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What is the CMS?

The CMS, or “Content Management System,”is the platform upon which the
new Mount Aloysius website has been built. The beauty of the CMS is that

it separates the content on your website from the design, making it easier

to maintain consistency throughout the site. It is also provides an easy,
straightforward interface for people who need to maintain web content,
without requiring that they know how to write html, or any other kind of code.
This manual will act as a guide for CMS Users who are attempting different
tasks within the CMS.
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Site Hierarchy

Content is organized in the CMS through the use of structured pieces of
content, aptly called “Content Structures.” Each “Content Structure”is used to
form “Pieces of Content.” Each Piece of Content that is made through the use
of a particular Content Structure belongs to the same “Content Type.” Think

of the Content Structure as a form. Once that form is filled out and saved, the
information in it makes up a Piece of Content. All Pieces of Content made with
the same form are of the same Content Type. Depending on the specific details
of a Content Structure, fields can range from text entry fields, to drop down list
selections. The CMS developer can also assign “required” status to certain or all
fields.

Within a Piece of Content, information is broken down into various fields. For
example, the “Title" field is separate from the “Body” field and can be displayed
independently of each other. This way, one piece of Content can be used in
multiple locations by displaying different fields in each location. The fields in
each Piece of Content are completely customizable and determined by a CMS
developer in conjunction with CMS Administrators within your organization.

Containers determine for the User the Content Type to be displayed in
the specified area of the page. (Container details will be handled by CMS
developers.) In addition to specifying the Content Type, the Container also
indicates which fields of a particular Content Structure will be displayed.
(See Figure 1.0)

Templates organize the Containers on a given page by providing a framework
for the content that is displayed on that page, like a blueprint. For example,

a news page template would indicate where the menu container would go,
where the body container would go, and where the header container would go.

Pages are assigned a template when they are being created. Each page

can only use one template (this is the blueprint for the page), however, one
template can be used on multiple pages. For example, a generic body page
template may be used on several pages of your website. For more information
on pages and how to create, access, and view them, see the next section.
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The File Browser

The File Browser is a tab on the CMS that provides a visual representation of
the site’s folder and file structure using a layout similar to Windows Explorer
for easy navigation (See Figure 1.1). Different object types are indicated using
visual icons, and can be sorted in the “List View” tab. Several options are also
made available to you by right-clicking on an object to show a Context Menu
for the selected area.
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Figure 1.1
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Archiving Content
Archiving allows you to remove content from the website that is either no
longer needed or is outdated. This content will not be deleted and can be used
again at a later time.

To archive pieces of content, you must be in the content tab of the CMS. Then:

m Select the content you wish to archive and right click. A context menu
will appear.

m Select“Unpublish.” (See Figure 1.2)

m Right click the unpublished piece of content again and select “Archive”
from the context menu. (See Figure 1.3)

Title mm Open Source Edition

Edit s mE A dotdvs: Features
Publish

5 Edit

C Publish
apy o u |
Unlock.
@ Clase Show [Juery (Tor dynamic containers use)
== TIOTFOS T
[/ Hosted dotCMs
Figure 1.2 Figure 1.3

m To view all archived content, click the “Show Archived Only” Box and click
search.

m If the content needs to be used again, right click the piece of content and
select “Publish” from the context menu.

7
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Archiving Pages
To archive pages, you must be in the file browser tab of the CMS. Then:

m Select the page you wish to archive and right click. A context menu will

appear.
B o . Title g
m Select“Unpublish!” (See Figure 1.4) ST open (rovem
Edit
m Right click the unpublished page Request a Change
again and in the context menu Publish
select “Archive.” (See Figure 1.5)
Copy
m To view all archived pages, select Mo
the “Show Archived” Icon at the Ve statistics
bottom right of the file browser. 3 Close

Figure 1.4

m If the page needs to be used again, right click the page and select Publish
from the context menu.
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WYSIWYG

WYSIWYG is a tool that is available for some fields in a Content Structure which
helps those who do not know HTML code write and format content for the
website. The acronym WYSIWYG stands for “What You See Is What You Get.”
The WYSIWYG editor features buttons to apply boldface and italic typeface to
text, create numbered and bulleted lists, and more. If you choose to use the
WYSIWYG editor, you will be able to see your formatted text as it will appear on
the page (before it is altered by a template).

J/ B I 0 s E=EE=EE I Format - [ | 58

kDB E@WmAN[EE|=EE VESe@mE K

= — Q&> x| a@= g

Path: Y
TEXT check spelling

Figure 1.6
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Using the WYSIWYG

To use the WYSIWYG interface, you must be in an existing piece of content in
the edit mode, or adding a new piece of content. Then:

m Type your content into the interface just as you would any word processor
(like Micorsoft Word).

m By clicking on the different buttons in the interface, you can apply bold face,
italics, bullets or other formatting to your content.

m If you click on the HTML button on the top right, a new window will appear
where you will see the CMS generated code that represents your formatting.
(See Figure 1.7 and 1.8)

HTML Source Editor
& & j |@ El !l p>C:;u£;E:events<Ip>
X2 =
Figure 1.7: Viewing HTML Source Figure 1.8: HTML Source Editor

m To keep the changes made, click“update.” To discard changes made, click
“cancel”
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Pasting text from Microsoft Word

m To insert text from Microsoft Word,
click on the Paste text from Word on
the top left. (See Figure 1.9)

B 7 U x| E =
W R

Paste Fram wWaord

.
]
1

—
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[

Figure 1.9: Paste text from Word

® A new window will appear. Using CTRL+V paste the text into the window. To
accept the entered text, click “insert” To discard the entered text, click
“cancel.” (See Figure 2.0)

0 ord =

Paste from Word
Use CTRL+Y on your keyvboard to paste the text into the window,

Lorem ipsum delor sit amet, consectetuer adipiscing elit. Vivamus
sed mauris. Cras metus magha, suscipdt vel, lacinda egestas, pretivm
sed, enim. Donec semper volutpat ante. Praesent consectetuer nisi
nec juste elementum lacima. IWorbi wiverra tincidunt ante. Vivamus
ligula. Vivatnus quis welit ac sapien tincidunt fermmentim. Pellentescue
aliquet accumsan welit. Proin risus est, aliquam wel, ornare et, porttitor
a, erat. TTt vitae mi venenatis nulla pulvinar posuere. Quisque sodales
dolor at nisl. MMaecenas loretn lectuz, pretum luctus, dapibus ac,

Figure 2.0: Paste from Word

1
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Global Variables

You can also use global variables such as tuition costs or application deadlines
in your copy. By using these variables, a CMS Administrator can update the
information related to that variable in one place, and the update will populate
throughout the website. If you are interested in using a global variable, ask a
CMS Administrator for assistance.
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Page Viewing Modes

Page viewing modes are the different ways you can access, view, and modify
an HTML page once you have created it (see: CMS User Tasks - Creating a New
Page). To view a page in the different modes, you must first locate it within the
file browser. Then:

m Click on the page icon, which will direct you to the Page View screen.

m The Page View screen exists in three modes. (See Figure 2.1)

m To change the viewing mode, the Tabs are located on the Left Navigation
Menu.

m At anytime, the User may return to the CMS Home Page by clicking “CMS
System” on the Left Navigation Menu.

& )| Page Properties
i, Page Statistics 1 n
,@ Publizh Page

& Edit Template

2.

] Mew Page

<;‘:| CMS System

workflow tasks 3 u

iCreate & Task ) .
Figure 2.1: Page View Modes
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Edit Mode

The Edit Mode shows the following:

options to order content;

location of containers on page;

content currently being edited or the last working copy;
empty containers;

options to add/edit content and reuse content;

options to remove containers;

Preview Mode

The Preview Mode removes the edit functions, leaving a clean view of the
current content being edited

Live Mode

The Live Mode shows only the sections of a page that have been published as
they will appear to a site visitor
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Permissions

Permissions are assigned by a CMS Administrator in order to allow CMS Users to
have access to the areas that pertain to them. These permissions are inherent
to the page and should be changed only by a CMS Administrator unless
otherwise assigned. If a CMS User is allowed to change permissions, it should
be done so with caution as this will alter what other users will view and have
access to when adding, editing, publishing or unpublishing content, as well as
whether or not the page will be displayed on the front end.

Furthermore, a CMS User will also be assigned permissions limiting access to
certain tabs within the CMS itself. Some Users will have access to the entire
site, while others will be limited to specific areas. For example, one User may
only have access to the Events tab and its subsequent tasks, while another has
access to all content within the Student Life area.
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CMS User Tasks

Getting Started

This manual is written for the CMS User who will be utilizing these
functionalities to add or edit Content. Based on the previously established
templates, containers, and their subsequent permissions, the user will be
restricted to specific sections of the site by a CMS administrator.

The tasks covered in this section will be those most frequently used by a CMS
User. However, due to the flexibility and versatility of the CMS platform, there
is more than one path to achieve the desired result. The following steps are the
best-practices recommended by Dotmarketing.

The structured content formatting is the basis for the idea of content
reusability. A container will determine the fields of a content structure to

be displayed on the page where the container is located. The same piece of
content can be used on another page in another container. Each container will
display different combinations of the fields contained in a piece of content.

The following steps can only be performed by a CMS User with appropriate
Permissions. If you find that you can not perform any of the steps, please
contact your CMS Administrator.
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Pop-Up Blockers
Be sure that you do not have your pop up blocker enabled since this will not

allow the pop-up window to open when searching for content to reuse or for
various other files and images.

If using Mozilla Firefox:

m The pop-up blocking feature has a simple whitelist mechanism to allow
certain sites to open pop-ups anyway.

m To add a site to the whitelist, click on “Tools” then “Options..." in the top
menu bar. (See Figure 2.2)

File  Edit  Wiew Go  Bookmarks |Iools Help
‘Weh Search Chrl+E

Read Mail (0 new)

Mew Message... Chrl+HM
Downloads Chrl+3
Extensions

Themes

Welcorm

Jawvascript Console
Page Info
IE Tab Options

Always Yiew This Page in IE

Options. ..

Figure 2.2: Mozilla Firefox Pop-up Setting
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m Go to the“Content” tab, and click the “Allowed Sites” button.

(See Figure 2.3)
Web Features
General
Elock Popup Windows Allowed Sites
@ Allaw web sites to install saftware Allowed Sites
Privacy
@ [ Far the originating web site anly
‘web Features Enable Java
2
il Enable JavaScript
Dovinloads

Figure 2.3: Mozilla Firefox Options Content Tab

m This will open up a new window. Enter the address of the web site and click
“Allow.” Click “Close” when you are done. (See Figure 2.4)

General ]
e Allowed'Sites
Allow web sites tain|  ¥ou can specify which wehb sites are allowed to open popup

Privacy windows. Type the exact address of the site you want ko

7 Load Images allows and then dlick Allaw,

@ [ for the ariginati Address of web site:

‘web Features Enable lava http: fjdemo. dotcms, org
a
o Enable JavaScript Allow

Figure 2.4: Mozilla Firefox Allowed Sites Option

m You will now be back at the options screen. Click“Ok” to save these changes.

If using Internet Explorer:

If a site opens a pop-up window that is blocked by Internet Explorer, a
notification appears in the Information Bar and Status Bar and a sound is
played. If you click the notification in the Information Bar or Status Bar, you see
a menu with the options listed below, select the second one.

m Temporarily Allow Pop-ups. Reloads the page, allowing pop-up windows.
m Always Allow Pop-ups from this Site. Adds the current site to the Allow list.

m Settings. Shows more Pop-up Blocker settings menu items and gives access
to the Pop-up Blocker Settings window.
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Adding Web Page Content to an Existing Page
Once you have signed on to the CMS, navigate to the desired page based on

its location in the folder structure using the File Browser under the Website tab.
Then:

m Click on the HTML page to reach the page view. You will be in edit mode
by default.

®m You will see an arrangement of containers on the page dictated by the
page’s template.

m Determine which container to which you would like to add content. Click
on its container icon.

COMTAIMER [X]
Hﬁ Mew Content
m A context menu will appear. (See Figure 2.5) | reuse content

_3 Edit Container

ﬂ Close

Figure 2.5: Context Menu

m Select New Content from the menu. You will be directed to the Add/Edit
Content page for the particular content type used in this container.

m The Add/Edit Content page shows only the data fields that have been
associated with the content type. The data fields will be different depending
on the structure and the fields to be displayed by the container.
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m Fill in the content structures with the appropriate content. (See Figure 2.6)
To add content using Microsoft Word, please refer to Section I: WYSIWYG

Figure 2.6: | B 7 U == == |[-Fomat- v @
WoZa A LK = = =

Add/Edit Content Page ot L e e [ 22 -
= — 2=

m In order to save Content,
all required fields must be
entered. Required fields
are denoted by an asterisk.  |Path:

m Once all the required fields have been entered, you will have the following
options: Save/Save and Publish/Check Spelling/Cancel. (See Figure 2.7)

= “Save” will save all entered content in the folder you selected and you
will be returned to the preview screen.

= “Save and publish” will not only save all entered content in the folder
you have already selected, but will direct you to the preview screen
where you may view your page and add content to it in the Edit
Mode. Since you have published this page, you will also be able to
view it in Live Mode and it will be visible to your website users.

= “Check spelling all fields” will launch a pop-up spell check window
which you will be able to close when your spell check is complete.

= “Cancel”will cause you to lose all information entered in the fields
above.

[ save | [ save and publish | [ check spelling all fields | [ cancel |

Figure 2.7: Adding New Content Submit Actions
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Across the top of the Add/Edit Content page, you will see five tabs. (See Figure
2.6) You will mostly use the Properties, Relationships and Categories tabs.

Properties Tab

Contains all the information fields to be entered that have been designated by
the Content Structure.

Relationships Tab

Certain Content Types will have Parent/Child Taxonomy relationships. One
piece of Content can be related to another specified piece of content using this
tab.

Categories Tab

A piece of Content can be associated with predetermined categories. This will
enable the searching for Content (both on the front end and back end) to be
much more accurate using the advanced search.

Permissions Tab

Permissions will be assigned according to the default permissions structure.
Any changes to the default permissions will be made according to the site area
and CMS administrator instruction.

Versions Tab

This tab allows you to see all versions created for the current Content and to
replace the current version with an older one.
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ReusingVersions Tab (continued)

To bring a past version back and replace the current, working version simply
follow these steps:

m Click on“Bring Back.” (See Figure 2.8)

— Add/Edit Content
Properties Categories Relationships Permissions _&
Status Action Title Author Modified Date
7] A wWorking Version Login will ezell 3/26f2006 - 3:43PM
Delete - Bring Back  Login Tast Test 3/24/2006 - 4 15PM
[Lcopy._] [_save | [ save and publish_| [ check spelling all fields ] [ cancel |

Figure 2.8: Versions

® When the confirmation window appears, you will have two options.
(See Figure 2.9)

= (Click Ok to bring back the version selected and make it the live
version.

= Click Cancel if you do not wish to bring back the version selected.

= |f you select Ok, you will be redirected to the Add/Edit Content Page.
Review your changes and click “save and publish” on the Add/Edit
Content Page to make the edits live.

http:/fdemo. dotcms.org

O Are vou sure you would like to replace your working wersion with this content version?

i QF i I Cancel

Figure 2.9: Confirmation Screen
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Reusing Web Page Content on an Existing Page

Another beauty to the CMS is the ability to use content that has already been
entered into the CMS and may appear in another section of the website. There
are times when pieces of content are appropriate in more than one area of

the website. The CMS allows content managers and CMS Users the ability to
update content in one place, and have it populate throughout the site.

m Navigate to the desired page based on its location in the File Browser.

m Click on the HTML page to reach the page view. You will be in edit mode by
default.

m Determine which container to which you would like to add content. Click on
its container icon.

COMTAIMER [

m A context menu will appear. (See Figure 3.0) £ {e Conien:

. u ” L4 Reuse Content
m Click on“Reuse Content!

J Edit Container

Figure 3.0: Context Menu R Close

m A pop-up window will appear allowing the user to search for desired
content. (If you have pop-up blockers enabled in your browser, please see
the section titled “Pop-Up Blockers.”) The search will be limited to the
Content Type allowed by the Container.

® When the user enters the search terms and clicks “Search,” the results will be
displayed on the right.

m Click“Select” on the desired item to use the content in the specified
container.
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Editing Web Page Content Using the Page View

m In the file browser, find the HTML Page that features the piece of content you
would like to edit.

m Click on the HTML Page icon. You will be directed to the preview screen for
this page.

®m Make sure you are in Edit Mode. (You will not be able to make changes to
your Content in Preview or Live Mode.)

m Locate the piece of content you wish to edit. Click on the content’s menu
icon. A context menu will appear with the following choices (See Figure 3.1)

= Edit Content: takes you to Add/Edit Content page.

= Move Up: allows you to rearrange the order of content in a container
upward.

= Move Down: will allows you to rearrange the order of contentin a
container downward.

= Remove Content: removes content from container, but will not delete
the content from CMS.

» X Close: closes the more details
context menu.

w

06.29 | 2P Edit Content a',

Dotm

nany im

™ Cx
n::antstr"!j' e c-:

cerment
;":, Femove Content
more n

.01.06 PCies | e.

Figure 3.1: Container’s Context Menu iliEs i Stk
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m If you wish to edit the actual information in this piece of Content, select “Edit
Content.”

m You will be directed to the Add/Edit Content page for this piece of content.
All previously completed fields will be populated with the information
submitted earlier.

m Make the desired changes to your piece of content. Note that any changes
made to the content will not only appear on this HTML page, but anywhere
else this same content is displayed.

m For more information on making changes to content, see the “Adding Web
Page Content to an Existing Page” section under CMS User Tasks.

| 25
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Searching for and Editing Web Page Content
Using the List View

® On the CMS homepage, click on the “Content” tab.
m This page contains a Content Type search feature. (See Figure 3.2)

B You must select the desired Content Type and can also enter either the
Content Title or the Content Identifier.

m The results will be displayed below the search.

— ¥Wiew Contents

Content Type: | Weh Page Cantent [v|

Identifier:
Title:

Body:

[ clear search | [ Search |

Figure 3.2: Content Search

m Once you have found the Content you wish to edit, select it by clicking the
editicon.

m This will take you to the Add/Edit Content Page. Refer to the “Adding Web
Page Content to an Existing Page” section for how to edit content.
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Creating an HTML Page

You should be in the File Browser to perform this task. (See Figure 3.3)
Although this task can be performed from the page view mode, we
recommend this way as best practice.

_ HTML Pages Files
u Determine WhICh Sites and Folders Title
folder or subfolder £9 demo.dotems.org 1[5} index.dot
you want your page @ home
to live in. The folder # [ glabal
the page lives in will () images
determine where [ products
you find the page & (3 application
in the CMS and where Bl = poort_s=rviees
it appears on your i
documentation
WebSite. ' show on Menu
Figure 3.3: File Browser

®m Once you have determined the appropriate folder, right click on the icon of
the desired folder in the file browser to access the context menu.

(See Figure 3.4) ,
HTML Pages
Sites and Folders Title
m Click on New. A second & demo.dotcms.org 34 datems
context menu will appear. & home (54 dotems _edu
) giobal |3 dotcms _associations
5 images m feature_comparison, d
[ index, dat
152 prod Open
Seepl it Folder
& =uer Delete
oW b (all
docy Copy
+ Shaw on Mer Mave
Hlew
£ Close
Figure 3.4: Context Menu
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m Select HTML page.

® You will be directed to the Add/Edit HTML Page. (See Figure 3.5)

m By default, you will land on the “Basic Properties” tab. Remain on this tab. It
will allow you to fill all the basic fields necessary to create an HTML page.

= Page/MenuTitle
Enter the title you wish to give to the page in this field. This title will
show on the website’s navigation if you select Show on Menu under
the Advanced Properties tab. (For more on Advanced Properties, see
the next section.)
Once you have entered the page’s title, the Page URL field will
automatically populate
with the same title,

Add/Edit HTVL Page

excluding only the spaces

. PageMenu Title:
and any non-alphanumeric o J—
characters. —_——

Template: <-- Select a Template —> ]

= Folder
This field should already
be populated with the name
of the folder you selected to
create this page in.
(See Figure 3.5)

Figure 3.5: Add/Edit HTML Page

= Page URL
This field should already be populated based on the information you
entered in the Page/Menu Title field. If you would like to change the
automatic URL, highlight the text, delete it, and type in your own URL.
Do not use spaces and restrict your URL to alphanumeric characters
and underscores.
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= Template
Select a desired template from the drop down menu. (See Figure 3.6)

{<-- Select a Template = |

<-- Select a Template --=
Body Page Template - 1 Column

Body Page Template - 2 Caolumn
Body Page Template - 3 Colurmn
Horme Page Template

Figure 3.6: Template Selection Menu

= A preview of the template will appear below the drop down menu.
(See Figure 3.7)

PageMenu Title: Home Page
Folder: home browse for folder
Page URL: horme_page (page_name)

Templats:

Figure 3.7: Template Preview
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Advanced Properties Tab

As a CMS User, your tasks should only deal with three fields under the

Advanced Properties tab: the Show on Menu option, the Menu Sort Order field.
(See Figure 3.8)

— Add/Edit HTML Page

Show on Menu: O Menu Sort Order: 0

Start Date: [apri [v][6 [v][=006 [»] A

End Date: [ april [v][6 [v] =006 M‘E

Redirect:
HTTPS Required: O

Metadata: <meta name="keywords" content="KETWORDS HERE" />

<meta name="description" content="DESCRIFTION HERE" />

[ save ” save and publish l cancel ]

Figure 3.8: Advanced Properties
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= Show On Menu
If you would like the page you are creating to appear on your
websites navigation, check the “Show on Menu” box.

If you are creating this page in a subfolder, it will show on the
website’s navigation only when the subfolder is open (when the
website user is in the section of the website associated with the

subfolder).
= Menu Sort Order Show an Menu: O
Start Date: January [i] 9 [1
If you select the Show
on Menu option, the End Date: January  [v] 9 [v]
Menu Sort Order field Redirart:
will become active. Figure 3.9: “Show on Menu” Option

Entering a number in this field it will determine where in your
website’s navigation the menu item will appear. For example, if you
enter a Menu Sort Order of 4, this page’s title will appear fourth on

your website’s navigation menu.

Note that all pages in a given folder must Sites and Folders
be numbered in order for the Menu Sort @ lemsdsiansay
Order to function. (See Figures 3.9, 4.0 and 4.1)

[E5 glabal
I images

(@ products

|£5) application
& support_services

dawnload
Figure 4.0: Folders with “Show on Menu” Feature o documentsticn

Figure 4.1: “Show on Menu”
Feature in Live Mode

Home | Products | Support & Services | Download | Documentation

log in | conta
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= Redirect
This functionality allows you to create a link that will redirect users to
another page within the website or to an external page.

To use a link that already exists in the CMS:

Click on“Select Link." (See Figure 4.2)

Redirect: select link

Figure 4.2: Redirect Link Field

The Add/Edit Link will appear. (See Figure 4.3)

— Add/Edit Link
Title:
Folder:
URL: Internal
[ Browse Site for Content ]
Target: | Same Window [1”
Sort Order: o
Show on Menu: O
[ save ] [ save and publish ] [ cancel ]

Figure 4.3: Add/Edit Link Page
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m To select a link already saved within the CMS:

Select “Browse for existing link.”

A new window will appear with
the CMS folders. Select the
folder where the link resides in
and click on the link.

(See Figure 4.4)

We recommend saving all links
in the Global > Links folder for
easy access.

Select the link.

This will take you back to the
Add/Edit Link page.

All information regarding this
saved link will be populated

once it is selected from the CMS.

(See Figure 4.5)

m To save this link, click on “Select Link”
and this will take you back to the Add/
Edit HTML Page.

m If you choose “Cancel” the link will not
be added to the HTML Page.

HTML Fages|

Sites and Folders Title

$ demo.dotcms.org [ login
- )
(& hame & |5 fimag

[ global
L5y images

praoducts

=[5 application

(£33 lagin

suppork_services
[ download
docurmentation

+ show on Menu

Figure 4.4: CMS Folder Browse

— Add/Edit Link
browse for existing link

or Create a New Link

Identity: 66059

Title: Link Name Herg|

Folder: fapplication/

URL: Internal
http:ffdemo.dotoms

Browse Site for Can)

Target: Same Window [+

Sort Order: 0

Show on Menu: L

Figure 4.5: Add/Edit Link Page Populated
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To create a new link

From the Add/Edit Link Page (See Figure 4.3):
m Title the link.
m Select the folder in which the link will be saved.

=  We recommend saving all links in the folder: global > links

m URL for the link:

= To create a link to a page within the website: P ———
= Select the box labeled “Internal” i cduting
= 5 home
= Select “Browse for content”to find the page you [ global
. . # | images
want 'Fo use. A new window will pop up. Eein
(.See FIgUI’e 4.6) = £ application
[ [£=) login
= Select the correct page. @ (& support_ser]
. . . & download
= To create a link to a page outside of the website @ (@ documentatid
(See Figure 4.7). +/ Shaw an Menu

= Make sure the box labeled “Internal” is not

checked. Figure 4.6: CMS
= Select the protocol desired from drop Folder Browse
down menu (ex. http://, https://, etc.).

= Typein the web address. For example, www.google.com

m HTTPS required

= |f you need the page you are creating to be secure, such as when
creating a shopping cart, select the box labeled “HTTPS” to change
the protocol for secure web navigation.

= This will make the web address begin with HTTPS instead of HTTP.



m Target

= Select from the drop
down menu whether
you want the link to
open in a new window,
same window, or a
parent window.

m Start Date, End Date, and
Metadata Information fields:
For information on these, refer
to your CMS Administrator.
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Add/Edit Link

===
[ browse for existing link ]
or Create a Mew Link
Title: link to gooale
Folder: links [(browse for 1
URL: O nternal

Http e, google.com

Target:

Sort Order: e
Parent Window
Show on Menu: ]

[ save ][ save and publish ][ cancel

Figure 4.7 : Add/Edit Link for External URL

® Permissions Tab: For information on the Permissions tab contact your CMS

Administrator.

® You may now choose to Save, Save and Publish, or Cancel your HTML Page.

= “Save” will store your HTML Page in the folder you have already
selected. You will be directed to the preview screen, where you may
view your page and add content to it in Edit Mode. You will NOT be
able to view your page in Live Mode. That is, this page will not be
visible to your website users.

= “Save and publish” will store your HTML Page in the folder you have
already selected. You will be directed to the preview screen, where
you may view your page and add content to it in the Edit Mode.
Since you have published this page, you will also be able to view it in
Live Mode and it will be visible to your website users.

= “Cancel”will cause you to lose all the information entered in the fields

above.
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Adding Images or Files to the CMS

In order to use a file or image in a piece of content, it must first be uploaded
into the CMS. This also provides all content managers with a file repository
from which they can use various files and images. In order to upload images
and files to the CMS, follow these steps:

m In the file browser, navigate to the folder in which you would like to save
your file orimage. We recommend saving all links in the Global>Links folder

for easy access.

m Right click on the desired
folder, and a context menu
will appear. Select “New”
and a second context menu
will appear. (See Figure 4.8)

Figure 4.8: Context Menu

HTML Pages H Files

Sites and Folders

Title

_-9 demo.dotcms.org

harne

(3 glabal
Eimac open

PYOS Egit Folder

Eappl Delete
SUBE publsh (all
daw Copy
ey Mave

+ 5haw on Mel

[ Close

breadcrumbs-backgraund. png
%] bullet_orangeTri.gif

%] check.gif

L eymbtra, gif

ltted_bg, gif

ter_bg.gif
me_banner.jpg
0. gif
stbkarnd. jpg
Lgif

m. gif
Have_left.gif

gl '_tight.gif

m If you wish to upload only one Image or File, select “File.” (See Figure 4.9) If

you wish to upload more than one file at once, select “Multiple Files.”

(See Figure 4.9)

Sites and Folders Title
&) demo.dotems.org breadr]
(8] bulet_
e home . .
heck.
5 global 8 checkg FIgUI’e 49

=) erymbh]
[Eimac  open

E#proc i Folder
[= L

ted

G pubish (ol 10.gif|

Bdow  copy st

oo e g
VahowonMel e . |

Folder

HTML Page

Image or File

Multiplz Files

Menu Link.

3 Close

| Single Image/File Upload

Figure 5.0:

Multiple Image/

File Upload

Sites and Folders Title
£ demodotcms.org breac
=) bullt_or
ihore B e«
5] check.f
= giebal
1] crumbrai
S open %) datted_b
HE e Folder %] footer_b
BE petere ) home _ba
B pulsh (sl %] logo.qif
& Copy |#) mastbkarr
E ove 5) rss.qf
Vshowt e, %] shirn.oif
%] tophav_
Folder
%] tophiav_ri
HTML Page
Image or File
Multiple Files
Menu Link
B Close
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To upload a single Image or File

m Click on the “Browse” button to the right of this field. (See Figure 5.1)

Figure 5.1:
Uploading a
Single Image

m Select the image or file you wish to
upload from your local files.
(See Figure 5.2)

m Title the image.

Figure 5.2: File Upload

| 37

[~ File Upload

Upload New File:

Title {shown on Menu):
Description:

Folder: fimages/

Permissions

= This field will populate automatically based on the name of the file
you have uploaded.

» To change the automatic title of this image or file, highlight the
populated text, delete it, and enter your own title.

= This title will show on your website’s navigation if you select the
“Show on Menu” option under advanced properties. (See below)

m Provide a description of the file, which will serve to identify your image or file
in the CMS and the file browser.

= This field will populate automatically based on the name of the file
you have uploaded.

= To change the automatic description of this image, highlight the

populated text, delete it, and enter your own description.
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m Folder in which to save the file

This field will already be populated with the name of the folder you
are saving this file or image in.

m Advanced Properties (See Figure 5.3)

As a CMS User, your tasks should only concern one field on this page.

If you check the “Show on Menu” box, the title that you gave to this
image or file will be visible on your website’s navigation.

For more information on Advanced Properties, see your CMS
Administrator

I

e OpToaE

Publish Date April (] |6 [w] | 2006 (v =
Author:
Show on Menu: O

Sort Order:

Figure 5.3: Advanced Properties

B Permissions

Permissions will be maintained by a CMS administrator.

m Save/ Save and Publish/ Cancel

“Save” will upload this image or file to the CMS and make it accessible
for later use. You will be redirected back to the file browser.

“Save and publish” will make this image or file accessible from the
CMS and it will be visible in Live Mode on any HTML page you add it
to. You will be redirected to the file browser.

“Cancel” will not save this image or file to the CMS, therefore it
will not be accessible for future use. You will be redirected to the File
Browser.




To upload Multiple files

m Folder in which to save the file

Dotmarketing CMS User Manual

= This field will already be populated with the name of the folder you
are saving this file orimage in.

m Select the number of files to upload. (See Figure 5.4)

= Select the number of files you would like to upload from the

dropdown
menu.

= The number of
fields that
appear on
the screen are
equivalent to
the number you
selected in step
above.
(See Figure 5.5)

Folder: fimages/
Number of files to upload: i
Upload Mew File #1:

save ] [_save and publish

Abaut - Disclaimer

Figure 5.4: Multiple File Upload Drop-down Menu

File Upload

Figure 5.5 Multiple File Upload Fields

m For each field, browse for the desired file by clicking on the “Browse” button.

m Cancel/ Save/ Save and Publish

= “Save” will upload this image or file to the CMS and make it accessible
for later use. You will be redirected back to the file browser.

= “Save and publish” will make this image or file accessible from the
CMS and it will be visible in Live Mode on any HTML page you add it
to. You will be redirected to the file browser.

= “Cancel”will not save this image or file to the CMS, therefore it
will not be accessible for future use. You will be redirected to the File

Browser.

| 39
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Uploading Files or Images associated
with a Content Structure

This task involves adding an image or file to the CMS through a field in the
content structure. These fields will allow you to choose an image or file to be
associated with the piece of content. Note that the file you select will only be
displayed if your Content is in a container designed to do so.

m 1. If the file you would like to use is already saved in the CMS, click on the
“browse” button. (See Figure 5.6)

= - A pop-up window of the file browser will appear.
= - Click on the folder or subfolder your file is saved in.

= - Afile list or a thumbnail view of all the images in the folder will
appear. (See Figure 5.7)

= Once you have selected a file, you will be redirected back to the
Add/Edit Content page.

Picture; . - o
* W. " —

Image Caption: Upload Image e [ asn e Y = .

Delete

& dose

Major / Department:

% Required Fields

[save | [ save and publish | [ check spelling all fisl

Figure 5.6: Image Upload Context Menu Figure 5.7: Image Upload File Selection

m 2. If the File is a local file, not saved in the CMS, click on the “upload” button.
= A pop-up window of the File Upload page will appear. (See Fig. 5.8)
= Click on the “Browse” button to the right of this field.

= Select the file you wish to upload from
your local files. - o

iscription:

Figure 2mm: File Upload Page
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m Title the image.

= This field will populate automatically based on the name of the file
you have uploaded.

= To change the automatic title of this image or file, highlight the
populated text, delete it, and enter your own title.

= This title will show on your website’s navigation if you select the
“Show on Menu” option under advanced properties. (See below)

m Provide a description of the file, which will serve to identify your image or file
in the CMS and the file browser.

= This field will populate automatically based on the name of the file
you have uploaded.

= To change the automatic description of this image, highlight the
populated text, delete it, and enter your own description.

m Folder in which to save the file

= This field will already be populated with the name of the folder you
are saving this file or image in.
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m Advanced Properties (See Figure 5.2)

As a CMS User, your tasks should only concern one field on this page.

If you check the “Show on Menu” box, the title that you gave to this
image or file will be visible on your website’s navigation.

For more information on Advanced Properties, see your CMS
Administrator.

B Permissions

Permissions will be maintained by a CMS administrator.

m Save/ Save and Publish/ Cancel

“Save” will upload this image or file to the CMS and make it accessible
for later use. You will be redirected back to the file browser.

“Save and publish” will make this image or file accessible from the
CMS and it will be visible in Live Mode on any HTML page you add it
to. You will be redirected to the file browser.

“Cancel” will not save this image or file to the CMS, therefore it
will not be accessible for future use. You will be redirected to the File
Browser.
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Adding a New Event

As a CMS User, you will likely also be a CMS Events User. This means that you
will have access to enter event requests into the calendar for approval from an
Events Administrator. Only events that have been approved by a CMS Events
Administrator will appear on the calendar. All events entered by a CMS Events
User will be sent to CMS Events Administrator for approval automatically.

Finding Events that have already been entered

When in the Events tab in the CMS you will be able to search by a number of
parameters to find the event you're looking for, or you can display all events.

To search for an Event
® Go to the Event tab in the CMS.

®m You will see a few different drop down menus that you can use to filter
events that have already been entered into the CMS.

®m Once you have selected your parameters, click “Filter”

m Your search results will appear on the same page, below the search criteria.
Events listed in blue are events which are pending approval. Events in red
are events which were not approved. (See Figure 5.9)

I~ Yiew Events

[«l[d Events for January 2006

Showing Events for: | + Ewvent Type 1 ¥ | all he
Search by Facility: All v E

Show on

Event Web Calendar

Registrations Facility Date an|

Sat, January 7 2006

Yes
test event Yes - Show(1) MNone [ Off-Campus 1/6§2006 -

Mon, Jahuaty 9 2006

test Yes Mo - Show(D) MNone [ Off-Campus 1/9/2006  12:3

Figure 5.9: Viewing Events
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To see all Events

® Go to the Event tab in the CMS.

m In the bottom right-hand corner, there’s a link to “all” (See Figure 6.0)

Hame \\ Wiebsite \‘ Content \ﬂ CMS Admin \\ Siructures _

Cormmurity Page: Events Administrators

Figure 6.0: _—gj am

Viesw Facilities he i i
Even tS Tab Searcl all [v] all ]
A e Falliy Search by Facility: | all [+

all | new

m Click on that link and all events will be displayed by date and time.

m Events listed in blue are events which are pending approval. Events in red
are events which were not approved. (See Figure 5.9)

To view Event details

®m Once you have found the event you're looking for, either by using the
search functionality or by listing all, you will be able to click on the name of
the event to view the details.

m If you click on an event that you entered, you will see the Add/Edit Event
screen. (See Figure 6.1)

General Information

Title of Event: |E\-'ent #1 |

Subtitle: Event Occurs:
m This will allow you to make any Catendar Types: e Bvert Types:

+ Calendar T':,"[J; 2
adjustments that are necessary.

| [l

Setup - .
(Departure )Date/ Time: January |13 18| 2006 SfR/ (12 &

Start DatefTime:  January ¥ 13 v 2008 ¥ [E)) 12 v

m [f you click on an event that you did Bl DstefTime: January ¥ 13 ¥ (2006 [/ (12 ¥
not enter, you will see a non-editable | geumpse/ne 2msy ¥ 13 ¥ 2005 ¥ /12 v
screen With the event deta”s' Fadiity: | facility 1 v e address:

Figure 6.1: Add/Edit Event General
Information
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Adding a New Event

m |n the CMS select the Events Tab.

B On the bottom right hand side, click New. (See Figure 6.0)

m This will take you to the Add/Edit Event Page. (See Figure 6.1)
m Figure 6.1: Add/Edit Event General Information

m The eventTitle is the public-facing name of the event.

m The event Subtitle is for any additional part of the event title.

= For Example:Title: “Open House,” Subtitle: “President’s Day Visitation”

m Event Occurs is where you can identify whether an event occurs once oris a
recurring event.

= An event must be saved before making it a recurring event.

= |farecurring event is being scheduled, after saving it, click on “Once”
and change it to recur daily, weekly, monthly, etc.
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m Audience indicates for whom the event is intended.

» To select multiple audiences, hold down the ctrl key while
clicking to select.

= To display an event to all audiences, click on the first audience,
scroll to the bottom of the list, and hold down the shift key while
clicking on the last audience available.

m Calendar types will indicate where on the site the event is displayed. For
example, the event may be an athletic event, and therefore will be part of the
athletics calendar.

= To select multiple calendar types, hold down the ctrl key while
clicking to select.

= To display an event in all calendars, click on the first calendar type,
scroll to the bottom of the list, and hold down the shift key while
clicking on the last calendar type available.

m Setup Date/Time allows you to block off some time before the event to set
up.

= The setup date and time can be before the start time of the event or
the same as the start time of the event.

= Select the setup date and time from the drop down menu.

m Start Date/Time indicates when the actual event is beginning.

= Select the date and time at which the event will begin from the drop
down menu.

= Ifitis an all day event, select the box labeled “All Day Event.”

= |f the event time is still not determined, select the box labeled “Time
TBD!
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m End Date/Time indicates when the actual event is scheduled to end.

= Select the date and time at which the event will end from the drop
down menu.

m Break Date/Time allows you to block off some time after the event to
break down and clean up if necessary.

= The break date and time can be after the event ends or the same as
the end date and time of the event.

= Select the break date and time from the drop down menu.

m Facility indicates the location of the event.

= Select the facility where the event will take place in from the drop
down menu.

= |f a facility you need is not available in the menu, contact a CMS
Events Administrator.

m Web Address is an area where you can provide a separate web address for
the event if there is one.

m The Comments/Equipment field provides an opportunity for the event
organizer to make any special requests for equipment or other comments.

= Anything placed in this field is internal and will not be seen by those
viewing the event on the front end.

m Show on Web Calendar

= Selecting this box allows the event to be displayed in the Front End
Web Calendar once it has been approved by an Events Administrator.

| 47
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m Contact Information (See Figure 6.2) is that for the internal contact for the
event.

= As much information as possible should be provided within these
fields.

= Any contact information for display on the front end should be
included in the description.

Contact Information
Contact Mame: Wwill Contact Phone; |1-800-555-5655

Contact Fax; |1-800-555-5656 Contact Email; [test@dotmarketing.com

Contact Organization: |Dotmarketing

Description:

Directions:

File Attachments browse for file

Figure 6.2: Contact Information from Add/Edit Event Page

m Description is a forward-facing field, where any additional information about
the event should be added.

m Directions is a forward-facing field, where directions to and location of the
event should be added.
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m File Attachment

If a file needs to be attached, such as a
flyer, it needs to be saved to the CMS
before it is uploaded in this section.

To upload a file, select the “Browse for File”
button on the bottom right of the screen.

A new window will open. Find the file that
you would like to upload by selecting it
from the folder it resides in. (See Figure 6.3)

Once you have selected the file you will be
redirected back to the Add/Edit Event
Page, and the file will be listed.

(See Figure 6.4)

m Save/Cancel

“Save” will save the event request and
alert the Event Administrator of its need
for approval.

“Cancel” will not save this event request,
none of the information you entered will
be accessible at a later date. You will be
redirected to the event search.

® Email Alerts

You will receive an email notifying you that
your request was submitted for
Administrator approval.

You will also receive an email once your
request has been either approved or
denied.

Sites and Folders

:g’ demo.dotcms.org

harne
=[5 global

s
body.css

global.css
horne.css
[ images
products
[ application
support_setvices
dawnload
dacurmentation

+# show on Menu

Figure 6.3: File
Attachment for
Events

Sites and Folders

S’ demo.dotcms.org

& horne:
= [ global

s
body.css

global.css
home.css
[ images
products
=5 application

suppork_services

Figure 6.4: CMS File Browse
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Glossary

Categories - Categories are created and used to classify pieces of content
including events. Your website’s users can then search for content by filtering
them by category.

Containers - Containers comprise the structure of a template, and are
placeholders for content. Containers also determine how content will be
displayed on a page. For more on this, refer to the definition of “Content
Structure” below.

Content Structure - Content structures hold and organize information in
fields created by CMS Developers. The CMS Administrators can specify certain
structures to display in specific containers. These content structures break

up information into various fields (title, subtitle, description, body, etc.) and
then display the appropriate fields (depending on the container it is placed
in) on a particular page of your website. For example, a fully populated piece
of content can be placed within a limiting container, which then may display
only three or four of the fields on the page. Additionally, one piece of content
can be used on several pages, and therefore in different types of containers. It
is always best to populate all fields of a piece of content, so that it can be used
within multiple containers (which display unique fields) without revision.

Event - An event is a unique piece of content using time and date fields to
distinguish it from other types of content. Unlike a regular piece of content
(which can be saved in any folder and used on any page) an event is stored in a
distinct database which is then used to populate a calendar. Other containers
can be created to draw from the event database also.
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File Browser - The file browser provides you with a visual layout of your
website’s structure. It serves as a folder tree, allowing you to determine which
folder contains which pages and what content; it indicates the status of your
folders, pages, and content (published, seen on menu, locked/unlocked); and it
is the starting point to perform many of the tasks described in Section II.

HTML Pages - HTML pages are the web pages that comprise your website.

Portlet — Any given portlet is a single compartment of the CMS that gives you
access to one of the system’s functionalities. For example, the Add/Edit HTML
Page portlet allows you create or modify HTML pages (this is a functionality of
the CMS). The CMS allows you to integrate many portlets on your user interface
so that you have access to several functionalities at once.

Templates - Templates are the various blueprints available to you for your
website’s HTML pages. (Note: If you are a CMS developer you may be designing
these templates.) These blueprints contain non page-specific information, so
they are essentially empty structures that you can populate.

Required Field - Determined by the development team in conjunction with
the client, this field is denoted by a red star and is located within a container. A
required field left blank will prevent a content item from being saved and/or
published.








