83631

Phone: 208-392-4431
Fax: 208-392-4473

DUTIES

As an ex officio Auditor, this individual is responsible to draw
warrants (1.C. 31-2301), examine and settle debts to the County
(1.C. 31-2303), keep actounts current with the Treasurer (I.C.
31-2304 and 2308), issue an annual financial statement of the
county (1.C.31-2307),

and perform such other duties as prescribed by law (1.C. 31-2309).
&5 ex-officia Recarder, the Clerk s responsible (1.C. 31-2402) to record

1. Deeds, grants, transfers and mortgages of real estate, releases of mortgages, powers of attorney to convey real
estate and leases which have been acknowledged or proved, and transcripts of judgments or decrees which affect the title
or possession of real property including water rights, any part of which is situate in the county of which the person is the
recorder,

2. Certificates of marriage and marriage contracts.
3. Wills admitted to probate.
4. Offirial han:

= o)
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R B citate and leases which. have been acknowledged or proved, and transcripts of judgments or decrees which affect the fitle

g AL or possession of real property including water rights, any part of which is situate in the county of which the person is the
recorder,

Employment

Noxious Weeds

Planning and Zoning

Road and Bridge

Certficates of marriage and marriage contracts.
Wills admitted to probate

Official bonds.

Notice of mechanics' liens.

Transeripts of judgments which by law are made lisns upon real estate.

Sheriff Natices of attachments upon real estate.

: Notices of the pendency of an action affecting real estate, the titls thersto or possession thereof.
Treasurer

9. Instruments describing or relating to the separate property of married women

10. Notices of preemption claims.

Waste Management

11, Certified copies of any petition, with the schedules omitted, filed in, and certified copies of any order or decree made
or entered in proceeding under the National Bankruptcy Act.

12, Financing statements under the Uniform Commercial Code which cover timber to be cut, minerals o the like (including
oil and gas), and accounts subject to Subsection (5) of L.C. 28-9-103)

13. Notice of order of a general adjudication in conformance with section L.C. 42-1408.
14. Such other writings are required or permitted by law to be recorded.

Other writings required or permitted by law would include: various indexes (1.C. 31-2404 & 2405), certificates of sale and
variaus other records.

Marriage Licenses

Where to apply for your Marriage License.

Marriage Licenses are issued in the Recarder's Office. Office haurs are Manday thraugh Friday from 8:00 a.m. to 12:00
p.m. and 1:00 p.m. to 5:00 p.m

1f you will be married in [daho, you must obtain a marriage license. If you are to be married in another state, you will
need to get a license from that state

it jownsco.boise.id.us{Planing_and_Zoning.asp
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All of the editor pages look similar

Page Name: The name that appears in the administrator list (blue - Fig 2)

Page Title: The name that appears on the top of this section on the site (lime green - Fig 3)

Create date: the date the page was created, the page will START appearing on the site once this date is passed

Expire date: The page will STOP appearing on the site once this page is passed.

The dates are used for "announcement" type pages where you want an announcement to only appear for a certain period of time.

Most of the time you will leave the expire date empty because you always want the page to appear on the site.

Fig 5: editor screen
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© CONTENT DETALLS

Page Name: Clerks office main page

Page Tite: Boise County Clerk, huditor, Recorders Office

Create Date: (0272072008

Expire Date
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Al

Constance Swearingen

Clerk, Ex Officio Auditor, Recorder
E-mail: cowearingen@co.boise id.us

The Clerk of the District Court serves as ex-officio Auditor and Recorder and as ex-officio Clerk of the Baard of
County Commissianers (idaha Cade 31-2001)





Text editor functions:

Fig 6: The editor
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DUTIES
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Type in text in directly in the editor. Apply formatting with the buttons.

First row buttons L to R:

To Bold, Italicize or Underline : Highlight text and click the B, I or U icons

To flush left, right, center or justify an ENTIRE PARAGRAPH, place the cursor in the paragraph, and click the appropriate lineup buttons next to the underline button. It does not do partial paragraphs.

To change paragraphs to bulleted lists: Highlight the paragraphs and click either the bullet or numbered list button.

To Undo or redo your last move, click the arrow left or arrow right buttons. Note they will be grayed out if there are no more undos left. The editor supports multiple undos.

To create a link to another site or page, type in the words for the link, or highlight some existing text, then click the chain button (red)

A dialog will pop up 

fig 7 link editor
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The link url should begin with a full site address, such as http://www.mysite.com

Set the "Target" to open link in new window if you want to pop a new window when someone clicks on this link

The title is the text that will appear when you ROLL OVER the link with your cursor (optional)

Click insert to SET the link.

To unset the link, highlight the link and click the broken chain button. It will become active only if you have selected a link.

Note if you select a partial link, it will unlink ONLY THAT PART.

LINE button: inserts a line as a divider in the text

Second row of buttons:

HTML button: Allows you to view the html formatting of the text. It opens a new window where you can edit the raw html.

Fig 8: Html dialog

[image: image8.png]T2 Admin User Manual. doc - Microsoft Word.

Ele Edt Vew Insert Format Tooks Table Window Help

- Times New Raman

HTML Source Editor word wrap

br />
d4iv align="left">

strongloren Ipsun</strong> is

jsiuply dumny text of the printing and typesetting industry. Lorem Ipsu has been

the industry's standard dumny text ever since the L500s, uhen an uiknown printer

took & galley of type and scrambled it to make a type specimen book. It has

survived not only five centuries, but also the leap into electronic typesetting,

renaining <a href="http://vv.nysite.con” target="_blank” title="see my site here!">essentially
/e>unchanged. It vas popularised in the 19605 with the

release of Letraset sheets containing Loren Ipsun passages, and more recently

ith desktop publishing software like Aldus Pagellaker including versions of

Loren Tpsun.

i

Page 35 Sec 1 6 Col 1 [REC [TRK X1 [OVR

+J start o o ¢ ERTT 20 72 Acknin U




Click the update button to apply any change you make here.

Click cancel to discard changes.

If you are inserting text that already has HTML tags in it, do not paste it into the editor, instead, click the HTML button and paste it into the HTML Source Editor Dialog (above), otherwise, the formatting will display as is, such as <p>paragraph here</p>

The editor will NOT save font tags. It's assumed that you want the content to have the same font as the rest of the site when the content draws on the site, so it does not retain font tags when you save the content.

All other tagging such as bolds <b>, italics <I> etc…should save properly.

New table:

This inserts a table with the specifications you give it in the dialog box:

It's best to place the cursor on an empty line and then click the insert table button:

Fig 9 table dialog
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Once the table is inserted you can edit it by clicking on it so it highlights, then the 

companion buttons - table row properties and table cell properties will be available. (red)

fig 10 table editor buttons
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You can also hand edit the table tag by clicking the HTML button to see the raw html.

To Insert an image into the text:

The insert process is two steps:

1) insert the image into the text

2) upload the image to the server where the website is, so the "world" can see it.

Place your cursor where you want the image to appear in the text. Make sure you do this step or it may not insert the image. (red) I put the cursor after the last word, then hit a return so the image will appear on the next line after the text ends.

Click the insert image tag at cursor link under the wysiwyg editor box. (green)

 Fig 11 insert an image
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A broken image tag will appear at the cursor. (red)

If you have more images to add in the article you can repeat the insert at other places in the document.

Click update to save the article, so the tags get inserted into the content and saved into the system (green)

Fig 12 update after inserting an image
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Once you update/save, click the PLUS icon next to FILES. It will drop down a list of browse buttons, so you can upload the images to the server.

All the NEW images that you inserted will be named "image.gif" (red)

All the images that already exist in the article will have a name with a long number on it. (green)The system renames the image with the long number to keep track of it.

This article had two images already in it, and we added a new one.

Fig 13 Files area
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Click the browse button (purple) to browse for the image you want uploaded.

You can also add author and caption information to the image.

Click the Update button at the top to save the image into the system. You should then be able to see the image in the wysiwyg editor, instead of the broken image.

To add a FILE that users can DOWNLOAD, follow these steps

Place the cursor where you want the file link to be.

Click the "insert document link at cursor" link below the editor window (green)

it will insert a link marked "New Document Link" at the cursor (red)

Fig 14 add new document link
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After you insert the link, click the update button (blue)

Fig 15 update
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go to the FILES area, and click the plus

Locate where it says "NewDocumentLink.txt"

Click the browse button to browse for your file (red)

then click the UPDATE button again, to upload the document to the server

Fig 16 browse for file
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After updating, you can go back to the link, select it and change it to whatever you want it to read (red)

Also note that the file name that used to say NewTextDocument.txt is changed to a long name with a number (green). This is the name that the system gives the file once you upload it.

Fig 17 rename the link
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REQUESTS FOR PUBLIC RECORDS

ALL Requests for Copies of Public Records need to be submitte in writing and faxed to Boise County Recorder's
Office at 208-392-4473 or mailed to;

Baise County Recorder's Office
PO Box 1300
Idaho City, ID 83631
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Approving and Editing the user gallery:

On the menu, choose User Gallery -> List User Gallery

If a site visitor uploads a photo, it will appear on the user gallery list

there will be a red N in the approval column (red)

Click on the edit icon to view and approve the image (green)

Fig 19 user gallery list
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Edit / Delete Boise County Gallery

Use the fable below fa view he records in e database.

Edit the item by clicking: B/ then click the update button.

Delete by clicking e, then use the delete button. _
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You can change the title and summary if you like.

If you like the photo, click the APPROVED box (red)

and click the UPDATE button (green)

If you do not approve of the image, click the DELETE button (yellow)

Fig 20 user gallery edit/approve
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it [The Rising"

Summary. Nornings can be especially beautiful when you have the
wountains as your stage. It's many times vorth the extra
effort to rise early to catch the "The Rising.”
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