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Unite with UKnight 
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Unite: /yoo͞ˈnīt/ 
 

1. Come or bring together for a common purpose or action: “The Fraternal and 
Insurance sides of the Knights of Columbus unite behind their common cause". 

 
2. Come or bring together to form a unit or whole, esp. in a political context: “A Field 
Agent’s dual roles as Brother Knight and Financial Professional unite with UKnight". 



Let’s Get Started 
 

The Field Agent’s Guide 
to Setting up his UKnight Website 
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The Field Agent’s Guide 
to Setting up his UKnight Website 



First Step – Activate Your Site 

Return 

Go to your General 
Agency Site 



Return 

Scroll down and click on 
your picture. 
 
We are proud to have 
received permission from 
a Field Agent who is new 
on the system, Edward 
O’Keefe, to use his set up 
for this demonstration. 
 
Thanks Brother! 

First Step – Activate Your Site 



Return 

Click to go to your  
Admin Center 

First Step – Activate Your Site 



Return 

Login – Your Initial 
Password is either your 
Home Council Number or 
your Field Agent Number. 
 
This initial password is 
not your Assembly or any 
other number.  It is either 
your Home Council 
Number, or it is your 
Field Agent Number.  
 
So to enter your admin 
center for the first time, 
first enter your home 
council number, and if 
that does not work, use 
your Field Agent Number. 

First Step – Activate Your Site 



Return 

Click to Subscribe 

First Step – Activate Your Site 



Return 

UKnight uses the PayPal 
system to manage 
subscriptions.  You can 
choose to: 
 
1. Pay for your 

subscription with 
your current PayPal 
Account  
 

2. Use your Credit Card  
to pay for your 
subscription through 
PayPal. 

First Step – Activate Your Site 



Return 

Fill out the Form 
if Necessary 

First Step – Activate Your Site 



Return 

Review your info 
and submit 

First Step – Activate Your Site 



Return 

Enter your Agent Number 
and Click to Submit 

First Step – Activate Your Site 



Return 

Confirm Your Info and 
Click Here to Return 

First Step – Activate Your Site 



Introducing Your Admin Center 

Return 

Back to Your Home Page. 
 
Notice the “Getting 
Started Guide” link is no 
longer present here.  It 
will remain on your Login 
page though, so you can 
refer back to it as you 
build out your site, and 
so that you can refer 
others to it when they 
ask you about UKnight. 
 
Ok, let’s click to go back 
to your Admin Center. 



Return 

Login Again – Your Initial 
Password is Either your 
Home Council Number or 
your Field Agent Number 

Introducing Your Admin Center 



Set Password & Verify Contact Information 

Return 

Notice the Subscribe Now 
notice is gone 
 
First, we will check your 
contact info and make 
sure it is all correct 
 
Click UPDATE Your 
Contact Info, Photos, Bio, 
etc. 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

First, check your basic 
contact info at the top of 
the page to make sure it 
is all correct.   
 
For better security, here 
is where you can change 
your password. 

Set Password & Verify Contact Information 



Mid-page you will see two   
e-mail address boxes. 
 
First is your primary e-mail 
that shows on your site and 
auto-fills your “E-mail Me” 
buttons.  
 
You will receive a copy of 
every broadcast email sent 
by your Councils.  “Site E-
Mail” is where your copy of 
these e-mails are sent. 
 
Right below, is where you 
can turn off this cc feature if 
you like.  Most do not. 

Return 

Set Password & Verify Contact Information 



Bottom of the page, enter 
your MDRT year if 
appropriate.  This will 
recognize you on your 
General Agent’s page as an 
MDRT member. 
 
AND SAVE THE PAGE. 
 
If you do not save the 
page, all of the changes 
and additions you make 
will be lost. 

Return 

Set Password & Verify Contact Information 



Return 

Set Up Your Lotus Notes Signature 

Now that you have double 
checked your contact 
information, we will create an 
HTML signature with a link to 
your website for e-mail sent 
through your Lotus Notes.  



Return 

Log back into your Admin 
Center. 
 
Click Printed Instructions 
and actually print them 
out.  
 
Then Click Video Help 
 
We encourage you to 
watch the Video and 
follow along with your 
Printed Instructions 
taking notes where you 
think necessary. 

Set Up Your Lotus Notes Signature 



Embed Your Optional Headline Video 

Return 

After finishing your 
signature, log back into 
your admin center and 
again click UPDATE Your 
Contact Info, Photos, Bio, 
etc. 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

Now we are going to 
embed a video that will 
open up ready to play 
when members visit your 
site.   
 
This is a terrific 
opportunity to post 
compelling media on 
your site.   

Embed Your Optional Headline Video 



Return 

As you set up your site you will be in 
and out of your admin center.   
 
To make this process easier, I 
recommend that you keep your 
admin center open so you do not 
have to log back in every time, and 
open a second window to work in.   
 
The easiest way you do this is with 
browser tabs.  For those who are 
unfamiliar with “Tabs”, here are 
several browsers and how you would 
open a new tab in each.   
 
Clicking on the tab opens a new 
browser window so that you can 
easily go back to your admin center. 

Embed Your Optional Headline Video 

Just click where the arrows 
are pointing.  This will open a 
new browser window for you 
to work in without having to 
close your admin center.  



Return 

In order for videos to play on your website, 
they need to be compressed  - made smaller 
without quality loss – and have some kind of 
player.  The compression technology and 
player that works best and which has been 
almost universally adopted is an Adobe 
product called Flash.   
 
Flash is what YouTube, Vimeo, GodTube, Blip, 
Viddler, Daily Motion, and many other similar 
video sharing sites use.  But to use Flash, the 
video file has to be converted from other 
video formats such as .mov, .mp4, .wmv, and 
a whole bunch of others to an .flv or a Flash 
file. 
  
This is what made YouTube so huge so 
fast.  They developed an online Flash 
converter / player that worked so quickly and 
easily, they created the entire market and still 
control half of it.   
  
So if you upload your own video to one of 
these sites, and then embed the video as we 
instruct here, it will play well on your UKnight 
website.  
 
First, we will look at finding an uploaded 
video, and then look at uploading your own.  

Embed Your Optional Headline Video 

You can find videos 
here and elsewhere, 
or you can upload 
your own. www.youtube.com/knightsofcolumbus 



Return 

This is youtube.com, but 
again, there are many 
places to find great 
media and the process is 
basically the same.   
 
1. Locate Video 

 
2. Click Share 

 
3. Click Embed 

 
4. Make sure every box 

is unchecked 
 

5. Size Your Video 

Embed Your Optional Headline Video 



Return 

When you first click to 
embed, the “Embed 
Code Box” will open with 
a preset video size.  You 
are not limited to this. 
 
Here you see that the 
“video size” is 480 x 360 
 
You also see in the 
Embed Code Box -  
“<iframe width="480" 
height="360“ 
 
This is what we will 
adjust, so click on the 
video size down arrow to 
open the options menu 

Embed Your Optional Headline Video 



Return 

The widest video 
allowable is 700 pixels.  
Let’s see how that looks.   
 
There is no option for a 
700 pixel width, so you 
will click Custom Size. 

Embed Your Optional Headline Video 



Return 

Now enter 700 in the first 
box.  When you type in 
the width, the height 
automatically changes to 
maintain the same 
dimensions, or as it is 
called, aspect ratio.   
 
You will also see it 
change in the Embed 
Code so that when you 
paste the code into your 
website, it will size the 
video as you instruct. 

Embed Your Optional Headline Video 



Return 

Now just click inside the 
Embed Code Box to 
highlight the entire code. 

Embed Your Optional Headline Video 



Return 

Now right-click inside the 
highlighted box to open 
the menu and then click 
on COPY. 

Embed Your Optional Headline Video 



Return 

Return to your Admin 
Center, click UPDATE Your 
Contact Info, Photos, Bio, 
etc.  
 
Now right-click inside of 
the EMBED Video Code 
box, and click PASTE. 

Embed Your Optional Headline Video 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

The Embed Code you 
copied will paste inside 
the box. 

Embed Your Optional Headline Video 



Scroll to the bottom and  
SAVE THE PAGE. 

Return 

Embed Your Optional Headline Video 



Return 

And your promotional 
video appears right on 
your front page. 
 
As you can see, bigger is 
not always better.  This 
video size overwhelms 
the rest of the page, and 
when you post your slide 
show and information of 
interest, it will look even 
more out of proportion. 
 
So let us check out a 
different size and see 
how that looks.  

Embed Your Optional Headline Video 



Return 

To make this easy, I left 
the YouTube window 
open in a separate tab.   
 
So let’s click the menu 
arrow and drop down 
those options. 
 
Let’s try 480 x 360 and 
see how that looks.  So I 
will click on that option. 

Embed Your Optional Headline Video 



Return 

That changes the “Video 
Size” as well as, if you 
notice, it changed the 
Embed Code from  
 
<iframe width="700" 
height="525"  
 
To  
 
<iframe width=“480" 
height=“360" 

Embed Your Optional Headline Video 



Return 

Now again, we will click 
inside the Embed Code 
box to highlight the 
Embed Code, and then 
right-click and click COPY.  

Embed Your Optional Headline Video 



Return 

Embed Your Optional Headline Video 

Again, return to your 
Admin Center, click 
UPDATE Your Contact 
Info, Photos, Bio, etc.  
 
Or better yet, leave this 
window open in a 
separate tab to make it 
easier to go back and 
forth. 
 
Again right-click inside of 
the EMBED Video Code 
box, and click PASTE. 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

The new Embed Code 
you copied will paste 
inside the box. 

Embed Your Optional Headline Video 



Scroll to the bottom and  
SAVE THE PAGE. 

Return 

Embed Your Optional Headline Video 



Return 

And your resized 
promotional video 
replaces the first one. 
 
This looks better to me, 
but this is your site and 
your preference.   
 
Since it cost you nothing 
to make these changes, 
you can continue to redo 
this until you find the size 
you like the best. 

Embed Your Optional Headline Video 



Return 

To upload your own 
videos, the process is 
actually more simple 
than you would think.   
 
First, you must establish 
an account with one of 
the Video Sharing sites.  
As YouTube is the most 
highly rated,  we will give 
you a glimpse into their 
process.  
 
1. www.youtube.com 

 
2. Click Upload 

 
3. Create an account 

Embed Your Optional Headline Video 

http://www.youtube.com/


Return 

Step Two - Upload your 
photo if you’d like – this is 
optional, and the process is 
the same as uploading 
photos with UKnight  

Embed Your Optional Headline Video 

Step One – Fill out the Account Form – Click Next Step 

Step Three – Finished!  Now 
Click to go back to You Tube. 



Return 

Embed Your Optional Headline Video 

Click Ready to Continue 



Return 

Embed Your Optional Headline Video 

Click Select Files to upload 
and just follow the 
directions. 



Return 

After your video is 
uploaded, just follow 
the same procedure we 
went through to upload 
any other video. 

Embed Your Optional Headline Video 

 

Your Video 
 



Post Your Biography 

Return 

Now we will post your 
Biography, the button for 
which will show up right 
here. 



Return 

Again, log back into your 
admin center and again 
click UPDATE Your 
Contact Info, Photos, Bio, 
etc. 

Post Your Biography 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

Scroll down to the 
bottom of the page. 

Post Your Biography 



Return 

Here, you can write out 
your bio, paste it from a 
Word Document, or you 
can post a professionally 
produced Biography. 
 
Typing it in the box is 
easy, straight forward.  
 
To insert what you 
composed in Word 
complete with 
formatting, copy your 
document in Word, and 
then click the “Word” 
Icon shown on the left. 

Post Your Biography 

Blow-Up of Word Button  



Return 

The Paste Box will pop 
up, and just follow the 
instructions on the box. 
 
It appears too small, but 
don’t worry, it will 
capture your entire 
document. 
 
And then, of course, do 
not forget to Click to 
Update Your Page. 

Post Your Biography 



Return 

As an Insurance 
professional the best 
option, by far, is to attach 
your professionally 
produced Biography. 
 
Brother Ed has a 
professional PDF Bio, so 
we will post it. 
 
Click the “Choose File” or 
“Browse” button, 
depending upon the 
browser you use. 

Post Your Biography 



Return 

That opens up a file 
search box from your 
computer so you can 
locate the file you would 
like to post for your 
Biography. 
 
There is the file, so I will 
either double click on it, 
or click it once and then 
click OPEN at the bottom. 

Post Your Biography 



Return 

There you can see that 
the proper file has been 
chosen, so I will click to 
Update the Page. 

2013 O'Keefe Bio.pdf 

Post Your Biography 



Return 

Scroll back down, and 
there you can see that 
the proper file has been 
uploaded. 
 
So I will go to my website 
and check the Bio. 

2013 O'Keefe Bio.pdf 

Post Your Biography 



Return 

Now the Biography 
button is there so that 
when members click on 
it to find out more 
about you… 

Post Your Biography 



Return 

Your Biography shows up 
in a resizable box with all 
of the Adobe tools to 
Print it, Resize it, and 
even Save it so visitors 
can Share it. 

Post Your Biography 



Return 

Now we are going to 
embed a map to your 
office so members can 
find you if they need to. 
 
Again, click your Admin 
Button, go to your Admin 
Center, and then click 
UPDATE Your Contact Info, 
Photos, Bio, etc. 
 
This is your EMBED MAP 
CODE box.   

Embed a Map on your Office Location Page 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

Just open up another tab or window and go to MapQuest.com, or Google.com/maps, 
or there are several others.  For this example we will use mapquest.com but they all work 
basically the same. 

Embed a Map on your Office Location Page 



Return 

Enter your address and click Get Map.  Then Click on Link/Embed. 

Embed a Map on your Office Location Page 



Return 

Just like the video earlier, a box with the embed code will open, click inside the 
Embed Code Box, then right-click and COPY.  Do not “Copy Link”.  Make sure 

you are copying the “Embed Code” 

Embed a Map on your Office Location Page 



Return 

Again, go to UPDATE Your 
Contact Info, Photos, Bio, 
etc. 
 
Right-Click in your EMBED 
MAP CODE box and click 
PASTE.   

Embed a Map on your Office Location Page 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

OK, the EMBED CODE is in 
the Box, so let’s go save 
the change. 

Embed a Map on your Office Location Page 



And then we can go and 
check it out… 

Return 

Embed a Map on your Office Location Page 



Return 

Go to your site, click on 
Office Location. 

Embed a Map on your Office Location Page 



Return 

And there is your map. 

Embed a Map on your Office Location Page 



Return 

Now we are going to 
establish your personal 
slide show. 
 
There are two ways to do 
this.  You can click the 
UPDATE your Photo 
Slideshow here at your 
Admin Center. 
 
Or you can go back to 
your UPDATE Your 
Contact Info, Photos, Bio, 
etc. page and work with 
your Slide Show from 
there. 

Create and Update your Slide Show 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

This is the Update Slide 
Show button on your 
UPDATE Your Contact Info, 
Photos, Bio, etc. page. 

Create and Update your Slide Show 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp


Return 

The UKnight Slide Show is 
programmed to 
automatically re-size your 
photos so that they will fit 
without distortion. 
 
However, this does not 
necessarily mean they will 
look as good as you might 
like. 

Create and Update your Slide Show 



Return 

So perhaps the first step 
to take is to make sure 
your slide show photos 
are properly sized. 
 
The photo editing 
program that comes with 
your UKnight Admin 
Center will help you check 
your photos and resize 
them quickly and easily. 
 
So CLICK HERE to Crop & 
Resize your photos. 

Create and Update your Slide Show 



Return 

That will open your photo 
editor.  If you have a 
photo editing program 
you prefer, of course that 
will work as well. 
 
Now click to open an 
image from your 
computer. 

Create and Update your Slide Show 



Return 

Create and Update your Slide Show 

This is the same process  
you followed to post your 
Bio.  The same box opens 
from your computer so 
you can find and open the 
folder with your photos.   
 
Here is the folder with the 
photo we are looking for, 
so we either double click 
on the photo, or click it 
once and click OPEN. 



Return 

Create and Update your Slide Show 

This loads your photo into 
the editing program. 
 
The goal is to output the 
photo with a specific size, 
width and height. 
 
For this slide show the 
ideal dimensions are 570 
pixels wide by 270 pixels 
high. 
 
So first we click to  
activate the Cropping 
Tool. 
 
And then click Constraint 
and choose Output Size. 



Return 

Then enter 570 into Width 
and 270 into Height 

Create and Update your Slide Show 



Return 

Create and Update your Slide Show 

You can make the image a 
little smaller to see the 
edges by clicking the left 
side of the Navigator Bar. 
 
Now simply click and drag 
your mouse as if you were 
drawing a box.  Here you 
see the box automatically 
drawn to the exact 
proportions. 
 
There are all kinds of tools 
here, such as red eye 
removal, so have fun with 
it if you like.  



Return 

Now click on the corner of 
the box to make it bigger 
or smaller depending 
upon what you want the 
picture to look like.    
 
Whatever is in the box will 
be in the final picture. 
 
Here I stretched the box 
to make it as large as 
possible remaining within 
the exact proportions. 

Create and Update your Slide Show 



Return 

Now click in the middle of 
the box and hold the 
button down to move the 
box where you want it. 
 
If you would like to make 
slight, detailed 
movements, you can use 
the arrow keys on your 
keyboard also. 
 
Here, it just happens to fit 
Ed and his wife perfectly. 

Create and Update your Slide Show 



Return 

Now Click Return or Enter 
on your keyboard to 
complete the edit.   
 
There you have your 
photo cropped to the 
exact dimensions. 

Create and Update your Slide Show 



Return 

Now you have to save this 
new, edited file.  So click 
File, then Save. 

Create and Update your Slide Show 



Return 

You need to change the 
file name so that it does 
not overwrite the original 
file.  I suggest to simply 
add the word “cropped” 
at the end so the original 
file remains intact, and 
you can identify it as the 
proper file when you want 
to post it. 
 
Also, make sure that the 
“Quality” is set at 100% 
 
Then Click OK 

Create and Update your Slide Show 



Return 

This will open another box 
from your computer. 
 
Check the folder to make 
sure it is going into the 
folder you want. 
 
Check the file name to 
make sure it is the file 
name you want. 
 
Then click on Save. 

Create and Update your Slide Show 



Return 

The confirmation will flash 
on the screen (watch for 
it) to let you know your 
picture is ready to be 
posted.  Then, just click at 
the top to close the 
program 

Create and Update your Slide Show 



Return 

Now position the photo 
on your list.  You can 
always change their 
position later, but we 
suggest numbering them 
10, 20, 30, 40  so that you 
can easily position a 
photo in-between 10 and 
20 by numbering it 15. 
 
Click “Choose File” or 
“Browse”, just like we 
have done before, and the 
box will open so that you 
can choose your file.  
 
Write a short caption. 

Create and Update your Slide Show 



Return 

Check the circle that says 
YES to show or NO to not. 
 
Why check NO?  If you 
want Holiday photos to 
show again next year, 
checking NO will keep 
them in your library, but 
not show them on your 
page.  Next year, change 
the NO to YES and they 
will rejoin your slide show.   
 
Then click to add the 
photos to your slide show.  
If you add more than one 
photo at a time, it may 
take a minute to add. 

Create and Update your Slide Show 



Return 

If everything went 
according to plan your 
photo will show up 
underneath where you 
see the change and delete 
buttons, the position on 
your list, the position of 
the photo below that bar, 
and your choice to YES, 
show it.  

Create and Update your Slide Show 



Return 

Here you will see what a 
photo looks like when 
your photo is not cropped 
to the exact 570 by 270 
ratio. 

Create and Update your Slide Show 



Return 

Create and Update your Slide Show 

No Restrictions on Width 
or Height.  We simply 
cropped, or took out, a 
little bit of the space on 
top above their heads. 



Return 

And we successfully saved 
it as you see here. 

Create and Update your Slide Show 



Return 

Now the slide show 
shows up on your front 
page starting with the 
photo you put in the 
first position.  Notice 
the size of this photo. 
 
The dots below the 
photo show that this is 
the first photo out of 
two photos total.   
 
The video you posted in 
Information of Interest 
is now just below. 

Create and Update your Slide Show 



Return 

Here you can see the 
difference that the 
Output Size makes in 
your photos.   
 
The dots below the 
photo now show that 
this is the second photo 
out of two photos 
posted.  As you add 
photos, the number of 
dots will increase 
accordingly. 

Create and Update your Slide Show 



Adding to and Editing your Information of Interest 

Return 

Now we are going to 
retrieve and post your 
informational and 
promotional PDFs and 
Videos.   
 
First, these materials 
have to be submitted to, 
approved, and uploaded 
by your GA.   
 
OK, from your Admin 
Center, click on SELECT 
PDFs and Videos from 
your General Agent’s 
Library. 



Return 

Click to select a video or 
a pdf document from 
your General Agents 
Library.   
 
Enter the position for this 
first article.  Like the 
photos, I will recommend 
that you number them so 
that you can post in-
between existing articles.   
 
So this first article or 
video will be #10, leaving 
us room to post other 
articles ahead of this one 
if we choose to later. 

Adding to and Editing your Information of Interest 



Return 

Adding to and Editing your Information of Interest 

Here we see that we are 
at the correct place to 
update Edward O’Keefe’s 
Information of Interest 
Section. 
 
The documents and 
videos are sorted by 
date.  We can also sort by 
TYPE so that all 
documents are together 
and all videos are 
together by clicking on 
TYPE.  



Return 

Now the library is sorted 
first by type, and then by 
date, starting with the 
documents uploaded 
most recently. 

Adding to and Editing your Information of Interest 



Return 

All documents must be 
Adobe PDF files 

 
If they are not they will not 
post to your site.   
 
PDF documents cannot be 
changed or manipulated the 
way WORD documents can 
be.  This is important for 
security as well as accuracy.   
 
Also, different versions of 
different operating systems 
as well as different versions 
of WORD all open .doc files 
differently.  Adobe PDF files 
are consistent for everyone.   

Adding to and Editing your Information of Interest 



Return 

To see the full library of 
material use the scroll 
bar.  You can either click 
on the bar itself and drag 
it up and down.  Or move 
up and down the list by 
clicking on the arrows.  

Adding to and Editing your Information of Interest 



Return 

What if you do not 
recognize an article or 
video in your GA’s 
library?   
 
Click on the PDF Icon. 

Adding to and Editing your Information of Interest 



Return 

And the article opens for 
you to read, save, print, 
or decide to post it on 
your own website for 
yourself.   

Adding to and Editing your Information of Interest 



Return 

What if it is a Video you 
do not recognize?  
 
Just Click on Watch 
Video. 

Adding to and Editing your Information of Interest 



Return 

And watch the video to 
help you decide if you 
would like to post it on 
your own site. 

Adding to and Editing your Information of Interest 



Return 

To choose a document or 
video for placement on 
your website, simply 
check, or click on, the 
button next to it. 
 
So here we are choosing 
“BY THE NUMBERS” for 
your website 
 
Only one selection can 
be made at a time.  If you 
were to click on another 
choice, this one would be 
unchecked.    

Adding to and Editing your Information of Interest 



Return 

Now scroll down to the 
bottom of the list and 
Click on Make Your 
Selection. 

Adding to and Editing your Information of Interest 



Return 

Which then brings us 
back to your Admin 
Center. 
 
As you see, our first 
choice has been added to 
your list.  New selections 
are always placed on top 
of your list in position 
zero so you can easily 
find them and reorganize 
them.  We will do that 
here in a few minutes.   
 
For now, let’s add a 
video.  So again click on 
Select a PDF/VIDEO. 

Adding to and Editing your Information of Interest 



Return 

Adding to and Editing your Information of Interest 

Here we are back at your 
Agency Library. 



Return 

Adding to and Editing your Information of Interest 

Let’s click on TYPE to 
bring all the videos 
together on the list so 
that we can choose one 
more easily. 



Return 

Now the library is sorted 
first by type, and then by 
date. 

Adding to and Editing your Information of Interest 



Return 

Scrolling down we see 
that the videos are 
grouped together.  

Adding to and Editing your Information of Interest 



Return 

Let’s click to watch this 
one to be sure it is what 
we want. 

Adding to and Editing your Information of Interest 



Return 

This one is good so let’s 
click the “x” to close the 
video viewer and choose 
this one. 

Adding to and Editing your Information of Interest 
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We check to use this one 
by clicking on the circle 
next to it. 

Adding to and Editing your Information of Interest 
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Again, scroll to the 
bottom and Make Your 
Selection to add it to 
your own web page. 

Adding to and Editing your Information of Interest 
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Now we have a 
document and a video in 
our Information of 
Interest Section.  We can 
leave it this way, or we 
can rearrange them. 
 
Let’s change the order so 
the video comes first. 
 
Click on “C” to Change 
the position of the Video. 

Adding to and Editing your Information of Interest 
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This opens the 
positioning box.   
 
As you see, the video is 
in Position zero, but so is 
the document.   
 
We cannot enter a 
number lower than zero, 
so we can’t move this 
video up on your list until 
we reposition the 
document. 

Adding to and Editing your Information of Interest 
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But we should first 
reposition the video.  If 
we leave it in Position 
zero, if we ever want to 
put something ahead of 
it later we will have the 
same problem.   
 
Let’s put this video in 
Position 10 so there are 
plenty of open positions 
ahead of it on the list for 
later. 
 
Type 10 in the box and 
click Change Position. 

Adding to and Editing your Information of Interest 
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Now we see that our 
video is in Position 10, 
and the document is still 
ahead of it on the list in 
Position zero.   
 
To move the video up to 
the top we need to move 
the document down.  We 
will do this by clicking on 
the “C” next to it. 

Adding to and Editing your Information of Interest 
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Adding to and Editing your Information of Interest 

Now the document is in 
the positioning box.  Let’s 
put this document in 
Position 15. 
 
That will make it second 
on our list, and will also 
make it easy to insert 
something in-between 
later by putting it in any 
Position between 10 and 
15. 
 
So type 15 in the box and 
click Change Position. 
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Now that your 
Information of Interest is 
in the correct order, let’s 
see how they look on 
your web site. 

Adding to and Editing your Information of Interest 
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There is your front 
page.  Scroll down just a 
bit… 

Adding to and Editing your Information of Interest 
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Adding to and Editing your Information of Interest 

And there is your 
Information of Interest 
section complete with 
your newly posted 
Video and Document.   
 
When you click on the 
Watch Video Button. 



Return 

Carl Anderson himself 
pops right up to tell 
your clients the most 
recent exciting news 
about the strength of 
Knights of Columbus 
Insurance. 
 
There is no limit to the 
number of exciting and 
persuasive messages 
you could post to help 
members appreciate 
the importance and 
value of what you are 
able to bring to them. 

Adding to and Editing your Information of Interest 
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Adding to and Editing your Information of Interest 

Now Click on Read 
More … 



Return 

And your Chosen 
document opens up 
with the full suite of 
Adobe tools so that 
members can make it 
bigger, print it out, read 
it online, or save it and 
share it with other 
members. 
 
Importantly, since it is a 
PDF it opens quickly and 
easily for everyone, and 
it cannot be changed 

Adding to and Editing your Information of Interest 
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Would you like to have 
your Financial Beacon on 
top of every one of your 
Council Websites? 
 
Here is how easy it is. 

Post Your Financial Beacon on Your 
Councils’ Websites 
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If you use the Financial 
Beacon, you should 
receive printed copies 
and a digital PDF version.    
 
Here we will upload the 
digital version  from your 
computer, and post it to 
your website, as well as 
to the website of any 
council of yours on the 
UKnight system.   
 
Go into your Admin 
Center and click on the  
appropriately named 
button there on the left. 

Post Your Financial Beacon on Your 
Councils’ Websites 
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We are going to choose 
the correct file from our 
computer, just like we 
have done before. 

Post Your Financial Beacon on Your 
Councils’ Websites 
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There it is.  Now double 
click on it or click once 
and then click OPEN. 

Post Your Financial Beacon on Your 
Councils’ Websites 
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Now we can see that the 
correct file has been 
chosen, so click on 
UPLOAD THIS PDF FILE. 

Post Your Financial Beacon on Your 
Councils’ Websites 
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Now we can see that the  
posted Beacon is the 
current, Winter 2013 
edition.  
 
Now we can go to your 
website and see that… 

Post Your Financial Beacon on Your 
Councils’ Websites 



Return 

Your Financial Beacon 
appears as a link on 
your website… 

Post Your Financial Beacon on Your 
Councils’ Websites 
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And as an Icon on every 
one of your Council 
UKnight websites so that 
when clicked… 

Post Your Financial Beacon on Your 
Councils’ Websites 
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Your Financial Beacon 
opens up with the full 
suite of Adobe tools so 
that this important 
promotional tool can be 
made bigger or smaller, 
printed out, read online, 
or saved and shared. 

Post Your Financial Beacon on Your 
Councils’ Websites 
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Now let’s tell the 
members in your 
Councils you have 
posted something new 
to your website. 
 
Click on  UPDATE Your 
Contact Info, Photos, 
Bio, etc. 

Post a Personal Message on Your 
Councils’ Websites 

http://kofcknights.org/Admin/FieldAgentUPDATE.asp
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You have to scroll down to 
the box that says  
YOUR MESSAGE… 
 

Post a Personal Message on Your 
Councils’ Websites 
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Now enter a short 
message to your Councils 
that is timely and that you 
think they will find of 
interest. 
 
Such as… 

Do not forget to scroll 
down and click to UPDATE 
YOUR PAGE 

Post a Personal Message on Your 
Councils’ Websites 



Once you click to Update… 

Return 

Post a Personal Message on Your 
Councils’ Websites 



Return 

Your message will format 
and you will see how it 
will look on the page. 

Post a Personal Message on Your 
Councils’ Websites 
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This brand new UKnight 
Council Website is actually 
one of Ed’s Councils.  His 
photo, link, message, and 
Financial Beacon will 
appear on every one of 
his Councils’ UKnight 
websites, and he can 
update them as often as 
he likes right from his own 
Admin Center. 

Post a Personal Message on Your 
Councils’ Websites 
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So every time a member 
goes to his Council site to 
read Council minutes, or 
for Council news, photos, 
calendars, newsletters, 
videos, or anything else, 
Ed is right there with his 
Financial Beacon to say 
hello, and offer help and 
guidance. 

Post a Personal Message on Your 
Councils’ Websites 



Now That You’re Started! 
 

Check out the Field Agent Optimization Guide 
This presentation now in development will help you  

maximize your efficiency and effectiveness 
With UKnight Interactive 

  
We will let you know as soon as it is complete! 

Good Luck and Godspeed 
Vivat Jesus! 

Return 


