CMS Editor’s Guide

1. Logging in

To use the CMS, go to “yoursite.com/cms” in your web browser (currently IE6, IE7 and Firefox on Windows have been tested and are supported).

You will see a login prompt as below. Just enter the login provided and click “Submit”.
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2. Browsing folders & pages

Once logged in, you will initially see a page that looks similar to this. This view shows 3 folders in the web site, plus one page (index.php is the page that is presented by default, so this one is the site’s home page).


[image: image2]
The “Browse” tab is where you do all your editing. It lets you:

· Browse folders and pages on the web site

· Select content (“Includes”) to edit

· Preview pages with the content you have edited 

· Publish Includes that you have edited (or restore the live versions if the preview version is not right)

To view the contents of a folder, just click on the folder. The folder panel will change colour and its contents will appear alongside the folder.

In the example below, the “about” folder is expanded, showing its 3 pages:
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(If you click a different folder, any expanded folder will collapse, temporarily hiding its contents. You can also click on the folder again to hide its contents.)

If you click on a page, it will expand to show any editable “Includes” within it.
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The screenshot above shows what you might see after clicking “index.php” in the root of the site (i.e. the home page).

The page is expanded to show:

· The “preview page” icon (magnifying glass)

· 5x content Includes, comprising:

· One HTML (rich text) Include: content.html

· 3x text Includes: heading, meta description & meta keywords

· One Set: news

To edit an Include, just click on its name or icon. A new tab will appear that lets you edit the Include.

3. Editing Includes

3a.
Text Includes

Plain text Includes are very straightforward. When you click on the Include, it will open in a tab like this one:
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You simply edit the text, and click “Save & Close” to save your changes.

Note that you can have several editing tabs open at the same time, and can move between them.

If you are making a big edit, you can also save your work part-way through, by clicking “Save & continue editing”.

If you do not want to edit the Text Include, you can click the “Cancel” button or click on the tab (where it says “heading.text” here).

3b.
HTML Includes

HTML Includes work in a similar way to plain Text Includes, except they use a fully-featured WYSIWYG rich text editor.

The features on the HTML editor should be familiar from other desktop office applications. The editor offers a full range of features (but that doesn’t mean that you should be tempted to use them all!).

The example below shows various styles that you can apply using the HTML editor, including lists, text formatting, links and images. (See section 5 below for more about uploading images to use in the CMS.) 
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If you are comfortable viewing and editing raw HTML code, you can click the “Source” button in the top-left of the toolbar.

The editor also provides a Universal Keyboard, which lets you enter text in various other alphabets, including Arabic, Greek, Hebrew and Russian. (Chinese and Japanese character sets are not supported.)

When you are finished editing, click the “Save” button.

3c.
Content Set Includes

Content Sets are similar in some ways to database tables, in that they can contain different types of content in a defined pattern.

Your designer or developer may have defined some sets to enable you to edit safely content like:

· Lists

· Data in tables

· Complex lists, such as navigation

The screenshot below shows a fairly complex Set Include:
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This Set has 4 columns, and currently has 3 rows.

You can add or delete rows by clicking the “Add Row” button  or “X” link at the end of each row respectively.

You can also change the order of the rows using the up & down arrow buttons.

This particular Set uses all 4 types of content:

· “title” is short text. You simply type into the text box.

· “description” might show a full paragraph of text, so the designer has defined it as a long text type. This just gives you the “Edit” button, which will launch the text into a large popup editor.

· “picture” is a picture. To set or change the picture, just click on the thumbnail, and you’ll be able to select from the images uploaded (into the Images tab area).

· “link” is a link. To link to a page on the same site, click on the “…” button to launch a page browser. To link to a different site, type the address into the text box.

Click “Save & Close” to save your changes.

4. Previewing and Publishing your changes

The CMS lets you preview any changes you’ve made to content, to check it looks OK before making the changes live.
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5. Images and Files

You can upload images to the CMS using the Images tab. You can use images uploaded here in the HTML Includes and Content Set Includes.

The Images tab is easy to use.

It will display thumbnail files for any images already uploaded. Click on a thumbnail to view the image full-size. Click “Delete” to delete an image.

Upload new images from your local system by clicking one of the 3 buttons in the “Upload new images” area. You can upload up to 3 images at a time.
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If you have lots of images, you can create folders to help you organise them. Click the “New Folder” button to create a folder. Click on the folder go browse it.
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When browsing a folder, just click the name of a higher folder to go back up.
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6. Files

The “Files” tab works in a similar way to the Images collection. It is used for files (like PDF documents or ZIP files) that your site visitors may download.

· Files are displayed in a list.

· You can click on a file to view it.

· Click “x” to delete a file.

· Like Images, you can upload up to 3 files at a time.
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To link to a file (in the HTML or Set editors), type in the link “/cms/cmsfiles/”, then the filename.

3 of the Includes show the < and > buttons, which means the preview copy of the Include is different to the live copy.





To publish the Include (i.e. copy the preview version to the live site), click the “>” button. It turns green when you move the mouse over it.





To restore the live Include�(i.e. copy the live version over the preview site), click the “>” button. This will erase any changes you have recently made to the preview version of the Include. Do this if you have made mistakes, or if something has gone wrong.





Click the page’s Preview icon to check the page (using the preview versions of  all Includes) before publishing changes.
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