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1 ABOUT THIS GUIDE

This overview of the iIAPPS Content Manager User Guide describes the following:

e How the guide is organized for your reference
e Related documentation

1.1 Organization

This User Guide is organized into chapters:

e Chapters 1 through 4 introduce iAPPS Content Manager, content management
terms and processes, and user roles. They also explain how to use the Control
Center and Site Editor to perform basic content management tasks.

e Chapters 5 through 12 explain how to manage menus, pages, forms, blogs,
libraries, lists, and RSS by way of the main navigation menu.

e Chapters 13 -16 explain how to perform site, user and workflow management
tasks using the iIAPPS Content Manager Administration menu.

1.2 Related Documentation

iIAPPS Content Manager Documentation

In addition to this User Guide, the iIAPPS Content Manager documentation also includes
the IAPPS Content Manager Developer’s Guide. The Developer’s Guide is intended for
those who are responsible for the design and development of websites within IAPPS
Content Manager.

IAPPS Framework Documentation

The iIAPPS Framework Developer Guide is written for developers who use the iIAPPS
Framework to develop custom web-based applications. The iIAPPS Framework is an
application integration platform (AIP).

IAPPS Suite Documentation

In addition there are User and Developer Guides for iAPPS Commerce, Analyzer and
Marketier.

iIAPPS® Content Manager User Guide



Part I: Introduction to iIAPPS Content
Manager

Control Center and Site Editor Tasks



ABOUT THIS GUIDE 13

2 I1APPS CONTENT MANAGER OVERVIEW

This chapter introduces the iIAPPS Content Manager, content management terms,
content management processes, and user roles.

2.1 iAPPS Content Manager

IAPPS Content Manager is a Content Management System (CMS) that enables website
administrators to create and manage multiple websites, CMS users, and website users.

Users can create and edit pages for websites using page templates, which define a
page’s layout and content options. Pages can include text, images, multimedia, and links
to documents such as PDF and MS Word files.

With iIAPPS Content Manager, multiple users can work on the same pages at different
times, as determined by user roles and assigned workflows.

The user interface for IAPPS Content Manager consists of a Control Center for
frequently performed tasks, and a Site Editor for creating and editing pages and
submitting them into workflow.

iAPPS Content Manager Control Center

iIAPPS® Content Manager User Guide
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2.2 Multi-language User Interface

The iIAPPS Administrative User Interface supports English, French, Spanish and
German. The Admin containers, commands and Control Center menu language will
change depending on the language of the browser you are using to access iAPPS.

How you change the language of your browser varies depends on which browser you are
using. Note: To change languages in many browsers you will need to download a
different version of the browser or special language files.

For more information, see

e For Firefox, see http://www.mozilla.org/en-US/firefox/all.html

e  For IE, http://windows.microsoft.com/de-DE/windows/downloads/lanquages

e  For Safari, http://www.apple.com/safari/download/

e For Chrome, you can add and change languages under Tools,2 Options 2>
Web

The iAPPS Control Center in French language.

iIAPPS® Content Manager User Guide
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2.3 iAPPS Content Manager Terms

You need to be familiar with the following terms before:

e Creating or managing sites or users in iAPPS Content Manager
e Creating and managing content for sites in iIAPPS Content Manager

Term Definition

Archive To store items, such as page templates, which are not in current
use. These are stored in an archived folder, but are not deleted.
Archived items can be restored (unarchived) if needed.

Activate See deactivate.

a separate file, which may be shared by multiple pages.

Css Cascading Style Sheets. Style definitions (for example, font size and
color) for elements in a page (such as headings) that are included in

CMS Content Management System. iAPPS Content Manager is a web

CMS. A CMS is used to track your internal and external content and

iIAPPS® Content Manager User Guide
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Term

Definition

to align your content with your company goals.

CMS group

A group of users who create and manage content for a site in iIAPPS
Content Manager.

CMS object

A CMS object is a component of a web page that can be managed
by a CMS user. A CMS object may be one of the following:

e menuitem

e page

o file

e image

e content item

e content item definition template
e page template

o style sheet (CSS)

o ist

CMS user

A user who creates and manages content for a site in IAPPS
Content Manager.

Container

A Container in iAPPS Content Manager is a section in the Control
Center or other iAPPS screen that provides access to commonly
used features and functions.

A Container in Site Editor is a pre-defined box on a page template
where CMS users can insert pre-defined types of content such as
text, images, multimedia, etc.

Content

Refers to the things a CMS user may insert in a page, including text,
images, multimedia, links to documents such as PDF and MS Word
files, etc.

Content area

Refers in general to the area on a page where CMS users can insert
text, images, etc.

Content Definition
Template

A pre-defined layout that specifies the exact placement of text,
images, and other content. The content item definition template
uses an XML form to store types of content and a stylesheet (.xslt)
to create the output.

Content item

A single piece of content in a page. A content item can include text,

iIAPPS® Content Manager User Guide
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Term

Definition

images, etc. in a pre-defined layout (refer to content item definition
template); or, a content item can include text, images, etc. in
whatever layout (free form) a CMS user creates. For example, a
CMS user might type in a press release with text and images in
either a pre-defined layout or a free form layout.

Data Libraries

Collectively refers to the three libraries in iIAPPS Content Manager
that contain data that CMS users can insert into pages. These are
the Content Items Library, Images Library, and Files Library.

Deactivate To make a user inactive; that is, deny him or her access to IAPPS
Content Manager. A user can be activated; that is, granted access
again if needed.

Directory A folder that contains images, files, or content items for a site in

IAPPS Content Manager. Images and files go into a physical folder
(like in MS Windows Explorer). Content items have only virtual
folders; they do not have a corresponding physical structure. Note
that pages are stored under Menus and Pages and not under
“directories”.

Display Libraries

Collectively refers to the three libraries in iAPPS Content Manager
that contain items that are used to define and format pages and
content. These are the Styles (CSS) Library, Page Templates
Library, and Content Definitions Library.

File

A document such as a PDF or MS Word file. Files are stored in the
Files Library. Files generally do not open directly inside a page;
CMS users can insert links to files in their pages.

Multimedia files, such as Flash movies, are also stored in the Files
Library. Unlike the other file types, multimedia files open directly
inside a page.

Image

A graphic such as a logo, photo or line drawing. Images are stored

in the Images Library and CMS users can insert images into pages.

Index terms

Terms that reference specific CMS objects for indexing, including

content items, pages, files, images, and users. Index terms can be
used throughout your site and the product suite for varying types of
material. Even users can be assigned index terms, which can also

iIAPPS® Content Manager User Guide
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Term

Definition

be assigned automatically or manually.

Their exact uses will vary depending on your specific site setup, but
index terms allow website creators to group, filter or collect
information. So for example, a retail site could have an index term
assigned to buyers of certain products. They might then run a
Marketier email campaign with information on similar products.

List

A group of CMS objects, (such as files) that are displayed on a
single webpage. Content Manager displays these objects in a
numbered or bulleted list.

Menu item

An option on a site menu. A website user clicks a menu item to
move to another page.

Page

A single page on a site that contains a collection of text, images,
multimedia, etc. A page is created from a page template, and
represents the full-screen view in the browser (everything the site
visitor sees in the browser window is part of the page). Pages are
stored under “Menu Items” and not under “directories”.

Page template

A page with a pre-designed format and pre-defined containers that
CMS users can use to create a page, then fill in that page with text,
images, multimedia, etc.

Properties

The attributes of a CMS object, such as the title and description of a
page or file.

RSS feed

A Really Simple Syndication (RSS) feed contains content in the form
of pages from an associated web site. A feed allows website visitors
to receive automatic notifications when the content is updated. An
RSS feed may consist of multiple channels.

RSS channel

A RSS channel is one stream in an RSS feed. A CMS user can
define one or more channels that contain one or more website
pages. The channels make up the feed that website visitors can
receive.

Security levels

Settings that determine access level permissions for website users.

Site

A connected group of pages. Also referred to as website.

iIAPPS® Content Manager User Guide
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Term Definition

Style sheet Refer to CSS.

Unarchive Refer to archive.

User roles User roles define the tasks that CMS users can perform. These

roles include author, approver, and publisher, among others. Refer
to Section 1.4 for a complete list of user roles.

Workflow The specified order in which a page is sent from one CMS user to
another for tasks such as editing, approval, and publishing.

XML Extensible Markup Language. A computer markup language that
manages custom tagging for your information storage needs.

2.4 Content Management Process

The process you follow to manage your site content depends on the number of people
who are involved in creating, editing, and approving content for the site. It also depends
on your specific role in managing the content or the site itself.

This section describes some examples of content management processes. These
examples include:

e Creating a new page for a site and submitting it into the workflow.
e Editing, approving, and publishing an existing page to the site.

2.4.1 Process for Creating a New Page

If you are responsible for creating a new page for a site, this is the general process you
might follow:

From Control Center, select Libraries=>Menus and Pages.

Right-click on the menu item where you want to create the new page, and choose the
Add Page option from the context menu. If you are creating an new menu item, right-
click on the top-level menu item and select Add Menu.

Alternatively, you can create a new page in Site Editor by selecting the Menu item where
you want the new page, right-clicking and selecting Create and Connect New Page.

iIAPPS® Content Manager User Guide
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Enter a name for your new page and choose the page template for building the page.
Template allow users to quickly place items in the correct locations on the page.

Locate the areas in the template that you can edit by rolling the cursor over an area. If a
green box appears you can edit or add items there.

Fill in the page with the appropriate content. This might include content items, lists,
images, multimedia, or link to files such as PDF and MS Word documents.

o Content items are stored in the Content Items Library
o Images are stored in the Images Library
o Multimedia and other files are stored in the Files Library

@ Storing images and files in a library enables you to use them in more than one
place on your site. If you need to update the image or file, you can re-upload it
to the Images or Files Library using the same file name as the existing version.
All links to that file will then point to the updated version.

After you have created your page, save it as a draft or submit it into workflow. If you
submit your page into workflow, the next person in the pre-assigned workflow sequence
can work on it. That person’s responsibility might be to edit the page or to approve or
reject it for publication on the site.

Once a page goes through all the steps in its workflow, it can be published. After the
page is published, website users can view it as part of the site.

2.4.2 Process for Editing, Approving, and Publishing a Page

If you are responsible for editing, approving, and publishing an existing page for a site,
this is the general process you might follow:

1. Inthe Publishing Workflow container in the Control Center, locate the
page that requires your attention.

Right-click the page name and select Open page in editor from the menu.
Edit the page as needed.

Save the revised page and preview how it will look on the site.

Approve, reject, or publish the page, depending on the options available to
you in that workflow. If you reject the page, it returns to the previous step in
the workflow.

After the page is published, website users can view it as part of the site. See Managing
Workflows for more information.

arwbd
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2.5 User Roles and Permissions

User roles and their corresponding permissions determine what content management,
site management, or user management tasks you can perform in iAPPS Content
Manager. The table below provides an overview of the different user roles and the tasks
each role has permissions to perform. You can also click the “Explain Permissions” link
from Administration>CMS Users->View/Edit CMS User Permissions. User
Permissions Tables with a complete list of each task can be found in the Administrative

tasks chapter.

User Roles and Permissions

User Role

Permissions

Author

Authors have permissions to create and edit pages, connect them
to the site menu, and submit them into workflow. Authors can
assign index terms to pages and delete pages. They can also
create and delete lists.

There are two types of Authors:

Menu-based Authors are permitted to work on pages on specific
menu items only. Global Authors are permitted to work on all
pages under all menu items Authors will see the workflows for
those items that have permissions for. Note: If a menu-based
author is assigned to a group with more permissions then the
individual user, then the author will gain all the permissions of
the group.

Approver

Approvers can do everything Authors can do. In addition,
Approvers can review another Author’s pages and approve or reject
them. They will see workflows that involve them.

There are two types of Approvers:

Menu-based Approvers are permitted work on pages on specific
menu items only. Global Approvers are permitted to work on all
pages under all menu items.

Note: If a menu-based approver is assigned to a group with
more permissions, then they will gain all the permissions of
the group.

Publisher

Publishers can do everything Authors and Approvers can do. In
addition, they can publish pages live on the site.

There are two types of Publishers:
Menu-based Publishers are permitted to work on pages on
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User Role Permissions

specific menu items only.

Global Publishers are permitted to work on all pages under all
menu items. They will see and be able to create workflows on all
pages.

Note: If a menu-based publisher is assigned to a group with
more permissions, then the publisher will gain all the
permissions of the group.

Content Content Administrators can do everything Authors, Approvers, and
Administrator Publishers can do. In addition, Content Administrators can create
and edit menu items, and manage libraries of files, images, and
templates. They can also create and assign workflows, and
manage website users and security levels.

Refer to Tables 2 through 5 for a complete list of permissions for
Content Administrations.

Navigational Navigational Editors have permissions to add sub-menu items,

Editor rename menu items, and connect pages to menu items. Users
cannot be assigned solely Navigational Editor status and
permissions.

Refer to Table 2 for a complete list of permissions for Navigational
Editors. Note: If a menu-based editor is assigned to a group
with more permissions, then they will gain all the permissions
of the group.

Manager Managers have permissions to manage libraries of content items,
files, and images.

Refer to Table 3 for a complete list of permissions for Managers.

Viewer Viewers can only view content items, files, and images.

Archiver Archivers can archive published pages.

Site Administrator | Site Administrators have permissions to edit, backup, and delete a
site. They can also manage, create and delete CMS groups, CMS
users, and website users.

Installation Installation Administrators have permission to create new sites in
Administrator IAPPS Content Manager. They can edit, backup, and delete sites.
They can also add, edit, and delete CMS users.

The following table provides a list of menu, page, and list management tasks available
from the IAPPS Content Manager Control Center. It shows which user roles have
permission to perform each of these tasks.

iIAPPS® Content Manager User Guide
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Tasks/User Role | €ontent Navigational | Author | Approver | Publisher
Administrator | Editor

MANAGE

MENUS:

Renameamenu | v v

item

Delete a menu 4 v

item

Add a sub-menu | vV v

item

Make a menu v v

item invisible

Edit menu item v v

properties

Add a page to a 4 4 4 4 v

menu item

Setamenuitem | Y v

as home page

MANAGE

PAGES:

Jump to page in v v v v

Site Editor

Edit page v v 4 4

properties

Connectpageto | ¥ v v 4

menu item

Assign index v 4 v v

terms

Add a page v 4 4 4

Delete a page 4 v v v

View page history | v v v v

Archive pages v
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Tasks/User Role | Content Navigational | Author | Approver | Publisher
Administrator | Editor

MANAGE LISTS:

Add a list 4 v v v
View and edit a 4 4 v v
list

Delete a list 4 v v v

2.6 Loginto iAPPS Content Manager

IAPPS Content Manager can be accessed only with a valid user name and password.
Each iAPPS user is assigned a unique user name and password.

To login to iIAPPS Content Manager:

e Type in your user name and password.
e Click the “Log In” button. If you want your name and password to be saved on
the computer you are using, click the “Remember my selection.”

1APPS Login v4.7.0.0

User Name: ||

Password: |

Password Retrieval

Suite: | Content Manager lz'

If you have forgotten your password, click the “Password Retrieval” link. Enter your user
name and click the “Submit” button.

* Required Fields

. Forgot rour Password?

Enter wour Ussr Mame ko receive your password,
. *Lser Mame: ||
-
APPS’

Cancel
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Your iAPPS session has a default log-out time of 20 minutes. If the session has no
activity for 20 minutes, a warning message appears with the number of seconds left:

Warning

‘four session will timeout in 51. Do you wish to reset your session or log

out?

Reset Log Out

Click “Reset” if you want to continue your session. Otherwise you will be logged out.

2.7 Changing Your Password

You must be logged in with your current password to change your password.

e To change your user password, select Administration & Change Password
from the main navigation menu in the iAPPS Content Manager Control Center:

i Administration «

ar cup
CMS Users
Website Groups
Website

Vorkflow s

4 ;
| !h hangs Pasaword !

The Change Password container appears:
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Change Password

* Required Fislds

. I * Current Password:

*Hew Password:
L . * Confirm Hew Password:
APPS

[ Change Password ] Cancel

e Enter your current password in the “Current Password” field.

e Enter your new password in the “New Password” field.

e Enter your new password in the “Confirm New Password” field.
e Click the “Change Password” button.
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3 THE IAPPS CONTENT MANAGER CONTROL CENTER

When you first launch iAPPS Content Manager, the Control Center page appears. The
Control Center is your dashboard to all iAPPS functionality. It provides you with a main
navigation menu and boxed sections called containers, which provide quick and easy
access to commonly used features and functions. The Control Center also includes a
Search function.

Content Manager Control Center

s 1APFS it - [T | e aies TR
U eeret ey

3.1 Main Navigation Menu Bar

The main navigation menu bar appears at the top of the Control Center. The options
available to you within each of the navigation menus will depend on your user role. See
User Roles and Permissions for details on user roles within iAPPS Content Manager.

@ The more permissions or roles that you have, the more options you will see. If
you right-click on an item and don’t see a drop-down menu, you cannot
perform any actions on that item.
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The iIAPPS menu provides quick access to other products in iAPPS Product Suite to
which you have access.
‘ Search Go

# Administration

| @y iapPs ~ | « Site Editor Libraries P

Marketier

The Site Editor menu brings you to the Site Editor view, which allows you to edit your
content in WYSIWYG mode. You can go directly to your home page or to the last page
you visited.

| {2 iAPPS || & Site Editor ~ Libraries &b Administration search Go
- 1 i ] = — | Advanced Sezrch

The Libraries menu allows you to access your content libraries, including pages, images,
downloadable files, forms, blogs, and blog comments. It also accesses content
definitions, styles, page templates, and scripts.

The Administration menu allows you to manage internal and external groups of users. It
also lets you manage lists, index terms, configuration, RSS, and passwords.

3.2 Control Center Containers

The contents of the Control Center are displayed in boxes called containers, which
combine common features and functions.

e Click, hold, and drag containers to arrange them on the page.

¢ You can minimize or maximize a container by clicking the snap button ([.]) in its
top-right-hand corner. iIAPPS remembers your container placement the next time
you login.

e The containers available to you will depend on your user role.

Containers you might see as part of your Control Center include:

e Publishing Workflow

e Add aPage

e Quick Upload

e Recently Published Pages
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e Add User

e Quick Actions

e Blog Dashboard

¢ Manage a Site

e iAPPS Content Manager Installation Information

3.2.1 Publishing Workflow Container

The Publishing Workflow container has three tabs from which you manage pages that
are in a Workflow:

+ Previous Nexa »

Publishing Workflow Tab Lists

Attention Required Pages that cannot display. This might happen
because you have not approved a page for
publication.

Being Edited Pages that have been created but are not yetin a
Workflow.

In Workflow Pages that are in a Workflow.

From any tab in this container you can open a page in Site Editor or delete the current
version of the page. To open the page in Site Editor, right-click the page in the list and
select Open page in editor.

Open page in editor
Delete This Version
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The page opens in Site Editor allowing you to take action on the page. See Chapter 3 of
this Guide for a description of Site Editor.

To delete the current version of the page, right-click the page in the list on the Being
Edited tab and select Delete This Version.

Open page in editor
ﬁ Delete This Version

The page no longer appears in the Publishing Workflow container.

3.2.2 Add a Page Container

The Add a Page container lets you immediately add a page to the Page Library.

* Required Felds

-
I3
n
”
§
2
[+

Espand Tiee

* Page Nam=

| * Template: | Seect 2 Temgiate v

£SS Applied: |

Descaption

Secumiy: 5=

N
®

| AcaandGotoiator | Acd Page

To add a page, follow these steps:

e Select the location in the Page Library where you want to add the page.
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3 Zapared Liee | ~ Thegund Feds

Page Liiay

1 Unassigmed ~l
B * Page Nenwe  rn o the Byl
:j._v" “ 1 oagiate N -
55 .

= £S5 Applied
Y
B

f |

[[Utome (: Deteiyinn

S0 Hows

| - Game Day 14

=il I the Mews
i Yoam Blog 2

(8 The Tuany (1] SBOUIRY patse o e i

B0 Media Gallery oy -

B2 Nan lone |1

3

& Shop Add a0d Ga o Edter | Add Pege
| ‘!‘u t\ POTTACAPHER SRR S
6. Fill in the appropriate information for the page.
* Required Fields
= Page Name: ’
* Template: | Select a Template v
CSS Applied:
Description:
Security: ||Security Level 1
Security Level 2
[ Add and Go to Editor ] | AddPage

31

Click “Add Page” if you only want to add the page. Click “Add and Go to Editor” to edit the
page in Site Editor after adding it.

Add Page

Add and Go to Editor

The new page appears
in the Menu and Page

e The new page appears in the Menu and
Page Library in the page list for the menu
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Add Page Add and Go to Editor

Library in the page list item where you selected to add the page

for the menu item and open the page in Site Editor.

where you selected to o After you edit and save the page (Page

add the page. Actions = Save as draft), the page
appears in the Publishing Workflow
container.

3.2.3 Quick Upload Container

The Quick Upload container enables you to immediately upload files and images from
your local machine to the Files and the Images Library.

Quick Upload
Images |8
|
File Library Expand Tree | Select a file or files to upload.
E-{J File Library Browse Remove iterm Clear list

Upload File(s)

To upload files or images, follow these steps:

o Click the appropriate tab for the items you want to upload: Files or Images.

Quick Upload
. Files ' Images
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Select the directory to which you want to upload the file or image and click the “Browse”
button on the right-hand side of the screen. A “Select file(s) to upload” dialog appears:

Select file(s) to upload by temp.iappsdemo. bridgelinedigital.com

Lok in: | I Mozilla Firefox v O 2 e E-
oY |Zichrame browserconfig.properties &] nspr4.dll
i_\ﬁﬁ |CJcomponents }components &] nss3.dl
My Recent | Z)defaults crashreporter &] nssckbi.dll
Documents | dictionaries Berashreporter %] nssdbm, chi.
— | extensions “Berashreporter-override | nssdbm.di
L& |Zigreprefs __'-}defau\ts &] nssutil3. dil
Deskiop ) modules depandentlihs.list }platfnrm
| )plugins @Firefox .}] plc.dil
: (Cires (%) freebls.chk %] plds4.di
_’j | searchplugins .:w] freebls.dl Eplugin-container
My Documents unlnstall r;J |.nsta|| 1 README .
\autoreq Cv] js3250.dll removed-files
X &] AccesshleMarshal dil LICEMSE &] srnime3. dil
;ﬂ :}application &]mochplg.dll &] saftokn3.chk
3 ¢ blockist (% mozcrt19.di %] softoknz.di
My Camputer
= | 3
‘;} File narme: | hd
-
My Network | Files of bype: Allfies -

Select the file(s) or image(s) you want to upload. Hold the control key and click to select
more than one file. The file(s) that you selected will appear in a pop-up:

Select a file or files to upload.

Blocky

l Browse Jl Remaove iterm J l Clear list I

araw gif (56 bytes)

Upload File{s)

Click the “Upload File(s)” button. An Upload Status dialog appears. Click the “Close”
button when upload completes. The uploaded files are now stored in the selected Files or
Images directory.
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3.2.4 Recently Published Pages Container

The Recently Published Pages container displays a list of the pages that have been
published during the last 15 days. This container includes two tabs: the New tab shows
items published for the first time, and Re-Published shows item that have been
previously published:

]
[seny Re-Published

Il Title | Menu Ite | Publish D
HEEEHIE the-team: Aug 06 2010

To open a page directly from the Recently Published Pages container, follow these steps:

e Click the appropriate tab for the page you want to access: New or Re-Published.
¢ Right-click the page in the list and select Open Page in Editor.

{mOpen page in editor

e CMS opens the page in the Site Editor. Use the Site Editor to view or edit the
page and save your file. If you submit the updated page to a workflow, it will
appear in the workflow for approval or publication.

3.2.5 Add User Container

The Add User container in the Control Center lets a Site Administrator quickly add a
CMS user to iIAPPS Content Manager.
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* Required Fields

* First Name:

* Last Name:

* Email:

* User Name:

* Password:

* Confirm Password:

* Group(s):

| Add User Reset Form

To add a CMS user, follow these steps:

Fill in the appropriate information for the user and add user roles.
Click the “Add User” button.

3.2.6 Quick Actions Container

The Quick Actions container allows you to quickly access common tasks. The tasks that
appear in your container depend on your user role. The tasks you might see include:

Switch to another website in IAPPS Content Manager
Add new CMS user/Modify existing CMS user

Add new CMS group/Madify existing CMS group
Create a new site

The following example shows a Quick Actions container for a user with the System
Administrator role.
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Quick Actions
[~ Switch to Site: | Select v|
& Add New CNS User / Modify Existing CMS
User
é Add New CMS Group / Mooify Existing CMS
Group
{3 Create a New Site

The following example shows a Quick Action container for a user with the Content
Administrator role.

| [C] Switch toSite: | Select

&, Modify Existing CMS User

For instructions on how to add and modify users and groups, and how to create a new
website, please refer to Part Ill: Site and User Management in this guide.

3.2.7 Blog Dashboard Container

The Blog Dashboard displays a list of the blogs available on the site and any blog
activity requiring action.

Blog Dashboard

USA Mationals | 3 Mew Comments

From the Blog Dashboard, you can:

e View all activity for a blog
e View blog activity requiring approval
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To view all activity for a blog, click a blog name. The Manage Blogs container displays
all activity for the selected blog.

To view activity requiring action for a blog, click the recent activity link, 3 New Comments,
for example. From here you can approve or delete comments. For more information, see
the Blogs section.

3.2.8 Manage Site Container

The Manage Site container allows the Installation Administrator and System
Administrator to manage any of the websites in IAPPS Content Manager.

-
Type here to filter results Dizplaying 1 - 1 of 1
Il Site Hame Il Site Description Il Create Date Il Last Edit Date Il Created By
U4 Mationals Demo site 0&6/11,2005 04/25/2010 Inztallsdminstrator,|
4 Previous Next » Page 1 of 1 [1items)

To manage a site, follow these steps:
Select the site in the list that you want to manage.

Right-click the site and select View/Edit Properties.
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@ View/Edit Properties

The Edit Site container appears.

STV | T (. S Mg gt x Descoydinn |Dwso 24

Use the wizard to specify the directory where the site will be located and to edit the site
properties.

Click the “Save” button when you have finished.

3.2.9 iAPPS Content Manager Installation Information Container

Installation Administrators can also see Installation Information container in the Control
Center, which displays the following information:

Installation Information =

iAPPS Content Manager Version: 4.7.0.0
iAPPS Framework Version: 4,7.0.0
Site(s): 1 of 10 Used
Authors: 12 of 50 Used
Approvers: 15 of 15 Used
Administrators: 3 of 15 Used
License Key: 1234-1234-1234-1234-1234
Expires: 08-31-2013

e iAPPS Content Manager Version #

e iAPPS Framework Version #

e The number of websites managed by iAPPS Content Manager (out of the total
number available by license)
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e The number of authors out of the total number available by license

e The number of Approvers out of the total number available by license

e The number of Administrators out of the total number available by license
e License key

o Expiration date for the license

3.3 Search and Advanced Search

The Search function lets you enter one or more keywords to locate CMS objects in the
site. The search occurs on all libraries, users, and groups, and matches the keywords
against all the properties of these, to produce a list of results.

The Search function is located at the top right of the Control Center. To perform a basic
search, enter one or more keywords in the Search field and click the “Go” button.

Ly [template Go »

Advanced Search

In the Search Results container, you can view all the results or view results by area,
such as within content items or images.

(48 Lo torw Seacn

The Advanced Search function allows you to refine your search more specifically. You
can refine the search by any or all of the following:

o Type of CMS object (images, files, users and so forth)
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e Date the CMS object was created
e Date the CMS object was last edited

To perform an advanced search, follow these steps:

e Click the Advanced Search link in the Search box.

Ly [Search | abl

elcome COAdmin

= Logout

e Enter terms in the “Search Terms”field:

* Required Fields

* Search Term(s): [

e Select the type(s) of content object you want to limit the search to and select
either a date range for which an object was created or last edited:

Limit to:
Type:  [(Content Items
(Hoid Ctrl to sefect _
tiple) Images
Files
Pages
Styles
Page Templates
Content Definitions
Users
Workflows
Menus
Created Between: [ @ and ‘ %
Last Edited Between: | ‘ and [
l (EH ana | i)

e Click the “Search” button.
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The Search Results container lets you view all the results or view results by type, such
as within content items or images.

3.4 Customize Your Control Center

You can customize your view of the Control Center in two ways:

e To rearrange the containers, click the top of a container to drag and drop it into
another location in the Control Center.

e To minimize a container, click the snap arrow in the top right-hand corner of the
container.

@ Containers cannot be deleted; CMS displays the combination of containers in
the Control Center based on your user role and assigned permissions.

Examples of Minimized Containers

s a
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4 USING SITE EDITOR TO MANAGE CONTENT PAGES

The chapter details the features and functions of Site Editor.

Site Editor enables you to quickly and easily manage a site in the front-end view. You
can manage site pages and content from Site Editor.

..ACME TS

MonUsTe GMTOMENS anmvices ABOUT US NEICRMTE CRMTRN

ﬁ voert 3 e page e
I s [ Y
Develoging Usable
Iteetaces ) Artsdsdst,
-

This means you can do the majority of upkeep on your website through the Site Editor’s
interface and easily see your site content changes in real time. Typically, you can also
accomplish many of the same tasks through the Libraries interface and the Menus and
Pages Container.

@ Remember that your tasks and access may change depending on your
permissions. The site administrator can assign permission to change material
to authors for the entire site or only certain sections or pages.

4.1 Accessing the Site Editor

You can access the Site Editor in several ways. You can click Site Editor on the main
navigation menu in the Control Center and select either Jump to Home (to go to the
site’s homepage) or Jump to Last Visited Page (to go to last page opened in Site
Editor).

%y Site Editor JFqu[
L)

Jump to Home

Jump to Last Wizited Page
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You may also right-click on a page anywhere it appears in a list of pages, such as the
Publishing Workflow container in the Control Center or in Menus and Pages and
select Open page in Editor:

(Right-click on an ftem to act on it.)

. fttention Required . Being Edited . In W arkflow .

Type here to filter results

Il Status Il Page Title Il Menu kem
InCrraft test —b Leack
s Dpen page in editor
InCrraft Customers P
) Delete This Wersion
InCrraft Services

Site Editor opens with its toolbar closed by default. To open the toolbar, click the pull-
down arrow at the top of the screen.

* USA NATIONALS

Click the down-arrow [ ¥] at the top-middle of the window to expand the Site Editor
toolbar.

e Acthons  ~ Wtk ) Rss

Expand ToolbarArrow

@ This button both expands and collapses the Site Editor toolbar

You can lock the toolbar in the expanded state by clicking the Pin on the right:

Pin Tooltiar

] _‘I.g VAR Sive Lkt ?{

N
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4.2 Site Editor Display Modes

Edit Page

Click the Edit Page icon at the top-right side of the window to enter Edit Mode.
[ Preview Changes ]

View as Live

A 5 ':]“‘ WP Sotw Bt P

You can display a page in Site Editor in one of the following modes by clicking the
appropriate mode icon in the upper right-hand corner of the Site Editor toolbar:

To get into this mode Use this Site Editor icon

Click the Overlay icon to view an overlay il e oy .
0] [ S 21 APPS Site Edit
on the complete page showing: %}O Sl I S

e  How many visitors clicked on each
clickable area in the page

e  The percentage of all clicks on this
page received by each clickable

area.

Click the View as Live icon to view the Z Mz o APPS Site Ed

page as it appears live on the website. = EPJ > VL IGEOitor
g ||

Click the Edit icon to make the page ~-r N .

b Pag g 0;,]\4 iAPPS Site Editor

£

Click the Preview Changes icon to ~ . =

preview your edits in a page before it is VIO E] MRS Aite-fditne

published. g ]
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4.2.1 Managing Pages

The Site Editor toolbar includes drop-down menus for managing pages.

@ iAPPS Page Properties g Page Actions Workflow E] Rrss

Depending on your role, you can perform some or all of the following tasks for pages with
the Site Editor toolbar:

e View the history of a page

e View and edit the properties of a page
e Save a page as a draft

e Archive a page

e Submit a page into workflow

e Publish a page

e Add a page to an RSS channel

4.2.2 Viewing Page History

To view previous versions of a page, select View Page History from the Page
Properties menu on Site Editor toolbar.

Page Properties =

Wiew Page History

iew / Edit Properties

The Page History for Pagename container appears:
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The list displays the following information for each page:

Page History Description
Column
Version # Each time a user edits a page and Saves as Draft or

Archives the page, Content Manager saves a unigue copy of
the page and assigns it a two part version number, #.#.
Content Manager increments the version number as follows:

First part increments each new day that a page is published.

Second part increments each time on any given day that the
page is saved as a draft.

Therefore, the first day on which a page is published, the
version numbers are: 0.0, 0.1, 0.2 and so forth. The next day
on which the same page is published, the version numbers
are: 1.0, 1.1, 1.2 and so forth.

Item(s) Edited

Lists the editable content areas on the page.

Date/Time Edited

Specifies the date and time the page was saved.

Updated By

Specifies the name of user who updated page.

From the Page History list, you can:

e Return to Site Editor
¢ Rollback to previous version
e Compare two versions

4.2.2.1 Returning to Site Editor

To return to viewing this page in Site Editor, click “Cancel” in the bottom right of the

Page History list.

4.2.2.2 Rolling Back Version

You can roll back a page to revert that current version of it to an earlier one.

To roll back a page to an earlier version, follow these steps:

e Click on the version to which you want to roll back.
e Right-click that page and select Roll Back to This Version.
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Page History For Services Home (To compare pages{text comparisor,

Il Version # | I ttem(s) Edited

0.0
0.1 Services, Servigadiabtr

] | Roll Back Yo This Version ]

0.2 Services, Servi

0.3 Services, Service Right Content

A confirm roll back dialog appears:

RN, e

The page at http:#fiappsdemo40. bridgelinedigital.c... |X |

0 Are you sure you want to Rollback ko the requested version?

L a4 .| [ Cancel l

e Click the “OK” button. Content Manager displays the version of the page to which
you selected to roll back in the Site Editor.

4.2.2.3 Comparing Page Versions

You can compare the differences between two versions of the same page.

(D When you compare versions of a page, Content Manager displays the
differences in the pages only of any free-form text in each of the pages. The
comparison does not show differences in the pages of any text in a pre-defined
content item definition template.

To compare versions of a page, follow these steps:

e Click on a version of the page to use for the comparison.
e Press the Control key and click on the second page to use for the comparison.
e Right-click and select Compare Pages.

Page History For Home [To compare pages[text comparzon only], select tuwg

Il Version # | 1l hem(s) Edited
18,6 Home_Cantent_1, Home_Content_2, Home_Cantent_5, Hom
18.5 Time, HD% Compare B |Jntent_2, Home_Content_Z
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A Compare Pages pop-up appears:

s vt TEEA 010 & 1555 PN Vorbinn sssbey | 4.4) Vs chitmds J117¢20 18 & 1B 56 PN Yerrhon saanbet [ 19 5]

P Rh T s W e e L) Lo vt

View the differences between the free-form texts in the pages. Optionally, you can roll
back to one of the page versions used in the comparison.

e Click “Roll back to This Version.” Content Manager displays a roll back

confirmation dialog.
e Click the “OK” button. The version of the page that you rolled back to appears in

the Site Editor.
e Click the “Cancel” button when you finish comparing versions of a page to return

to the Page History list.

4.2.3 Viewing / Editing Properties

To view and edit the properties of a page, follow these steps:

o Select View/Edit Properties from the Page Properties menu on the Site Editor
toolbar.

Page Properties =
Wiew Page History

View / Edit Properties

e View and edit the basic Page Properties as described in the following table:
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Togs Propetthe

Page Properties Field

Description

This page exists in the
following menus

Lists all of the menus within the site where this page is
located.

Page Name

The name given to the page by the author.

Url Friendly Name

This name makes it easier for a user and a search
engine crawler to decipher. It is used for Search Engine
Optimization.

Template

The template used to create the page.

Page Description

Description of the contents or use of this page.

Click the to view and edit Advanced Properties.

ebrag ol PN ot T,

Sewih Engine Optimiratson 5E0)

Advanced Page
Properties Field

Description

Security Level

Specifies the security level(s) designating which
website users have permissions to access this page.

49
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Index Terms Specifies index terms (a tag that you can use
programmatically to aggregate pages or filter lists)
assigned to this page.

Global CSS Specifies the CSS file(s) that Content Manager

automatically applies to all pages.

Apply Local CSS

Specifies the CSS file(s) that Content Manager applies
to this page.

Click the to view and edit Search Engine Optimization properties.

Semch bagine Dptamtzotion (310}

Search Engine
Optimization (SEO) Field

Description

H1 Tag The <H1> tag value to appear in the rendered
HTML of this page.

Title Tag The <TITLE> tag value to appear in the rendered
HTML of this page.

Keywords Descriptive keywords about the page to power

the internal site search engine.

Descriptive Metadata

The <META> tag value to appear in the rendered
HTML of this page.

Other Metadata

Any other HTML meta data that you want to
appear inside the rendered HTML of the page

Click the “Save Changes” button if you made any changes or click the “Cancel” button if
you did not make any changes. The updated page appears in the Site Editor.
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4.2.4 Working with Page Actions

Page actions include:

e Saving as Draft
e Archiving Page
e Deleting Page

4.2.4.1 Saving as Draft

The Save as Draft option saves the page as a draft. A draft is not meant to be submitted
into the workflow; it is only a working copy. To save a page as a draft, select Save as
Draft from the Page Actions menu on the Site Editor toolbar.

gy Page Achions ¥

{IEI Save as Draft

Archive Page

Delete thiz version

When the page refreshes, the draft is saved. You can return to the draft at a later time to
resume work on it.

4.2.4.2 Archiving /Restoring Pages

The Archive Page option lets you move the page to the archived folder. Once that is
done, the page is no longer live on the website.

To archive a page, select Archive Page from the Page Actions menu.

g Page Adions ¥

Sawve as Draft

@ Archive Page

Delete this varsion

The page is moved to an archived folder.
To restore the page, follow these steps:

e Select View Page History from the Page Properties menu.
e Locate the page version in the list. Right-click and select Roll Back to this
Version to restore the page.
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Il Version #

Il item(s) Edited

e Diabt o

Rall Back to This Yersion

antand

4.2.4.3 Deleting Page

You can delete a version of a page when that version is opened in the Site Editor. To
delete a version of a page, select Delete this version from the Page Actions menu.

g FPage Adions ™

Sawe as Draft

Archive Page

@ Delete this wversion

Content Manager deletes the version of the page currently open in Site Editor and
displays the previous version of the page.

4.2.5 Page Workflow

Page Workflow options include:

e  Submit into Workflow
e Publish Now
e Show/Hide Notes

4.2.5.1 Submitting into Workflow

To submit a page into workflow, follow these steps:

e Select Submit into Workflow from the Workflow menu.

£ workflow W

Show'Hide Motes

Subrnit into Warkflow

Publish Maw

¢ Fillin the appropriate information. This includes a publish date (which can be set
in the future) as well as a date for the content to be removed and automatically
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archived. The High Priority button simply sends the email notifying users about
content waiting in their Review Container with high priority.

1. Schedale Publication

While you can alter a workflow sequence in the Submit into Workflow
container, generally you will be submitting to an already existing workflow by
choosing it from the “Select Workflow” field. You can get more information on
setting up workflows both from the Creating a New Workflow section of this
manual as well as from the IAPPS User Scenario Manual.

2. Select Workflow

All Users/Groups:

Workflow Sequence

No tems found

This page exists in the following menu items

Click the “Submit into Workflow” button to submit the page to the workflow, or
click the “Publish” button if the page is ready to be published.

* Hame this workflow and save as:|

Submit into Workflow Publish Cancel
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4.2.6 Publishing

When you publish a page, it goes live on the website. To publish a page from the Site
Editor, select Workflow = Publish Now.

Workflow W
Show/Hide Motes

Submit into Workflow

@ Publish Maw

The page goes live on the website and appears in the Recently Published Pages
container in the Control Center.

4.2.6.1 Publishing in the Future

You can also set your content to publish in the future.

To publish at a future date and time, choose Submit into Workflow under the Workflow
menu.

wiarkflow -
ShowfHide Maotes

Submit into Workflow

FPublish Maw

Then simply set the date and time of day for publication in the Publish Date fields.

1. Schedule Publication

Then click the “Submit into Workflow” or “Publish” buttons as appropriate.

4.2.6.2  Archiving content automatically

If you want content to automatically be removed from the website when it becomes out of
date (such as a promo for a holiday sale). Choose Workflow =>Submit into Workflow
and fill out the Archive Date fields in the Schedule Publication pane.
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1. Schedule Publication

Liis

Then click the “Submit into Workflow” or “Publish” buttons as appropriate.

4.2.7 Working with Page Notes

Content Manager also includes a feature that allows you to create and store notes about
the page currently open in the Site Editor.

When you switch to Site Editor, the Page Notes will appear automatically.

My Account Track Orders = (0)

—
N

don't forget to add new product
iAppsUser on 05/05/2011 ar 04:25 PM.
iAppsUser on 05/06/2011 ar 01:24 PM.

updated address

iAppsUser on 05/11/2011 ar 03:33 PM.

Click to add a comment.
Comments entered here will be saved
when the page moves through workflow;

[]High Priority | save Note

You can drag and drop the Page Notes container around the screen, “pin” it open, or use
the snap button to maximize or minimize the container. If you are not using the notes,
they will fade into the background.

(==

If you want to hide them entirely, select Workflow - Show/Hide Notes.
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£ Y workflow v
{E? Show/Hide Motes
Subrmit into Warkflow

Publizsh Maw

4.2.7.1 Creating Page Notes

To create a new page note, follow these steps:

e Click in the Page Notes dialog text box where Click to add a comment displays.

e A standard note appears in black text. To make an important note appear in red
text, click the “High Priority” checkbox.

e Click the “Save Note” button. The note you entered appears in the Page Notes
list.

@ Be careful with your entries. Page Notes cannot be deleted.

4.2.8 Adding Page to RSS Channel(s)

The Add Page to RSS Channel(s) option provides a list of all the manual RSS channels
created. In the edit mode, the Selected Channels are highlighted. You can select or de-
select the channels for the page.

To add a page to an RSS Channel, follow these steps:

e Select Include Page in RSS Channel from the RSS menu.

v

g) Page Actions 7 | U Workflow ™ | R rss
Rss channel: anual Include Page in RSS Channel
(manual Channels only) |
. logies
[ Add Page to RSS ]

e Select the channel(s) in the popup layer to which you want to add the page and
click the “Add Page to RSS” button.

4.2.9 Connecting an Existing Page

To connect an existing page to a menu item, follow these steps:
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e Click the Edit icon on the Site Editor toolbar.
e Right-click a menu item and select Connect Existing Page.

@ Create and Connec Mew Page

\.jl Create Maw Page

‘._.-;‘l Add Sub-Menuo Item

{E} Connect Existing Page
Rernarme Menu Itern

@ Rermove Menu Item

G/P ViewfEdit Properties

The Insert Page From Library pop-up appears. Locate the page you want to
connect to in the library page list.

.;.L‘A "

4 Previoes Mext »

Cances

¢ Right-click the page and choose Select Page. Content Manager displays a
confirmation dialog: Click the “OK” button.

¢ Content Manager connects this page to the selected menu item and stores it
under that menu item.

4.2.10 Creating and Connecting New Page

To create a new page and connect it to a menu item, follow these steps:

e Click the Edit icon on the Site Editor toolbar.
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e Right-click the menu item to which you want to connect a page and select Create
and Connect New Page.

Hl Create and Connect New Page i
@ Page Hame: |, o lications|

Create Mew Page

1 Template: |plog, ascx -~
@ Add Sub-Menu Item BlogPaost azcx
CartPage
Connect Existing Page Checkout

Codie Awards

CormmerceHome
DefaultProductDetail
DefaultProductlist hd

ﬁ/\ Wiew/Edit Properties
Add Page Cancel

Fenarme Menu Item

Fernove Menu Itern

¢ Enter a name in the Page Name field.

e Click a template name to select one for this page.

e Click the Add Page button. The new page appears in Site Editor.
e Click the Edit icon on the Site Editor toolbar.

e Add content to the new page.

Content Manager connects the new page to the selected menu item and stores it under
that menu item.

4.2.11 Viewing / Editing Menu Item Properties

To view and edit the properties of a menu item, follow these steps:

e Click the Edit icon on the Site Editor toolbar.
¢ Right-click the menu item and select View/Edit Properties.

@ Create and Conneck Mew Page
@ Create Mew Page
@ Add Sub-Menu Item
Zonnect Exiskting Page
Fenarne Menu Iterm

@ Fermove Menu Item
& “isw/Edit Properties
)

The View/Edit Menu Item Properties container appears:
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When you finish viewing and/or editing menu item properties, click the “Save”
button if you made changes or the “Cancel” button to return to the page.

[ Save Changes ] [ Cancel ]

59

4.2.11.1 Viewing / Editing Menu item Properties

View and edit menu item properties as described in the following table.

View/Edit Menu ltem Properties

Menu Item Properties

* Required Fields

*Menu Hem Hame: |Managad Services

*URL Friendly Hame: |managad_services

Menu ttem | Managed
Description:
Security Level: | Commerce Customer L)
Hold Ctrl to select | prafarred Customer =l
multiple
Employes |

DMenu item iz not wisible (will not appear as visible menu; content will not be found with
cearch),

DMenu item has rolowver image

Rollover "On" Image: |

Browse
Browse

Rollover "OfF' Image: |
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Menu Item Property Description
Menu Item Name Name of menu item.
URL Friendly Name A Web address that is easy for a user and a search engine

crawler to decipher.

Menu Item Description Brief description of content or use of this menu item.

Security Level Assigns a security level to this menu item.

Optionally, press Ctrl-Click on two or more security levels
to assign multiple security levels to this menu item.

Menu item is not visible Click this checkbox to make menu item not visible.

Menu item has rollover Click this checkbox to specify one or more rollover images
image to this menu item.

Rollover “On” Image Click in the Rollover On Image field or click the “Browse”

button to select an image to appear when a cursor rolls
onto this menu item.

Rollover “Off” image Click in the Rollover Off Image field or click the “Browse”
button to select an image to appear when a cursor rolls off
of this menu item.

4.2.11.2 Viewing / Editing Menu Item Workflows

You can assign workflows to menu items. To manage menu item workflows, you can:

e Connect to an Existing Workflow
e Create a Workflow
¢ Remove a workflow

To connect a menu item to an existing workflow, follow these steps:

e Right-click in the Workflow Assigned selection box, and select Connect
Existing Workflow.

Remove Workflow
{b Connect Existing Workflow
Create MNew Workflow
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The Connect Existing Workflow dialog appears:

Connect Existing Workflow

Brett L
i S0 o kf Lo

Ci S0 orkflowe]

Executive Decizion Survey

Firstierit Legal Review:

Globaorkflow

P e WF o r ko “

Add Workflow Cancel

e Click on a workflow in the Connect Existing Workflow selection box and the click
Add Workflow button. The selected workflow appears in the Workflow Assigned
selection box.

To create a new workflow for a menu item, follow these steps:

¢ Right-click in the Workflow Assigned selection box, and select Create New
Workflow.

Remove Waorkflow

Connect Existing Workflow

{b Create Mew Workflow

e The Manage Workflows container appears. Create a workflow for the page. See
managing workflows for how to create a workflow.

To remove a workflow, right-click on a workflow in the Workflow Assigned selection box
and select Remove Workflow.

Remove Workflow
Connect Exizting Workflow

Create Mew Woarkflow

The workflow no longer appears in the selection box.
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4.2.11.3 Setting Menu Item Options

You can set the menu item options described in the following table:

Menu Item Check Box
Options

Description

menu items

Propagate Workflow to all sub- | Click this checkbox to propagate an assigned

workflow to all sub-menu items.

sub-menu items

Propagate Security Level to all | Click this checkbox to propagate all selected

security levels to all sub-menu items.

Inherit Workflow from parent
menu item

Click this checkbox to assign a workflow to this
menu item through inheritance of its parent menu
item.

from parent menu item

Inherit User/Group Permissions | Click this checkbox to assign user/group

permissions to this menu item through inheritance
of its parent menu item.

4.2.11.4 Viewing/Editing Menu ltem Target

The Menu Item Target area allows you to view or select the target to which a menu item
links. Targets include: page, image, external URL and more.

Select a menu item target by clicking the radio button for the appropriate target type as
described in the following table:

Menu Item Target

Description

Page

Click the Page radio button to select a page as the menu item
target.

Click the m browse icon.
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Menu Item Target Description

The Insert Page from Library dialog appears.
Locate the page to use, right-click and select: Select page.
The name of the page appears in the Page field.

File Click the File radio button to select a file as the menu item
target.

Click the m browse icon.

The Insert File from Library dialog appears.

Locate the file to use, right-click and select: Select file.
The name of the file appears in the File field.

Image Click the Image radio button to select an image as the menu
item target.

Click the m browse icon.

The Insert Image from Library dialog appears.

Locate the image to use, right-click and select: Select Image.
The name of the image appears in the Image field.

Other Menu Item Click the Other Menu Item radio button to select another menu
item as the target of this menu item.

Click the m browse icon.
The Select Menu Item for List dialog appears.
Locate the image to use, click and click the Select Menu Item

button.
The name of the menu item appears in the Other Menu Item
field.

External Click the External radio button to specify an external URL to

use as the target of this menu item.
Specify the external URL in the field.

Internal Click the Internal radio button to specify an internal URL as the
target of this menu item.
Specify the internal URL in the field.

Malil to: Click the Mail to: radio button to specify an email recipient as
the target of this menu item.
Specify the Mail to: email address in the field.
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Menu Item Target Description
None Click the None radio button to not assign a target to this menu
item.

4.3 Managing Content Areas

A content area is a section of the page that displays content. Multiple content areas may
exist on a single page including:

e Free-form content
e Content definition content.

Free-form or Rich Text content is placed in a blank container with few restrictions on how
the content appears. Using the WYSIWYG Site Editor Toolbar, you can insert text,
format it, and add links, flash videos or images. This type of material is saved as a
Content Item in the Content Items Library.

Content Definitions are used to more closely control how content appears. The
formatting, spacing and other style issues are pre-set as part of the definition. Content
definitions are used for text that is often repeated in a site, such as a “Related Items”
section or press releases which need to have certain pieces of information (such as
contact name or a release date) appear in a set order or type of display. They are stored
in the Content Definitions Library.

You can also create Code Snippets for material that you use on a regular basis.

4.3.1 Managing Free Form Content

You can perform the following tasks with free-form content:

e Insert text from the library

o Edit text and create a link within that text
e Create a new content item

e Remove a content item

e Hiding a content item

4.3.1.1 Inserting Text from Library

To insert a content item from the Library, follow these steps:
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Click the Edit icon El on the Site Editor toolbar.

Right-click in the text container where you want to insert content and select Insert Text
from Library.

L'?Iease insert content from content library.

@ Create New Text
@ Insert Text from Librarl,':\[t
& Edit Taxt

I@ Femove Text

Hide

The Insert Content Item Form Library dialog appears:

Search Table |Se2rch
Content Library You are in Content Library > ProductContent Displaying 1 -2 of 2
Right-click for options
| Contents 2 Expand Tree | | 1 Tytie I Description Il Type | Status Il Created
Products This is product Content Active ContentAdmin...
Testimonial Content Active ContentAdmin...
2
4 Previous Next » Page 1 of 1 (2 items)
[ cancel

Right-click on the content item that you want to insert and select Insert Content. Content
Manager inserts the selected text into the text container.
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Whether you need to increase sales, reduce operational costs, launch a new product,
train your employees, or enhance your communication with your constituents,
Bridgeline's award-winning application development capabilities can assist you to meet or

exceed your goals.

4.3.1.2 Editing Text

To edit text in a content item, follow these steps:

Click the Edit icon gl on the Site Editor toolbar.

Right-click the text container that holds the content item that you want to edit and select

Edit Text.

The editor toolbar appears above the selected text container. See the WYSIWYG Editor
Toolbar for Editing Text section below for detailed information on the editor toolbar.

Edit the content and then click the “Save” button to retain your changes.

@ Create New Text

@ Insert Text from Library
o Edit Text

l@ FRemove Text

Hide

(va cBEF 9 EEERS®

‘% EEE = E Wiz = O Z—lApplyCSSCIas' Mormal '|
| B £ U s x| & %[8-0- @l[ swods | sawve | cancel _|
]

ACME provides powerful, feature-rich capabilities with an easy-to-use interface designed
for business users, combined with complete integration capabilities and flexibility in
deployment via hosted delivery,

Click to download these files

@] Document 1
@] Document 2
@] Document 3

4.3.1.3 WYSIWYG Editor Toolbar for Editing Text

IAPPS features two toolbars for editing text in Rich text content areas or in content

definitons.
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The WYSIWYG editor toolbars use icons for all of the features and functions you need to

optimize page content. Moving the cursor over a toolbar icon displays tooltips describing
the function of that icon.

Rad Editor Toolbar

iAPPS Site Editor Toolbar = B8

|"‘°? 44 B3 B B BF- 9 - - (3 [E' @ @ @ &/ sharePoint [:d] & | OTranslate Text ~

Apply C55 Clas~ | Paragraph Style~

-]
by
1= |
*

C) || Save As I Save | Cancel _|

CK Editor Toolbar
riAPPS Site Editor Toolbar
M a | A D2 i B o/ w  Sharepoint | .}
B I U %, X " 0 %

Which toolbar you will see is determined by your installation administrator, who can
choose the editor in the Site Settings.

The following table describes the function of each icon in the Rad Editor WYSIWYG
toolbar, and one below it shows the CK Editor Toolbar functions.

Rad Editor Icon Description

Spellchecker.

Checks the spelling and grammar of the text.

Find and Replace.
Launches the Find and Replace feature.

¥ Copy.

= Copies selected content to clipboard.
& Paste from Word.

w

Pastes content copied from Word, removing non-web tags.
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Rad Editor Icon Description
&= Paste Plain Text.
S| Removes formatting of text and pastes as plain text into the
editor.
_f = Format Stripper.
i Strips text formatting according to the selected options:

F -
oF  Strip All Formatting
o Strip Css Formatting
if  Strip Font Elements
ar Strip Span Elements

W/l Strip Word Formatting

9 - Undo.
Undoes the last action.

o~ - Redo.
Redoes/repeats the last action that has been undone.

Eﬂ Insert image.
Displays the Insert Image from Library dialog where you select an
image to insert into text container.

= Edit Image.

= Displays an image editing dialog for the selected image.
@ Link to Library.
d Displays dialog to specify link target for selected text to content in

Content Manager libraries or an external URL.

@ Hyperlink Manager.

£l Displays dialog to specify link target for selected text to window,
custom target, anchor, or email.

@ Remove Link.

o
L5

Removes selected link.
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Rad Editor Icon Description

Insert Flash From Library.
Displays dialog to insert a Flash file from a Content Manager
library and set its properties.

Insert links to SharePoint assets such as images, page and files.
You will need to have all appropriate permissions for any
SharePoint content.

Note: Once content is drawn in from a SharePoint library, it is not
dynamically updated. This is to prevent changes to your
SharePoint library if users in iIAPPS make changes to the
content. If there are changes to your SharePoint content, you will
need to reimport the material into IAPPS.

SharePoint !ﬂ 2_99

Translate highlighted text into additional languages. Remember
that this is a basic translator and you may want to have your
website content reviewed by a professional translator.

O Translate Text -

Left Alignment.
Aligns selected text to the left.

Center Alignment.
Aligns selected text to the center.

Right Alignment.
Aligns selected text to the right.

Justify.
Aligns selected text justified.

Remove Alignment.

=

= Indent.

— Indents selected text to the right.

= Outdent.

= Indents selected text to the left.
New Paragraph.

T+ oo

Inserts new paragraph.
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Rad Editor Icon

Description

Numbered List.
Inserts a numbered list.

Bulleted List
Inserts a bulleted list.

Insert Table.
Displays the table editor.
3- I

I |
I
I
I
I
I
I
N

=z Table Wizard

=

ﬂ

Show/Hide Borders.
Shows/hides table borders.

Horizontal Rule.
Inserts a horizontal rule.

Apply C55Clas =

Apply CSS Class.
Displays a list of available CSS classes available to apply and the
option to clear a previously applied class.

Paragraph Style=

Apply Paragraph Style.
Displays a list of paragraph styles to apply to selected text.

Bold.
Applies bold formatting to selected text.

Italic.
Applies italic formatting to selected text.
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Rad Editor Icon

Description

]

Underline text.
Applies underline formatting to selected text.

Superscript.
Formats selected text as superscript.

Subscript.
Formats selected text as subscript.

Convert to lower case.
Formats all selected text as lower case characters, preserving
the non-text elements such as images and tables.

Convert to upper case.
Formats all selected text as upper case characters, preserving
the non-text elements such as images and tables.

Snippet Manager.
Displays Snippet Manager dialog where you can select snippet to
insert or manage snippets.

Save selection as snippet.
Displays dialog to name selected text and save it as text snippet
in Snippet Manager.

Insert snippet code.
Displays list of text snippets that you can insert into text.

2w
i

Benefits Related Links
Contact Information
Document List

Internal Event List

Internal Event List

Multi Type Document List
Print,Email, Share Page Block
Felated Link List

Insert Symbol.
Displays dialog to insert symbol into text.
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Rad Editor Icon Description
n -
£ 1 £ ¥ 8 ® ® ™
+ 2 =z = = ® oo
oy P e, 1§
o B L4 op O F OO0 £
: A
Help.

Displays edit tools help dialog.

Save As.

library.

L2l

Save.

library.

Cancel

Cancel.
Ends current function or closes editor.

CK Editor Icon

Description

Check Spelling

¥ Checks the spelling and grammar of the text.
R Find

ol Find text

ab Replace.

‘vl

Replace text

Select All
Selects All Text

Cut
Cuts selected content and move to clipboard.
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CK Editor Icon Description

Copy.
Copies selected content to clipboard.

[t}

Paste

(o

Paste Plain Text.
i Removes formatting of text and pastes as plain text into the editor.

Paste from Word.
Pastes content copied from Word, removing non-web tags.

P Remove Formatting
Removes formats from highlighted text

Undo.
Undoes the last action.

Redo.
Redoes/repeats the last action that has been undone.

Insert image.
Displays the Insert Image from Library dialog where you select an
image to insert into text container.

Edit Image.
Displays an image editing dialog for the selected image.

Link to Library.
Displays dialog to specify link target for selected text to content in
Content Manager libraries or an external URL.

Link
% Opens Dialog box to create hyperlinks to text anchors, URLs and
email addresses

Link &

Linknfn  largat  Adanced

—nk Type
L N2

Srotoco URL
rp W -

Unlink
Eﬂ Removes selected link.

Insert Anchor
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CK Editor Icon

Description

Insert Flash From Library.

)I.'
Displays dialog to insert a Flash file from a Content Manager
library and set its properties.
Insert Product Image

— Opens a dialog where you can search for and choose a
product to have its product image inserted on the page.

X e Insert links to SharePoint assets such as images, page and files.
Sharepoint 3 | ges, pad

You will need to have all appropriate permissions for any
SharePoint content you wish to insert.

Note: Once content is drawn in from a SharePoint library, it is not
dynamically updated. This is to prevent changes to your
SharePoint library if users in iIAPPS make changes to the content.
If there are changes to your SharePoint content, you will need to
reimport the material into iIAPPS.

Translate highlighted text into additional languages. Remember
that this is a basic translator and you may want to have your
website content reviewed by a professional translator.

Left Alignment.
Aligns selected text to the left.

Center Alignment.
Aligns selected text to the center.

Right Alignment.
Aligns selected text to the right.

Justify.
Aligns selected text justified.

b
]

Indent.
Indents selected text to the right.

Outdent.
Indents selected text to the left.

Numbered List.
Inserts/removes a numbered list.

Bulleted List
Inserts/removes a bulleted list.

Insert Table.
Displays the table editor.

iIAPPS® Content Manager User Guide




USING SITE EDITOR TO MANAGE CONTENT PAGES

75

CK Editor Icon

Description

Horizontal Rule.
Inserts a horizontal rule.

Apply CSS Class. R

Displays a list of available CSS classes e Tide

available to format selected text. e e
e =g

oy Syl

i b

Mormal -

Paragraph Format
Shows the current style and displays a dropdown list of paragraph
styles to apply to selected text, such as Header Size.

Bold.
Applies bold formatting to selected text.

Italic.
Applies italic formatting to selected text.

(]

Underline text.
Applies underline formatting to selected text.

=28E

Strikethrough Applies strikethrough formatting to selected text

Insert subscript

xl
= Insert superscript
X
Text Direction from the Left
4|
- Text Direction from the Right
|4
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CK Editor Icon

Description

Insert Block Quote

Insert div

Insert Special Character
Displays dialog to insert a symbol into text.

Q-
£

™

FE
e
=

A

St
H

5

u

J_
3
-
&
w
=
w
o
o
o
T o= x @
Y

L=
Fol == I T
[
=1

Show Blocks
Displays individual paragraphs, and page divisions within the
content area

Lk

Save selection as snippet.
Displays dialog to name selected text and save it as text snippet in
Snippet Manager.

View in Browser

When working on an email in Marketier, inserting a View in
Browser link allows users to quickly see the message in a web
browser instead of their email program.

E] Source

Page Source
Shows the source HTML for the relevant content area you are
editing

Help.
Displays edit tools help dialog.

Save.

Saves changes to existing content item in content library or
displays dialog to save new text as new content item in content
library and then closes the toolbar and returns to Site Editor.

Save As.
Displays dialog to save text as new content item in content library.

o

Cancel.
Ends current function or closes editor.
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The Editor Toolbar provides the following Save options:

Editor Save
Option

New/Edited Text

Description

Save As

New/Edited

Creates a new text content

item.

A dialog appears in which

you:

e  Select a directory in
which to store this text
item

e  Enter atitle for the text in
the dialog

e  Click Select Directory to
save text item and close
dialog.

Save

New

Creates a new text content
item (as described for Save
As option).

Edited

Updates current text content
item to reflect changes.

77
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Contents Expand Tres

B Content Library

L| Unassigned (120)
B Aome (8]
B Product (2)

[_|Thank You Messages

[l Marketierlibrary
~[E5 CnSCanternt (2)
L| Home Page Callout

-] Bios

Select Directory Cancel

To close the editor toolbar:

Click the Close icon EI in the corner of the toolbar.

Or, click the N icon in the text container.

Creating Link

You can use the Link icons to create a link to:

229

Link Icon Description

Links to:
[ ]

A Page, File, or Image in the library
e An external URL.

Links to a:
e Window — new, same, parent, or browser
e Pane — search or media
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Link Icon Description

e Custom target
e Anchor
e An Email

Removes an existing hyperlink.

"
U

Creating Link to Library
To create a link to an item in the library, follow these steps:

e Select (highlight) the text that you want to link to an item in the library, or an

external URL.

=
e Click the Link to Library icon in the editor toolbar.

The Link to Library dialog appears.

~J

Cone Link Canemt

Click the radio button beside the target type (page, file, image, or external URL)
to which you want to link the highlighted text.
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Click the Browse icon 5 to select the page, file, or image to which to link, or
specify the external URL.

Select the type of window (current, new, or pop-up) in which you want to display
the linked item.

Optionally, if you selected pop-up, specify Height and Width of the pop-up
window.

Click the checkbox beside any of the Show options to display.

Click the Create Link button.

Creating Links to a Window, Custom Target, Anchor, or Email

To create a link within the text to a window, custom target, anchor, or email, follow these

steps:

Select (highlight) the text that you want to link to an item in the library, or external
URL. @
Click the Hyperlink Manager =| icon in the editor toolbar.

The Hyperlink Manager dialog appears. It has a hyperlink, anchor and email
tabs.

Hyperlink Tab

E Hyperlink Manager <]
J Hyperlink Anchaor \:'_ E-mail
URL [http:ff JIE |
Link Text [Website J
Target | None A
Existing Anchor | Mone e

Tooltip |

C55 Class | Apply Class -

0K Cancel

Anchor Tab
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Hyperlink Manager <]
( Hyperlink . Anchar \ E-mail \
Mame |
QK | | Cancel
E-mail Tab
Hyperlink Manager ]

| Hyperlink \'-__ Anchor ] E-mail ',

Address | |

Link Text [Wehsite J

Subject | |

C55 Class | Apply Class =

0K | | Cancel

Specify the link target as described in the following table:

Tab Field Description
Hyperlink | URL Click the document icon to select a document
to use as the target of this link.
Link Text Enter the URL of a website to use as the
target of this link.
Target Click the arrow in the pick list to select the
type of window in which to display the target
or to specify a custom target in which to

81
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Tab Field Description
display the target.

Existing Anchor Select an anchor to use as target of link.
(Create anchors on the Anchor tab.)

Tooltip Tooltip text to appear when

CSS Class A CSS (Cascading Style Sheet) that creates
formatting for the content.

Anchor Name Specify an anchor to use as link target and
that you select in the Hyperlink tab.

E-mail Address Specify an email address to which to send an
email as link target.

Link Text Text for link that appears in body of emalil
that email recipient clicks to access link
target.

Subject Text of email subject line.

CSS Class A CSS (Cascading Style Sheet) that creates

formatting for the content.

Click the “OK” button to save and create your hyperlink.

4.3.1.4 Creating New Text

To create new content, follow these steps:

e Click the Edit icon on the Site Editor toolbar.

¢ Right-click the text container in which you want to create content and select
Create New Text.
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@ Create Mew Text

@ Insert Text from Library

7 Edit Text
I@ Rerove Text
Hide
The Toolbar appears:
= 8
(T8 o BREF -0 A RE 880
|§ =E=EE 'EE is | . §_ = Hr = | Apply €55 Clas ~ | Mormal '|
| B 7 U x % % :{gl‘gv £ - (_)l[ Save As ][ Save ] Cancel _|
=]
|
7] o

e Enter new content.
e Click the “Save As” button or the “Save” button.

4.3.1.5 Removing Text Content

To remove text content, follow these steps:

Click the Edit icon ] on the Site Editor toolbar.

Right-click the content that you want to delete and select Remove Text.

@ Create Mew Text
@ Insert Text from Library
& Edit Taxt

I@ Rermove Text l{l‘j

Hide

Content Manager deletes the text from the container and displays a container

with an Insert Text message:

Insert Text

B
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4.3.1.6 Hiding Text Content

You can prevent text from displaying in a page by hiding it.

When you hide text, it displays in the Site Editor Edit mode, but not in Overlay or View
as Live modes.

You can hide the text in a content area so that it does not display on the page.

To hide text, follow these steps:

e Click the Edit icon ] on the Site Editor toolbar.

¢ Right-click the content that you want to hide and select Hide.

Create Mew Text
Insert Text frorm Library

Edit Te:xt

8% 0

Femove Text

Hide@

e The text now appears in Site Editor Edit mode, but not in Overlay or View as
Live modes.

To display the text in all Site Editor modes, right-click the text and select Show.

@l Create Mew Text
@l Insert Text frorm Library
& Edit Text

@ Rermouve Text

{b Show
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4.3.2 Creating Code Snippets

iAPPS Site Editor Toolbar

TH LHBEF 90 ARERODE swrmE @[

Apply C55 Clas~| Paragraph Style~

= EIE iU A E

=]
by
=
xn
i

| Save As | Save | Cancel -|

=)

Code Snippets make formatting easier for material you use regularly and want to appear
the same way every time. Once you have a section of text formatted the way you would
like, you can highlight it and select Save Selection as Snippet.

You can even use the HTML editor to help you format content before saving it as a code
snippet.[ Depending on which WYSIWYG editor you are using you can access the HTML

for the page either by clicking the HTML Tab at the
bottom or if you have no Tab, click “Source” in the tool
bar.

The system will prompt you to name your code snippet.
Pick a meaningful name that will help others who might
use the snippet know what it is.

Please enter a name for the snippet

[ oK l’ Cancel ]

The next time you want to use the material it will appear in the dropdown menu for Insert

Code Snippet.

Right-click on the menu arrow and select the snippet you would like to use. (Note: if you
simply click the Insert Code Snippet button it will automatically insert the last code

snippet used.)

If your formatting is particularly complicated, your developer can also add code snippets

for you.

n- ) - | @

Contact Information
Docurment List

Internal Event List

Internal Event List

Multi Type Document List
Print,Ernail, Share Page Block
Related Link List
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4.3.3 Managing Content Definition Iltems

You can perform the following tasks with content definition items:

e Create Content Definition
e Insert Content Definition

e Edit Content Definition

¢ Remove Content Definition
e Hide/Show

4.3.3.1 Creating Content Definition

To create a content definition item, follow these steps:

Click the Edit icon on the Site Editor toolbar.

Right-click in a content definition container and select the arrow beside Create Content

Definition.

Create Contant Definition
Content Definition Template:
Biodat S
Design Portfolio

Design Portfolio Right

Horme Products bl

Insert Content Definition @

Edit Content Definition

800

Fermove Content Definition

Click on a Content Definition Template from the list and click “Select.” The Manage
Content Definition dialog appears.

@ The appearance of the Manage Content Definition dialog varies depending
upon the Content Definition Template that you choose. The figures below show
two examples. You can check the custom iAPPS Template Guide you
received at your training to find out more about what types of content
definitions are available for your site implementation.
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Manage Content Definition
I .
[
SPPRYT
[Eol
- b
S
o Caem
Manage Content Definition
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Complete the Manage Content Definition properties as appropriate.

Click the “Save” button. The Save Content dialog appears:

87
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Contents Expand Tree

B+ Content Library

|_| Unaszigned [120)
H-2) home (8]

B2 Praduct (2]

(23] Thank You fhessages
B2 Mharketierlibrary
|_| CASContent (2]
(3] Home Page Callout

| | Bios

Select Directory Cancel

Select a directory in which to store this content definition, enter a title for it and click
“Select Directory.” Content Manager then:

e Stores the content definition in the selected directory, and
¢ Displays the content definition in the content definition container on the page.

Your iAPPS Content Manager Administrator creates custom Content Definition properties
for your iAPPS installation. For information on the available content definition properties,
contact your Content Manager administrator.

4.3.3.2 Inserting Content Definition Items

To insert an existing content definition item, follow these steps:

e Click the Edit icon on the Site Editor toolbar.
e Right-click in a Content Definition container.

e Select Insert Content Definition.
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& Create Content Definitian
Al Insert Content Definition
@ Edit Content Definitian

@ Rerove Content Definition

Hide

The Insert Content Item from Library container appears:

Search

You are in Content Library > Unassigned Cizplaying 1 - 10 of 10

Content Library
Right-click for options

Lontents Expand Tree || ) Title Il Pescription | Il Type Il Status Il Created

EH;,J Content Library Home_Content_1 Home Praducts Active ppsLiser
D Unassigned Home_Content_2 Home Section Active ihppslser
-\;;J Acme Home_Content_d Home: Section Active ibppsUser

-L,J Product Home_Content_3 Home Section Active ihppsUser

{5 Thank You Messages Desgin Partfolio1 Design Portfalio  Active ibppslser
[Z) Marketierlibrary Home_Content 1 Home Section Active ibppsiser
D CASCantent Home_Content_5 Home Products Active ibppsliser
| D Home Page Callout Desgin Partfoliol Design Portfolin  Active ihppslser
D Bios tiehinar Home Products Active ibppsliser
OMGFF Publication Active ihppsUser,ifppsU
4 Previous Next » Page 1 of 1 (10 items)

Cancel

Right-click the content item that you want to insert and select Insert Content.

4.3.3.3 Editing Content Definition

To edit an XML form, follow these steps:

Click the Edit icon ] on the Site Editor toolbar.

Right-click in a content definition container and select Edit Content Definition.
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@ Craate Content Definition

@ Inzert Content Definition
Edit Contant Definition
Fernowe Content Definition

Hide

A Manage Content Definition dialog appropriate to the selected type of content
definition appears:

Manage Content Defindtion

Edit Content Definition properties and content as necessary.

Click the “Save” button.

4.3.3.4 Removing Content Definition Item

To remove a content definition item, follow these steps:

Click the Edit icon on the Site Editor toolbar.

Right-click in the Content Definition container from which you want to remove a content
definition and select Remove Content Definition.
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@ Craate Content Definition
@l Insert Content Definition
¥ Edit Cantent Definition

% Rermove Content Definition

Hide

An empty Content Definition container appears:

|ﬂ Inzert Content Definition

4.3.3.5 Hiding/Showing Content Definition Items

You can prevent a content definition item from displaying in a page by hiding it.

When you hide a content definition item, it displays in the Site Editor Edit mode, but not
in Overlay or View as Live modes.

To hide a content definition item, follow these steps:

Click the Edit icon on the Site Editor toolbar.

Right-click on the content definition item and select Hide.

@ Create Content Definition
@ Insert Content Definition

& Edit Content Definition

@ Feamove Content Definition
@ Hide

The content definition item displays in the Site Editor Edit mode, but not in Overlay or
View as Live modes.

To make the content definition item display in all modes again, right-click on the content
definition item and select Show.
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g:l Create Content Definition
g:l Inzert Content Definition
7 Edit Content Definition

@ Femove Content Definition

@ Shaw

4.4 Managing Images

Images appear in image containers within a page template.

You can insert, delete and hide images in image containers.

You can also insert multimedia files if your page template has been designed to
hold multimedia, such as Flash and QuickTime. Please see your iAPPS
System Administrator or Content Administrator for instructions on inserting
multimedia files.

4.4.1 Inserting an Image from Library

To insert an image, follow these steps:

: L =, . .

e Click the Edit icon ] on the Site Editor toolbar.

¢ Right-click an image container and select Insert Image from Library from the
context menu.

&y Insert Image from Library
¢ Remove Image

Hide

The Insert Image from Library dialog appears.

e Locate the image in the Images Library.
e Right-click on the image and choose Select Image.
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.*]1
|

-L.

The selected image appears in the image container.
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4.4.2 Removing an Image

To remove an image, follow these steps:

e Click the Edit icon on the Site Editor toolbar.
¢ Right-click the image and select Remove Image.

@l Inzert Irmage fram Library

% Rermove Irmmage

Hide

The deleted image no longer appears in the image container; the image container
displays Insert Image.

‘Q Insert Image

4.4.3 Hiding/Showing an Image

You can prevent an image from displaying in a page by hiding it. When you hide an
image, the image displays in the Site Editor Edit mode, but not in Overlay or View as
Live modes. To hide an image, follow these steps:
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e Click the Edit icon on the Site Editor toolbar.
¢ Right-click the image and select Hide.

Q Insert Image from Library
@ Rermove Irmage

Hide

The image now appears in Site Editor Edit mode, but not in Overlay or View as
Live modes.

To display the image in all Site Editor modes, right-click the image and select Show.

\Q Insert Image from Library

pg'a Rermove Irmmage

’{t’ Show .

4.5 Inserting a List

Content Manager provides the following types of lists that you can use in a Content list
containers available in a page template.

o Page list
e File list
e Content list

In addition to inserting a list, you can also hide/show a list. To insert a list, follow these
steps:

. L 5 . .
e Click the Edit icon on the Site Editor toolbar.
¢ Right-click the list container and select Insert New List.

{% Insart New List

| Hide [

An Insert List dialog appears, displaying a list of the type of lists appropriate to the List
Container you selected.
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Insert List

Pleaze select the list to be inserted

Il List Titte Il List Type Il Object Type
Manual Page List  Manual Page
Latest Mews auto Page

Select List Cancel

e Click on the list you want to insert.
e Click the Select List button.

Content Manager inserts the list into the list container.
You can prevent a list from displaying in a page by hiding it. When you hide a list, it
displays in the Site Editor Edit mode, but not in Overlay or View as Live modes. To hide

a list, follow these steps:

e Click the Edit icon =21l on the Site Editor toolbar.
¢ Right-click the list and select Hide.

Q'}) Insert New List

The list displays in the Site Editor Edit mode, but not in Overlay or View as Live modes.

To display the list again in all Site Editor modes, right-click the list and select Show.

{b Show \
[+ — —
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Part Il: Content Management Tasks

Part Il of this guide explains how to perform content management tasks in iAPPS Content
Manager by way of the main navigation menu.
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5 MANAGING MENUS

This chapter contains step-by-step instructions on how to manage the menu items within
a site. Every site has a menu structure to enable users to navigate the website. Each
menu item links to a single page in the website.

Every site has a root menu, which is usually named after the site. The root menu is
created during site setup. This menu cannot be deleted.

A first-level menu added under the root menu is called a menu group. A menu group
contains a group of menu items that share a common location. For example, a menu
group named “topnav” contains menu items that are located in the top navigation menu.
A menu group is invisible to website users.

5.1 Working with Menus

You can work with menus from:

e Site Editor
e Menus and Pages library

From Site Editor you can:

e Rename

e Remove

e Add a sub-menu item

e Connect existing page to menu item

e Create and connect new page to menu item
e Edit and view menu item properties

In addition, from the Menus and Pages library, you can also:

e Setas home
¢ View/Edit permissions

To manage menus in Site Editor, click the “Edit” icon on the toolbar:

<O ;'-;J. (&' 1APPS Site Editor
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The menu becomes editable as indicated by the green border that highlights the area
when you roll the cursor over it.

Application Development

Initiative Guidelines
Quiet Mike

CMS Training

Test

Otherwise, select Libraries = Menus and Pages from the main navigation menu.

Libraries -

Content tems
Images

Files

Farms

Blogs

Comments

Find and Replace
{l'j Menus and Pazes
Styles

Pagze Templates
Content Definitions

Scrpts

The Manage Menus and Pages container appears:
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The Manage Menus and Pages container displays:

e Menu groups and menu items in the tree on left
e Pages associated with a menu item in the list on right.

You can work with a menu item or page by right-clicking it and selecting an action from
the right-click menu options.

99

5.2 Managing Menu Items

You can manage menu items from:

e Site Editor
e Menus and Pages Library (Libraries 2 Menus and Pages)

To manage the menu items of a site, you can perform the following tasks:

Menu Right-Click Site Editor Menus and Top / Sub Menu
Option Pages Library Item

Add sub-menu item v v Any

Rename menu item v 4 Any
Remove/Delete menu v 4 Any

Item
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Menu Right-Click Site Editor Menus and Top / Sub Menu
Option Pages Library Item

Edit properties v v Any

Make Invisible v Sub-menu
Set as home v Sub-menu
View/Edit Permissions v Sub-menu
Connect existing page 4 Any

to menu item

Create new page and v Any
connect to menu item

Create new page v v Any

This section describes the right-click context menu items available from the Manage
Menus and Pages libraries including:

e Add a sub-menu item
¢ Rename a menu item
e Delete a menu item

e Make invisible

o Edit properties

e Setas home

¢ View/Edit permissions

5.2.1 Renaming a Menu Item

Only Users with the Content Administrator or Nav Editor role can rename a menu item.
To rename a menu item, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.

e Click the + to the left of a Menu Group to expand it. Locate the menu item you
want to rename.

e Right-click the menu item and select Rename Menu ltem.
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& 4dd Sub-Menu ltem
s Rename Menu fkem
€D Delete Menu ltem
Make Imvisible
o7 Edit Properties
Set bz Home
&7 Wiew/Edit Permissions

e Edit the menu item name and press the Enter key to save.

Meny items E Eapond Tire

SN

3i Unazsigned

S Burvices
& _"'wl ation Develooment
#iad Products
—J' Slamer
-_;l' mpary

—*5i R=source Center

Alternatively, you can

e Click the Edit icon on the Site Editor toolbar.
e Right-click a menu item and select Rename Menu Item.

P Aaward Winning @ Create and Connect Mew Page P

» @ @ Create Mew Page 3

@ Add Sub-Menu Item

Conneckt Existing Page
Fenarme Menu Item

@ Femove Menu Item

& view/Edit Properties

e Enter the new name and press the Enter key.
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|
» Application Development

» Initiative Guidelines

"L

¥ 'CMS Training

P Test

The menu item displays in the list with the new name.

5.2.2 Deleting a Menu Item

Only users with the Content Administrator or Nav Editor role can delete a menu item. To
delete a menu item, follow these steps:

e Select Libraries 2 Menus and Pages from the main navigation menu.

e Click the + to the left of a Menu Group to expand it. Locate the menu item you
want to delete.

¢ Right-click the menu item that you want to delete and select Delete Menu Item.

& Add Sub-fhenu ttem
Rename Menu ltem

% Delete Menu ltem
Make Imvisible

" Edit Properties

Set s Home
o Wiew/Edit Permissions

e Content Manager displays a confirmation dialog. Click the “OK” button to confirm
that you want to delete the menu item or “Cancel” to keep it.

Alternatively, from Site Editor, follow these steps:

e Click the Edit icon on the toolbar.
e Right-click a menu item and select Remove Menu Item.
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Create and Connect Mew Page
Create Mew Page

Add Sub-Menu Item

CO0

Connect Existing Page
Rename Menu Iterm

@ Rermove Menu Iterm

o7 View/Edit Froperties

e A confirm dialog appears. Click the “OK” button to remove the menu item or
“Cancel’ to keep it:

5.2.3 Adding a Sub-Menu Item

Only users with the Content Administrator or Nav Editor role can add a sub-menu item.
To add a menu item, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.
e Click the + to the left of a Menu Group to expand it.

e Locate the menu item to which you want to add a sub-menu item.

¢ Right-click the menu item and select Add Sub-Menu Item.

% fdd Sub-fenu ltem

Rename Menu ltem

€D Delete Menu ltem
Make Invizible

& Edit Properties
Set As Home

& Wiew/Edit Permissians

Type in the name of the new sub-menu item and press the Enter key to save.
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Manage Menus and Pages

Menu items Expand Tree

[]E}I Products

E._"] Customers

[r;] Company

[—*_f, Resource Center

The new sub-menu item appears under the menu group.
Alternatively, from Site Editor, follow these steps:

e Click the Edit icon on the Site Editor toolbar. [@]
e Right-click a menu item and select Add Sub-Menu ltem:

@ Create and Connect Hew Page |
@ Create Mew Page »
i Add Sub-Menu Item

| Connect Existing Page

Renarne Menu Itermn

@ Rernove Manu Itermn

‘f View/Edit Properties

e Type in a name for the sub-menu item and press the Enter key.

* Application Development

¥ Initiative Guidelines
» Quiet Mike
» CMS Training

" |jew Node

b Test

The new menu item displays in the list.
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5.2.4 Making a Menu Item Invisible

Only users with the Content Administrator or Nav Editor role can make a menu item
invisible. You can make a menu item invisible so that website users will no longer see it
live on the site. (You will still be able to see the menu item in Edit mode in Site Editor.)

To make a menu item invisible, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.

e Click the + to the left of a Menu Group to expand it.

e Locate the menu item that you want to make invisible.

¢ Right-click the menu item that you want to make invisible and select Make
Invisible.

) Add Sub-ihenu ltem
Rename Menu [tem

&) Delete itenu ltem
Make |rvizible

& Edit Properties
Set &z Home

o Yiew/Edit Permissions

e To make a menu item visible again, right-click the menu item and select Make
Visible.

5.2.5 Editing Properties of a Menu Item

Only users with the Content Administrator or Nav Editor role can edit the properties of a
menu item. To edit the properties of a menu item, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.
e Click the + to the left of a Menu Group to expand it.

e Locate the menu item for which you want to edit properties.

e Right-click the menu item and select Edit Properties.

iIAPPS® Content Manager User Guide



106 MANAGING MENUS

&) Add Sub-iienu ltem
Rename Menu ltem
& Delete ihenu ltem

Make Inisible
@Edit Properties
Set Az Home

" Wiew/Edit Permissions

The View/Edit Menu Item Properties container appears.

i

’
C&8EG6

Sove hagrs | Canant

o Edit the Menu Item properties as necessary. Options include

Name

SEO Friendly Name, if different
Description

Security Level

Visibility on front end

Rollover image (optional)

Menu Target (such as another page)
Workflow Assigned.

O 0O O O O O O O

e Click the “Save Changes” button to save your changes.
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5.2.6 Set as Home

@ Only users with the Content Administrator or the Nav Editor roles can set a
page attached to a menu item as the home page of the site.

To set a menu item as home, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.

e Click the + to the left of a Menu Group to expand it.

e Right-click the menu item to which the page you want to set as the home page is
connected and select Set As Home.

@ Add Sub-Mhenu ltem
Rename fienu tem

€ Delete Menu ltem
Make Invisible

o Edit Properties

Set Az Home
Wiew /Edit Permissions

Content Manager displays a confirmation dialog:

_1

¥

The page at http:{/iappsdemo40. bridgelined... @

' This menu item is now the site home.
L)

e Click the “OK” button to set the page connected to this menu item as the home
page. Now all visits to the main domain name (www.company.com) will reach

that page first.

5.2.7 View/Edit Menu Item Permissions

Only users with the Content Administrator or Nav Editor role can view and edit
permissions of a menu item. To view/edit menu item permissions, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.
e Click the + to the left of a Menu Group to expand it.
e Locate the menu item to view or edit permissions
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e Right-click the menu item and select View/Edit Permissions. The User
Administration container appears with Manage CMS Groups active. From here
you can choose either the Groups or the Users tab.

= - - . .
™ ® e
Fera Barn
Caragmry Acthat | Apgrowss  Padiishen | Mooe | Anduss  Mavl dies
Sedect A4
N -
Permitted Users/Groups for this Directory
oups Uszars
Wiew Group Definitionz
Category Author | Approver | Publisher | Hone | Archive | NavEditor
Select All O] O [l [l [ ]

e View and edit the menu item permissions as needed.

e You can set permissions to edit items within that menu node and to edit the
menu itself separately. Check “NavEditor” to allow menu edits. This means you
can have users that can create and publish content within the node, as well as to
add pages in that section of the site, but who would not be able to change the
name of the menu item or set a page within it as home.

¢ Click the “Save Changes” button when you are finished.
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6 MANAGING PAGES

This chapter contains instructions for managing pages. The following table lists the
actions available for managing pages from Menus and Pages Library and Site Editor:

Page Action Available in Site Available in Menus and
Editor Pages Library

Add Page 4 v

Jump to Page in Editor v

Edit Page Properties v v

Connect the Page to Menu 4 4

ltem

Assign Index Terms v v

Delete Page 4 v

Delete this version of page v

View Page History v 4

Save as Draft v

Archive Page v v

Submit Page into Workflow v

Publish page v v

Include Page in RSS Channel | ¥

Move to top of display order 4 4

Move to bottom of display 4 4

order
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To manage pages, you perform the following tasks:

e Add apage

e Jump to a page in the Site Editor
e Edit page properties

e Connect a page to a menu item

e Assign index terms to a page

e Delete a page

e View page history

e Archive

e Publish now

To access the Menus and Pages library, select Libraries 2 Menus and Pages in the
main navigation menu.

Libraries -

Content [tems

Images

File=

Forms

Blogs

Comments

Find and Replace
..\[F_n} Menuz and Pages

Stwles

Page Templates

Content Definitions

ScHpts

The Manage Menus and Pages container appears:
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The Manage Menus and Pages container displays:

e Menu groups and menu items in the tree on left
e Pages associated with a menu item in the list on right

To work with a page:

e Click + to the left of a Menu Group to expand the list.
e Click on a menu item to view a list of the pages stored under it.
e Right-click on a page in the page list and select the appropriate options.

6.1 Adding a Page

You can add a page to a menu item from:

e Menus and Pages Library

e CMS Control Center > Add a Page container

¢ Right-clicking on a Menu item in Site Editor and choosing Create and Connect
Page.

This section describes adding a page from the Menu and Page Library

To add a page, follow these steps:

e Select Libraries > Menus and Pages in the main navigation menu.
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e Click on the menu item in the menu item tree, on the left of the Menu and Pages
Library page, to which you want to add a page.
¢ Inthe Pages list on the right, right-click on any row and select Add Page.

% #dd Page
Jump to Page in Editar

" Edit Page Properties

Connect This Page To Menu tem
Azzign Index Terms

3 Delete Page

Wiews Page History

Archive

Publizh Maws

This will open editable page property fields:

Right-click for options. Highlighted row indicates default page for thiz menu item. |:| Inciude archive D Enable site display sort

Il # (Il Page Hame Il Template Hame Customize | Il Description Il Security Il Actions
Commerce Custome #
+ o E | E Preferred Custome "‘5_3?
Employes 2 @ @

Deacs

o Enter page information as follows:

Page Field Description

Page Name Enter a unique name for this page.

Template Name Click the arrow in the Template Name list and select a page
template to define the layout of this page.
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Page Field Description
| []
| — E
I —_— Blog.ascx
IS
=
I — BlogPost.ascx
[ ]
I% Calendar
Customize Optionally, select a custom CSS or Script for this page.
Click the “CSS” or “JS” button. A CSSApplied or
ScriptApplied dialog appears.
Customize Customize
CS5applied Scriptipplied
Blog_Styles fullcalendar, j=
ImageGallery. js
Save Cancel Save Cancel
- Select a CSS or JS file to apply to this page.
- Click “Save.”
Description Enter a description of content or use of this page.
Security Scroll through the security pick-list and click on a security
level to assign to this page. Optionally, press Ctrl-click to
select more than one security level.
Click o to save the page. The new page appears in the page list.
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6.2 Jump to Page in Editor

Only users with the Content Administrator, Author, Approver, or Publisher role can jump

to a page in the Site Editor. To jump to a page in Site Editor, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.
¢ Right-click the page and select Jump to Page in Editor.

(@) Add Page
Jump ta Paze in Editor
b) Edit Page Properties
Connect Thiz Page To fenu ltem
hzzign Index Terms
€ Delete Page
Wiew Page History
&rchive

Fublish Bowe

Content Manager opens the page in Site Editor.

6.3 Editing Page Properties

Only users with the Content Administrator, Author, Approver, or Publisher role can edit

page properties. To edit page properties, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.
¢ Right-click on a page and select Edit Page Properties.

(@) Add Page
Jump to Page in Editor
% Edit Page Properties
Connect This Page To Menu ltem
hzzign Index Terms
&) Delete Page
“Wiew Fage Hiztory
Publish Mows

The page properties become editable:

Il &Il Page Hame

Il Template Hame

1 About the USA Matione*  Generic Contentw 5id  [E | @

Customize | I Description

Il Security

Commerce Custome &
Freferred Custome
Employes

Drare

Il Actions

@ Q
(= X)
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e Edit page properties as necessary.

e Click the Save icon @ to save changes.

6.4 Managing Search Engine Optimization (SEO)

Search Engine Optimization (SEO) is a practice used to enhance organic traffic for a
website. Good SEO helps your site rank higher in results lists from search engines such
as Google and Bing.

SEO involves two main pieces: strategy and tactics. A strategy must be put together by
people, but iIAPPS can play a large role in helping you with the tactics of SEO, especially
by helping create structure for your site content that Google understands.

Managing SEO for your site is a complicated process. See the iIAPPS User Scenario
Guide for more information on ensuring your site is SEO friendly or you can contact
Bridgeline’s Digital Strategy group for aid in a custom SEO strategy for your site.

There are also things you can do to adjust SEO settings for individual pages. To manage
SEO information, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.
¢ Right-click on a page and select Edit Page Properties.

& Add Page
Jump to Paze in Editar
@ Edit Page Properties
Connect Thiz Page To Mhenu em
fzzign Index Terms
D Delete Page
Wieww Page Histaory
Fublish Mows

The page properties become editable.

@ You can also reach Page Properties by through the Site Editor Menu

e Click “¥ . The Extra Info dialog appears, displaying SEO information fields:
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Extra Info
Indexing Terms Keswords
Descriptive Metadata Other Metadata
H1Tag Title Tag

About

URL Friendly Mame
About-the-Usa-rlationals

Save Cancel

e Edit the SEO fields as described in the following table:

SEO Field Description

Indexing Terms Index terms for the page. You can use index terms to
relate content, pages, images, files and users to each
other for personalized content or to generate automatic
lists. See your site’s custom implementation guide for
more details on your organization’s implementation of
index terms.

Descriptive Metadata The descriptive metadata for the page. Thisis a
primary field for search engine and often displays in
search results. Meta-descriptions give website users a
brief explanation as to what a page is about.

Meta-descriptions should be no longer than 150
characters and should have keywords appear as early
as possible as often only the first 40 characters appear
in search results.

H1 Tag The H1 heading for the page

URL Friendly Name Name of the page as it appears in the browser’s URL
address bar. The path is automatically specified based

iIAPPS® Content Manager User Guide




MANAGING PAGES

SEO Field Description
on the site’s menu hierarchy, but you can change it.
Keywords The keywords that you want to appear regarding the

page’s content. Keywords are counted less by the
search engines now but are still important.

Other Metadata

Other metadata (besides descriptive) that you want to
include, such as a canonical metatag. (See the FAQs
for a full description.) You can also have a metatag
telling the search engines not to index the page.

Title Tag

The Page Title Tag. Page Titles are the short
descriptions that appear on the top of a browser window
and also within Search Results

Page Titles should be no longer than 65-70 characters
and should include a keyword heavy description of the
page followed by the brand name.

e Click the “Save” button to save SEO information. The Extra Info dialog closes.

@

e Click the Save icon

to save changes to this page.
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6.5 Connecting Page To / Disconnecting Page From a Menu Item

Only one page can be connected to a menu item. You can use the following methods to
determine which page is connected to a menu item:

View Page Connection | Description
Option
Page list The page connected to a menu item appears

highlighted in yellow in that menu item’s page list.

Menu-list properties

View the Menu Item Target section of a menu
item’s properties to see which page, if any, is
connected to that menu item.
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To connect a page to a menu item, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.
e Right-click the page you want to connect to a menu item and select Connect
This Page to Menu ltem.

&) Add Page
Jump to Page in Editar
- Edit Page Properties
Connect This Page To Menu [tem
fzzign Index Terms
&) Delete Page
Wiew Page History
Publizh Mo

The page connected to the menu item appears in the page list highlighted in

yellow.
Il # | Il Page Hame Il Template Hame Customize | Il Description Il Security Il Actions
1 Team Photos Media Gallery
Z2 PRI Contact Us

e To change the page connected to a menu item either:

Connect Another Page No Page Connected

Repeat the steps above to select | Right-click on the currently connected page

a new page to connect to this (highlighted in yellow) and select Disconnect This
menu item. Page From Menu Item.

Content Manager connects the @ Add Paze

selected page and automatically Jump to Page in Editor

disconnects the previously 7! Edit Page Properties

connhected page. The page list {b Disconnect This Page Fram Menu ltem

displays the connected page Assign IndeJlEEE

highlighted in yellow. @ Delete Page
Wiew Page History
Archive

Publish Mowe

Content Manager disconnects this page from the
menu item and removes highlighting.
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6.6 Assigning Index Terms to a Page

You can assign Index Terms (a tag that you can use programmatically to aggregate
pages or filter lists) to pages.

To assign index terms to a page, follow these steps:

e Select Libraries 2 Menus and Pages from the main navigation menu.
¢ Right-click the page and select Assign Index Terms.

@) Add Page
Jump to Page in Editor
7| Edit Page Properties
Connect This Page To Ahenu ltem
fzzign Index Terms
& Delete Page
Wiew Page History
Publish Mow

The Assign Index Terms dialog appears:

Ezpand Tree

B Index Terms
-|_J|:| Image Twpe
-|_J|:| Game Day
B O Mews
-|_J [ Topies

Save Index Terms Cancel

e Click + to expand the list of Index Terms.

e Click the check box beside the Index Term folder or individual Index Term to add
to this page. If you select a folder, a confirmation dialog appears, prompting you
to specify whether you want to add all terms in the folder.

e Click “Save Index Terms.”
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6.7 Deleting a Page

To delete a page, follow these steps:

e Select Libraries 2 Menus and Pages from the main navigation menu.
¢ Inthe list of pages, right-click the name of the page and select Delete Page.

@) 4dd Page
Jump to Page in Editor

6) Edit Page Properties
Connect Thiz Page To AMenu ltem
fzign Index Terms

@ Delete Page

Wiew Page History

Publizh Mows

A Warning dialog appears:

Warning

¥ou are about to delete thiz page: Mew York Jets

Are you sure you want to do this?

Delete Page Cancel

e Click the “Delete Page” button. A confirmation dialog appears. Click “OK”.

The selected page no longer appears in the page list.

6.8 Viewing Page History

You can view a list of previous versions of a page in the Page History container.
From the Page History container, you can:

¢ Rollback to previous version
e Compare two versions
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To view a page’s history, follow these steps:

e Select Libraries > Menus and Pages from the main navigation menu.
¢ Inthe list of pages, right-click the name of the page and select View Page
History.

&3 Add Page
Jump to Page in Editar
& Edit Page Properties
[izconnect This Page From Menu ltem
fzzign Index Terms
&) Delete Page
Wiew Page History
frchive
Publizh Mows

The Page History for Pagename container appears:

Concet

¢ View the page history in the list.
¢ Click the “Cancel” button to return to the Menus and Pages library.

Also in the Page History container, you can compare the content on two versions of the
page.

e Select the two pages by clicking on the row while holding down the Control Key
and then right-click and select Compare Pages.
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- 1APPS
Pt mnye

6.9 Archiving a Page/Making an Archived Page Active

You can archive a page that has previously been published to make it no longer visible
on a site. Once a page has been published, you can only archive it, not delete it.

@ You can archive only pages that have been published.

To archive a page, follow these steps:

e Select Libraries 2 Menus and Pages from the main navigation menu.
¢ Right-click the name of the page in the Page list and select Archive.

& Add Page
Jump to Page in Editor
o7 Edit Page Properties
[isconnect Thiz Page From Menu kem
fzzign Index Terms
€D Delete Page
Wiews Page History
Archive
Fublish aws

The page no longer appears in the Page list.

To view archived pages in the Page list, click the “Include Archive” check box. Archived
pages display in the list in an Italic font when not selected:
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Right-click for options. Highlighted row indicates default page for this menu item.

Il & | Il Page Mame Il Template Hame Customize | I Description

¥lineiude archive [l Enable site dizplay sort

l Security ll Actions

1 Iews Yiork Giants DefaultP roductList

2
I

Mew Yark Jets CartPage

Caididishtist

Mew Jersey

To make a page active again, right-click on an archived page in the list and select Make

Active.

@ fdd Page

ump to Page in Editor

f Edit Page Properties

onnect Thiz Page To Menu tem

zzign Index Terms
@: Delete Page
iew Page Histary
Make Active
| Publish Mo

The Publish Workflow container appears. Select the appropriate workflow for this page.
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7 MANAGING LISTS

This chapter contains step-by-step instructions for how to create and manage lists that
you can use in pages throughout your site. To manage lists, select Administration 2>
Lists from the main navigation menu.

The Manage Lists container appears, displaying information about the first list in the
Select a List pane:

Walits Promen Laas L1 Prner

The Manage Lists container includes the following sections and right-click options
for managing lists:

Manage List Pane Description Right-Click Options
Select a List A pick-list displaying the e Add new list
existing lists. e View/Edit list

e Delete list

Properties Basic properties of the list N/A
including list item content
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list.

Manage List Pane Description Right-Click Options
type.

Display Options for controlling how | N/A
list displays on a page.

Filter Index terms and publishing | N/A
options for list.

List Preview Displays list items for this Automatic

e Create new content of
the content type
selected for this list

Manually Built

e Add list Items

e Create new file
e Delete list items

7.1 Adding a New List

You can create the following types of lists:

Automatic

select.

Content Manager automatically creates
list items of all of the contents of the
Content Items, Images, Files, or Menus
and Pages library directory that you

Manual

Allows you to manually select list items in
a Content Items, Images, Files, or Menus
and Pages libraries directory or from a
combination of these libraries.

The following sections describe how to create each type of list.
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7.1.1 Adding an Automatic List

To add a new automatic list, follow these steps:
Select Administration = Lists from the main navigation menu.
Right-click any list and select Add New List.

{% Add MNew List
View/Edit List

(<2

@ Delete List

A blank List Properties page appears:

Properties
* Required Fields
* List Title:
* Type of Content: | Content [tem w

*Linkto: & pirectory O Build manually
Select director

Description:

Specify the list properties as described in the following table:

List Property Description

List Title Enter a title to name this list.

Type of Content Click the arrow in the pick-list to select the type of content
to use as items for the list. Choices include: Content item,
image, file, page, or Combo. Note: If you select Combo,
Content Manager automatically selects the Build
Manually radio button, as you can use various types of
content as list items only for a list built manually.

Link to: Specifies type of list to create:
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List Property

Description

e Click the Directory or Menu Item (if page selected as
content type) radio button.

e Click the Select Directory or Menu Item (if page
selected as content type) link .
The Choose a Library Directory to Link dialog
appears, displaying the library associated with the
type of content you selected in the Type of Content
field.

e Click on the directory which contains the content you
want to use as items for this list.

e Click the Select Directory button.
The directory path you selected appears after Link
to:

Description

Enter a brief description of the contents or use of this list.

Content Library

B Content Library
~[Z5] Unassigned {147}
[ iharketierlibrary
[ZJ US4 Nationals (23]
[ Mews (2]
[ The Team (10]

Select a Directory on the left to which your list will Hnk.

Contents Expand Tree m Title I

Search Table |Search

You are in Content Library > Unassigned Displaying 1- 10 of 110

Minciude archive
Descriplion
Information Architecture Content_2
Mobile_Content_1
Content sanagement System_Content_
eMews_Content_1
Rich dedia_Content_1
Home_Content_1
Managed Services_Content_2
Services_Content_1
Wisual Design_Content_2

Portals_Content_1

4 Previous Hext » Page 1 of 11 (110 items)

Select Directory Cancel
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[Msplay

Max ems to show:
[blank showes ally

Order by: |Title w

@ bdzcending O Descending

Specify the display options as described in the following table:

Display Option Description

Max Items to Show Enter the maximum number of the contents from the

selected directory to display as list items. Leave field
blank to display all contents.

Order by: .

Click the arrow in the Order by pick-list to specify
the criteria by which to order contents from the
selected directory: Title, Description, or Creation
Date.

Click the appropriate radio button to select to
display content items in ascending or descending
order according to the order by criteria.

Filter

Show Hems
indexed as:

Publish Date: O publish Between: [06/312010 [ 2| and 0373172010 [

O Remave when alder than | 30 days b

® Nore

Expand Tree

F-() Index Terms

Update Preview

Specify the filter options as described in the following table:
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Filter Option Description

Show Items indexed Optionally, specify filter terms to use for this list:
as
e Click + to the left of Index Terms to expand the

list.

e Click the check box beside the Index Term
folder or individual index term to add it to this
list. If you select a folder, a confirmation dialog
appears, prompting you to specify whether you
want to add all terms in the folder.

Publish Date Optionally, specify a publish date on which this list
will be available for use throughout Content Manager
using one of the following options:

Publish Between

e  Click the Publish Between radio button to specify
a publish date range.

e Click the calendar icons to specify the beginning
and ending dates of the range.

Remove When Older Than

e Click the Remove When Older than radio button.

e Click the arrow in the pick-list to specify an older

than term.

None

e Click the None radio button to not specify a
publish date.

Click the Update Preview button.

. List Preview

Content Manager populates the List Risht-slioh for sptions.
Preview pane with a list of list items it Il Type [ Il Publish/Create b
. About The Mationalz Content  S/5/2010 7:36:35 P
representlng the Content Of the SeIeCted Chinese Schedule Content  &F6/2010 &:29:537 P!
dlrectory_ Click “Save List” or “Clear DBrick takes charge  Content  7/7/2010 3:42:14 Pt
” HRs happy 4th of July Content  &SZESZ0M06:11016 F

Form” when finished. :

help the community Content  4S25/201M06:00:45 F
test date Content  &/25/2010 2:06:52 F
USh Mationals v.5 Brids  Content  &/25/20106:27:49 F
UsA Mationals vs Ottaw  Content 672872010 4:48:43 F
Clear Form USh Nationals vs Texas | Content  &/28/2010 441291
v, LA Rams Content 6/25/2010 82362 F
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Save List Clear Form

Click the “Save List” Click the “Clear Form” button. A dialog
button at the bottom of appears, prompting you to confirm this
the container. The title of | action.

the list you created
appears in the Select a Click the “OK” button. A blank List

List pane. Properties container appears.

7.1.2 Adding a Manually-Built List

To add a new list that you build manually, follow these steps:

e Select the Administration - Lists from the main navigation menu.
¢ Right-click any list and select Add New List.

-{% Add New List
View/Edit List

1

& Delete List

A blank Properties pop-up appears:

Properties
*Required Fields
* List Title: ||
* Type of Content: |Content Item v
*linkto: O gutomatic @ Buid manualy

Mote: In Build Manually option, Order by and Filter
criteria are disabled,

Description:

e Specify the list properties as described in the following table:

List Property Description

List Title Enter a title to name this list.
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Type of Content

Click the arrow in the pick-list to select the type of content
to use as items for the list. Choices include: Content item,
image, file, page, or Combo.

Note: If you select Combo, Content Manager
automatically selects the Build Manually radio button, as
you can use various types of content as list items only for
a list built manually.

Link to: Specifies type of list to create.
Click the Build Manually radio button.
Description Enter a brief description of contents or use of this list.

Click the “Update Preview” button. The title of the list you created appears in the

Select a List

pane.

To add items to the list, right-click on the Right-click to create line in the List
Preview pane and select either Add List Item to add existing items from the
library or Create New to create new content in a library

List Preview

Right-click for options.Crag and drop to reorder list,
Il Title Il Type |l PublishiCreate D

List Preview

Il Title
Right-click to create

Right-click for options.Drag and drop to reorder list,

Right-click to create
&) Add List Itemis)
. &) Create New Content ltem
Il Type |l PublishiCreate D
Image ltem
il Add List ltemis) File ltem
gz Create New Pagze

For Add To List items, an Add to List dialog appears, displaying the library for
the content type selected for this list, or all of the appropriate Data Libraries if

Combo is sel

ected as content type:
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e Search through the library to locate the content to add as an item to the list.
¢ Right-click on an item and select Add to List to select it. The title of the selected
item appears in the List Contents pane.

a{"_’} Add To List

¢ When you finish selecting all items to include in the list, click the “Save” Button.
The selected items appear in the List Preview Pane.
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List Preview

Right-click for options.Drag and drop to rearder list,

Il Title Il Type | Il PublishiCreate D
Content Management ! Comtent  11/2152008 10:45:4
banner_home AssetFile  &718/2010 1:54:350

Lights Camera Derek b Assetim. 45352010 410004 P!

o

7.1.2.1 Creating New

Select the type of list to create: Content, Image, File item, or Page.
The Manage Data Libraries page appears with the tab for the appropriate content

type active.

Create the item as appropriate for that content type.
Select Administration - Lists.
Right-click on the list to which you want to add this item and select View/Edit

List.

Follow the steps in Adding List Items section to add items to the list.

To:
Save List

Reset

Click the “Save List” button. | Click the “Reset” button. A dialog appears,

iIAPPS® Content Manager User Guide



134 MANAGING LISTS

Content Manager saves the | prompting you to confirm this action.
list.
Click the “OK” button. No items appear in the
List Preview pane.

7.2 Viewing/Editing a List

To view or edit a list, follow these steps:

e Select Administration = Lists from the main navigation menu.

e To locate the list either enter a list name in the Search field or Scroll through the
list

Select a List
Right-click for options.
Search

Il Title
Clautalist
=

T

About Lz
Combotan|Lst
File Auto
Pagelizt
Collectibles1

¢ Right-click the name of the list you want and select View/Edit List.
Information about this list appears in the List Structure sections of the page.

You can edit the following information about a list:

List Type Editable Information
Automatic\Build Manually List Title.

Description.
Automatic List Preview.

Directory or menu item through which Content

Manager populates items for list.

e Click the link to select a new directory or
menu item through which Content Manager
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List Type Editable Information
populates items for this list.
Automatic Display options.
Automatic Filter options.
Build Manually List Preview.
e Add or remove list items from List Preview
pane.

To add item(s):

e Right-click on an item in the List Preview
pane and select Add List Item(s). Follow
the steps in the Adding List Items section
of this guide.

To remove an item:

¢ Right-click on an item in the List Preview
pane and select Remove List Iltem(s).
Content Manager deletes the item for the
List Preview pane.

e Click Update Preview button to review your edits.
e Click the “Save List” button to finalize the list.

7.3 Deleting a List

To delete a list:

e Select the Administration = Lists option from the main navigation menu.
e To locate a list either enter a list name in the Search field or Scroll through the list
¢ Right-click the name of the list and select Delete List.

A dialog appears prompting you to confirm that you want to delete this list:

e Click the “OK” button.

The list no longer appears in the Select a List pane.
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8 MANAGING FORMS, BLOGS AND COMMENTS

This chapter tells you how to add and format additional material for your site including

e [Forms
¢ Blogs and Blog Comments
e Sjte Comments.

8.1 Managing Forms

The Forms library allows you to design, store and manage web forms and one question
polls.

To manage Forms, you perform the following tasks:

e Add form

e Add poll

o Edit properties
e Preview

e View results
e Delete form
e Download attachments

To manage the Forms Library, you first select Libraries > Forms from the main
navigation menu at the top of Content Manager, or if already in the Manage Data
Libraries, click the Forms tab.

Libraries -
Content lkems
Images
Files
Farms
Blogs
Comments
Find and Replace
Menuz and Pages
Styles
Page Templates

Content Definitions

ScHpts
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The Forms tab displays the following:

e The Forms directory tree structure on the left
o Alist of forms in the selected directory on the right

It displays the following information about each form in the selected directory:

Form Library Field Description

Title Name of form in Content Manager.

Created Name of user who added form to library.

Last Edited Date on which form was added or last edited.

Edited By Name of user who last edited form.

# Responses Number of users who completed form or poll.

Last Response Date Last date on which a user completed a form or
poll.
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8.1.1 Adding a Form

Adding a Form requires the following major steps:

e Adding/Naming

¢ Designing layout

e Specifying properties

e Saving form

e Specifying form behaviors / Extra info

Content Manager provides you with a form builder that allows you to create a two column
form similar to the following form edit view and preview.

Edit Form View Form Preview

Untitled

Untitled | Select an Option w

Untitled Untitled () Option

Untitled Select an Option v O Opt10n2
. O optioni . .
Untitled
ntitle O optionz Untitled |:|Opt1.0n1
) Cloption O optionz
Untitled . .
[optionz Untitled

Untitled

8.1.1.1 Adding/Naming a Form

To add / name a form, follow these steps:

e Select Libraries - Forms from the main navigation menu.
The Manage Display Libraries container appears with the Forms tab active.
¢ Right-click the name of an existing form and select Add New Form.

At Add Mews Form
it add Mewe Pall

o7 Edit Properties

Prewiew
Wigw Results

€ Delete Form

A new record appears in the forms list with the Title field editable:
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YWou are in Form Library > Contact Us Displaying 1- 3 of 3

Right-click for options

Il Title Il Created Il Last Edited Il Edited By Il # Responses Il Last Response Date Il Actions
e
08

Enter a title for this form in the Title field.

8.1.1.2 Designing Form Layout

To design the layout of a form, follow these steps:

e Click on a Form or the empty space in the forms library and select Edit Form,

then i*ﬂ

A Form Builder window appears displaying three columns:

o Form Fields (left)
o Form Builder (center)
o Properties of selected form field (right)

Form Defination for DaThis

i) X0 BN TOH ) SRS T

To build a form, drag a form field from the Form Fields column into the Form Builder
pane.

The selected form field appears in the Form Builder pane and Properties for that field
appear in the Properties column.
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The Form Builder provides the Form fields listed and described in the following table:

MANAGING FORMS, BLOGS AND COMMENTS

Form Definition for Do Thiy

Form Field | Description
TextBox A text field for user input.
DropDown Drop down pick list.

RadioButton

Two option radio button list.

CheckBox Two option check box list.

TextArea A text box for user input.

Text A text area to display information.

Heading A heading area to display information.

Anchor Anchor to make this form target of a link.

Image Area to display image.

FileUpload File selection field and browse functionality to upload a file.
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Form Field | Description

DatePicker Date selection field and calendar display functionality for user to
input date.

HiddenField Field that does not display to user, but allows you to add
information for working with form in background.

Password Field for user to enter password.

captcha Adds challenge-response functionality between user and form.

o Drag additional Form fields into the Form Builder pane.
e To move a field to a higher or lower horizontal position within the form builder
pane, select a form field and click the Up or Down buttons.

e Toremove a field from the form, select the field and click the Delete button. A
dialog appears, prompting you to confirm that you want to delete field.

e Click the “OK” button.

The selected field no longer appears in the Form Builder pane.

8.1.1.3 Specifying Form Field Properties

In addition to designing the layout of fields on a form, you also create the form design by
creating label names for the fields and setting other properties of the field’s behavior.

When you drag a field into the Form Builder pane, or click on a field already in the pane,
properties for that field display in the Properties column.
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TextBox

Iame Untitled

Label Untitled

Ix] trtBox

Czzilazs formTextBox

RowCszClass | formBow

Required True w
Walidation Mone L
RegFx

DefaultText
MaxChars

To specify the properties of a form field, fill in these fields:

Form Field Property Description

All Name Enter a non-displaying name by which
you can reference this field.

All Label Enter a label to appear beside this field
that identifies the function of this field to

EXCEpt: Text, the user.

Heading, Anchor,

Image.

All ID Enter a non-displaying ID by which you

can reference this field.

All CssClass
All RowCssClass
All Required e Specifies whether a user is required

to specify input in this field.

e  Click arrow in pick-list to choose true
(default) or false.

e True = required.

Except: Text,
Heading, Anchor,
Image,
HiddenField,
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Form Field Property Description
captcha e False = not required.
TextBox Validation e  Specifies method by which field gets
validated.
e  Click arrow in pick-list to select
method.
e  Methods include: Alphabetic,
Numeric, AlphaNumeric, Email, Zip,
Phone
TextBox, RegEXx Enter a regular expression to use for
Password pattern matching.
TextBox, DefaultText Text to display in field when empty of
TextArea, user input.
DatePicker
TextBox MaxChars Maximum number of characters that a
user can enter in this field.
DropDown, Items Labels for options displayed in
RadioButton, DropDown, RadioButton, or Checkbox.
CheckBox
DropDown OnChange Action to execute when OnChange event
gets triggered.
Heading Text Text that displays in a bold font.
Anchor, Image OnClick Action to execute when OnClick event
gets triggered.
Image Src Path and filename of physical image file.
AltText Text to display when Browser cannot
display image.
FileUpload, IconPath Specifies image file path for button
DatePicker displayed as part of this field type.
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Form Field Property Description
DatePicker Format e Specifies required date format.
e  Click arrow in pick-list to select
format.
e Formats include: mm/dd/yy (default),
dd/mmlyy, d MM vy,
DD d MM yy.
CustomFormat Specifies a custom date format to use
instead of the Format property options.
HiddenField Value Specifies default value for Hidden Field.
Special Specifies Hidden Fields
e Click arrow in pick-list to select
option.
e  Options include: None (default),
PageUrl, PageTitle, Date, IP.

8.1.1.4 Previewing / Saving Forms

You can preview how a form actually appears to users.

e To preview the form, click the Preview button at the bottom of the Form

Definition dialog.

The form displays at it will appear to users:

Untitled

Untitled | Select an Option

Untitled O Option
O optionz
Untitled [ optiont
[ optionz

Untitled
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e To save the form, click the “Save” button at the bottom of the Form Definition
dialog.

The Form Definition dialog closes and the Forms list appears.

8.1.1.5 Specifying Form Behaviors / Extra Info

You can specify a number of form behaviors including:

e XSLT file

e Thank you URL

e Email submissions controls
e  Submit button text

To specify additional form behaviors information, follow these steps:

e |f form’s actions are not displayed, right-click and select Edit Properties
The Form list appears with the selected form’s actions displayed.

e Click % 1o bring up the Extra Info dialog.

Extra Info
HELT File Mame =
(pHoRat) L‘J
Thank “ou URL LJ
Email Submiszions? |:|
Email Submizzions To
COmma sEparate mut Hple addresses.
Submit Button Text
Save Cancel

Specify Extra Info for this form as described in the following table:

Form Extra Info Description

XSLT File name e Toadd an XSLT file for this form, click =,
An Upload File dialog appears.
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Form Extra Info Description

Upload File

Browse

Upload File Close

e Click Browse.

e Locate and select an XSLT file.

e Click Open.
The name of the selected file appears in the
Upload File dialog.

e Click Upload File.
The name of the selected file appears in the
XSLT File Name field.

Thank You URL Specifies the URL or page to direct the user to after
completing a form.

Email Submissions Click the checkbox.

Email Submissions To Specify email address(es) to which submissions will

be emailed, if desired. Separate multiple addresses
with commas.

Submit Button Text Specify text to display on button that users click to
submit form.

Click the “Save” button to store form Extra Info.

Click @ under Actions to save this form.

8.1.2 Adding a Poll

Content Manager provides you with a form builder that allows you to create a single
guestion poll similar to the following poll edit view:
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Form Definition for AboutUSPoll

Adding a Poll requires the following major steps:

e Adding/Naming

e Designing layout

e Specifying properties

e Saving form

e Specifying form behaviors / Extra info

8.1.2.1 Adding/Naming a Poll

To add / name a poll, follow these steps:
e Select Libraries > Forms from the main navigation menu.
The Manage Display Libraries container appears with the Forms tab active.
¢ Right-click the name of an existing form and select Add New Poll.

A new record appears in the forms list with the Title field editable:

You are in Form Library > Contact Us Displaying 1-3 of 3

Right-click for options

Il Title Il Created Il Last Edited Il Edited By Il # Responses Il Last Response Date Il Actions
e
00

iIAPPS® Content Manager User Guide



148 MANAGING FORMS, BLOGS AND COMMENTS

e Enter a title for this poll in the Title field.

8.1.2.2 Designing a Poll Layout

To design the layout of a poll, follow these steps:
Click =), To bring up the Form Builder window which displays three columns:
- Form Fields (left)

- Form Builder (center)
- Properties of selected form field (right)

Form Definition for [Hew Form]

Cvag 0 drop teny: skrards hars

Drag a text field from the Form Fields column into the Form Builder pane.

Drag either a RadioButton or Checkbox control into the Form Builder pane.

As you can include only one question in a poll, you can drag only one Text
Field and one control field into the Form Builder pane to design a poll.

The selected form fields appear in the Form Builder pane and Properties for that field
appear in the Properties column.
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Form Definition for [New Form)

The Form Builder provides the Form fields for a poll listed and described in the following
table:

Form Field | Description

Text A text field to display the text of a question.

RadioButton | Two option radio button list to display answer
choices.

CheckBox Two option check box list to display answer
choices.

e To move a field to a higher or lower horizontal position within the form builder
pane, select a form field and click the Up or Down buttons.
e Toremove a field from the form, select the field and click the Delete button.

@ Form Builder does not allow you to add a text field after a control field. If you
delete a text field, you cannot add a new one.

e Adialog appears, prompting you to confirm that you want to delete field.
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I B

. The page at http:/ftemp.iappsdemo. bridgeli... @

e Are vou sure you want to delete this item,

Cancel

e Click the “OK” Button.

The selected field no longer appears in the Form Builder pane.

8.1.2.3 Specifying Poll Field Properties

In addition to designing the layout of fields on a poll, you also create the form design by
creating label names for the fields and setting other properties of the field’s behavior.

When you drag a field into the Form Builder pane, or click on a field already in the pane,
properties for that field display in the Properties column.

Text
Mame Untitled
Untitled
Text
1»] txtBox
CzaClass farmText
RowCzsClazs | formBom

Poll Fields have the following properties.

Poll Fields Property Description

All Name Enter a non-displaying name by
which you can reference this field.

RadioButton, Label Enter a label that introduces the poll

CheckBox answers available to the user.

All ID Enter a non-displaying ID by which

you can reference this field.

All CssClass
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Poll Fields Property Description
All RowCssClass
RadioButton, Required Specifies whether a user is required
CheckBox to specify input in this field.

Click arrow in pick-list to choose true
(default) or false.

True = required.

False = not required.

RadioButton, Items Labels for options displayed in
CheckBox RadioButton or Checkbox.

e To save the poll, click the “Save” button at the bottom of the Form Definition
dialog.

The Form Definition dialog closes and the Forms list appears.

8.1.2.4 Specifying Poll Behaviors / Extra Info

You can specify a number of poll behaviors including:

e XSLT file

e Format in which to display results
e User voting controls

e  Submit button text

To specify additional form behaviors information, follow these steps:

e If poll’s actions are not displayed, right-click and select Edit Properties. If
The Form list appears with the selected poll’s actions displayed.

e Click & . An Extra Info dialog appears.

Extra Info
®5LT File Mame i
(optiomat) L‘-]
Display results as: @ pie chart OBar chart O Text
Woting: ®once per 1P O onee per wisit O Unlimited

Submit Button Text
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Specify Extra Info for this poll as described in the following table:

Poll Extra Info Description

XSLT File name e Toadd a XSLT file for this form, click ]
An Upload File dialog appears.

Upload File

Browse

Upload File Close

e Click Browse.

e Locate and select a XSLT file.

e Click Open
The name of the selected file appears in the
Upload File dialog.

e Click Upload File.
The name of the selected file appears in the
XSLT File Name field.

Display Results As Choose whether to display as

e Click Pie Chart radio button
e Click Bar Chart radio button
e Click Text radio button

Voting Choose voting rules.

e Click Once per IP radio button
e  Click Once per visit radio button
e  Click Unlimited radio button

Submit Button Text Specify text to appear on button that user clicks to submit
form or poll.

Click the “Save” button to store form properties.

Click @ under Actions to save this form.

8.1.3 Editing Form/Poll Properties

To edit the properties of a form or poll, follow these steps:
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e Select Libraries 2 Forms from the main navigation menu.

The Manage Display Libraries container appears with the Forms tab active.
¢ Right-click the name of an existing form / poll and select Edit Properties.

@) 4dd New Form
@) Add Mew Paoll

%\ Edit Properties
Presiewy
Wieww Results

&) Delete Form

Dowenload Attachments

The Title field of the selected form / poll becomes editable:

Il Title Il Created Il Last Edited Il Edited By Il # Responses Il Last Response Date Il Actions
AboutUSPoll * ibppslser,i 872010 6:F ihppsllser it 1] :; g
e Either:

Click == Click &

To edit form design or form field To edit extra info for the form / poll

properties and make the Form and make the Extra Info dialog

Definition dialog box appear. appear.

See Adding a Form or Adding a Poll See Adding a Form or Adding a Poll

section for information. section for information on Extra Info.

e Click o under Actions to save changes.

8.1.4 Previewing a Form / Poll

To preview the exact appearance of a form or poll, follow these steps:

e Select Libraries - Forms from the main navigation menu.
The Manage Display Libraries container appears with the Forms tab active.

e Right-click the name of an existing form / poll and select Preview.
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@) Add Mew Form
@ Add New Pall
7| Edit Propertiss

| Preview
Wiew Results
@ Delete Form

Dowenload Attachments

Content Manager displays the exact appearance of the form / poll in a window:

Preview for Comtactiy

Praview for About Py

e Optionally, complete a form and click the Submit button.

Content Manager stores your response to the form and closes the preview.
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e Click the Close button when finish previewing a poll or a form for which you did
not submit a response.

8.1.5 Viewing Form / Poll Results

To view the results of a form or poll, follow these steps:

e Select Libraries - Forms from the main navigation menu.
The Manage Display Libraries container appears with the Forms tab active.

e Right-click the name of an existing form / poll and select View Results.

@) 4dd New Form
@) 4dd Mew Pall
& Edit Properties
Presde
Wiew Results
& Delete Form

Download &ttachments

A View Results dialog appears:

toew Rewults for DoThi

Select what results to view:

Dates the form was completed
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o - Click the All Dates checkbox to view results from all dates.
Or

o - Unclick the All Dates checkbox and select a date range by specifying a
Start and End Date for the range of dates to view results.

Fields

o - Click the Show All checkbox to view results from all fields.

Or

o - Unclick the Show All checkbox and click the check box beside each
field for which you want to view results.

e Click the “View Results” button at the bottom of the dialog.

A Results dialog appears:

From the Results dialog, you can

o Export results to a file in any of the following o  Click the checkbox to the left of a
formats: Excel, CSV, Text. response and click the Delete
=  -Click on the appropriate format button.
= A Save file dialog appears. =  The selected response record
= Click OK. no long appears in the Results
= Select the location in which to save file, enter a dialog
filename and click Save.
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e Click the Close button when you finish viewing and managing results.

The Results dialog closes and the forms list appears.

8.1.6 Deleting a Form / Poll

To delete a form or poll, follow these steps:

e Select Libraries - Forms from the main navigation menu.
The Manage Display Libraries container appears with the Forms tab active.
¢ Right-click the name of an existing form / poll and select Delete Form.

& 4dd Mew Farm

&) 4dd Mew Poll

o Edit Properties
Presiew

Wigw Results

@ Delete Form

Dowenload Attachments

A dialog box appears, prompting you to confirm that you want to delete the form:

e Click the “OK” button. Content Manager deletes the form and displays a success
dialog.

8.1.7 Downloading Attachments

To download attachments from a form that required users to include an attachment,
follow these steps:

e Select Libraries - Forms from the main navigation menu.
The Manage Display Libraries container appears with the Forms tab active.
¢ Right-click the name of an existing form and select Download Attachments.
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&) 4dd Mew Farm

&3 hdd Mew Poll

& Edit Properties
Preview
Wiew Results

& Delete Form

{b Download Attachments

e A download attachments dialog appears. Click “OK”.

8.2 Managing Blogs

The Blogs library allows you to design, store and manage web blogs and blog activity. To
manage the Blogs Library, you can perform the following tasks:

o Add blog
o Rename blog

o Delete blog

o Jump to blog in Site Editor

Add new post

Edit post

Make post sticky

Delete post

Assign index terms

View post comments

Jump to post in Site Editor

O O O O O O O

¢ Comments

o Approve
o Delete

To manage the Blogs Library, you first select Libraries = Blogs from the main
navigation menu at the top of Content Manager, or, if you are already in the Manage
Data Libraries container, click the Blogs tab.
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Libraries -

Content tems
Images

Filez

Forms

{t[] Blogs

Comments

Find and Replace
Menus and Pages
Styles

Page Templates
Content Definitions

ScHpts

Manage Data Libraries appears with the Blogs tab active:

Cormenrt s P -~ = The ot i

Musags Hhagy Sowh Tabla
"~ FE Sappwar Tiwe || | Pvots 3 Cewers COPerts A tag s O | JeTIngs
oy AL Youd ane b B+ USA Matbaraty
(4 \ » srody
#@am (I
12 Camannity 5 Grndnd Ny " RAn

The Blogs tab displays the following:

e The Blogs directory tree structure on the left
e Post and Comments tab, displaying a list of posts in the selected directory and
number of comments, if any, associated with that post
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e Comments Awaiting Approval tab, displaying comments to posts

e Settings tab where you can set options for how a blog operates

e The Blogs library displays the following information about each post listed on the
Posts & Comments tab:

Blog Library Description

Posts & Comments Field

Date Date on which form was posted or last edited.
Post Displays a portion of the title (subject) of the post.

Place cursor over this field to see full title of post.

Categories Lists index terms specified for this post.
Place cursor over this field to see complete list
index terms assigned to this post.

# Comments Lists total number of comments for the post.
Created By Name of user who added post.
Status Active or Archived.

e Active posts appear on the Blog.
e Archived posts remain in Content Manager,
but do not appear on the Blog.

The Blogs library displays the following information about each post listed on the
Comments Awaiting Approval tab:

Blog Library

Comments Awaiting Description

Approval Field

Post Name Title of post to which comment was added.

Post Date Date on which post was added to blog.

Comment Details / Actions Specifies information about comment including: name

of user who added comment, date comment was
added, and title of comment.

Provides links by which a blog administrator can
manage comments including: approving, deleting,
editing, or replying to user who entered comment.

From the Blogs Library you can perform the following actions with Blogs:
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Blogs Library Section Right-Click Context Menu Option

Blogs directory tree root Add a Blog
Blogs sub-directory Rename Blog

Delete Blog

Jump to Blog in Site Editor
Posts & Comments Add New Post

Edit Post

Make Post Sticky
Archive Post

Delete Post

Assign Index Terms

View Post Comments

Jump to Post in Site Editor

Comments Awaiting
Approval Tab Approve or delete comments

Settings Tab Specify blog display and comment settings
and the menu to which to connect the blog

8.2.1 Adding aBlog

To add a new blog,:

¢ Right-click on the Blog root directory and select Add @ Add Blogz
Blog. A new sub-directory node appears under Blogs {%
e Enter a name for the Blog.
The new Blog name appears in the Blogs Library directory tree.

See the following section to specify settings for the blog.

8.2.2 Specifying Blog Settings

At anytime after creating a blog, you can specify settings for it.

To specify Blog settings, follow these steps:
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e Click the Settings tab.

The Settings appear:

Posts & Comments Comments Awaiting Approwval Settings
You are in Blog > Mew Node

[Msplay Settings [¥]shaw Past Date
[ Display duthor Mame

Comment Settings [W]Unauthenticated users must il out name,email and security fields(CAPTCHA Service),
Email Blog owner whenewver anyone posts a comment,
An administrator must always approve new comments before they appear on the site,

Connect Blog to the Salect abanu M

following menu
Save Changes

o Specify Blogs Display and Comment setting as specified in the following table:

Blog Settings Options

Display Settings controls Show Post Date

how Content Manger - Click this check box to display on blog the date
handles comments on which each post was entered.
entered on a Blog page. Display Author Name

- Click this check box to display on blog the
name of the author who enters each post.

Comment Settings Unauthenticated users must fill out name, email

controls how Content and security fields(CAPTCHA Service).

Manger handles e Click this check box to require authentication

comments entered on a of users.

Blog page. Email Blog owner whenever anyone posts a
comment

e  Click this checkbox to email Blog owner
whenever someone posts a comment.

An administrator must always approve new

comments before they appear on the site

e  Click this checkbox to require an
administrator to approve or delete
comments before displaying on the blog.

To connect this blog to a menu item
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Click the arrow in the Select a Menu pick-list beside Connect Blog to the
following menu. A menu tree appears:

Posts & Comments

Drisplay Settings.

Comment Settings

Connect Blog to the
following menu

Comments dwaiting Approval Settings

You are in Blog > Hew Hode

[¥]show Post Date
[ Display Author Mame

Unauthentwcated users must fill out name email and security fields(CAPTCHA Service).
Ernail Blog owner whenever anyone posts a comment,

,\\n administrator must always approve new comments before they appear on the site.

EHE) ACHE

Click + beside the menu root to expand the menu list.
Click on a menu item to select it.

The Menu Item appears in the Connect Blog to the following menu pick-list.
The Blog appears under the selected menu item on the site.

When you finish specifying settings for this blog, click the “Save Changes”
button. A settings successfully changed dialog appears.

8.2.3

Renaming a Blog

To rename a blog, follow these steps:

Right click on a blog name in the blogs directory tree and select Rename Blog.

s Rename blog
Delete blog

Jdump to Blog in Site Editor

The blog name becomes editable.
Enter a new name for the blog and press Enter.

The new blog name appears in the directory tree.
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8.2.4 Deleting a Blog

To delete a blog, follow these steps:

¢ Right click on a blog name in the blogs directory tree and select Delete Blog.

Rename blog

% Delete blog
Jump to Blog in Site Editor
e Content Manager displays a dialog prompting you to confirm you want to delete

this blog:
¢ Click the “OK” button to delete the blog.

Content Manager deletes the blog and all posts associated with it. The blog sub-
directory no longer appears in the Blog library directory tree.

8.2.5 Jumping to Blog in Site Editor

You can jump from the Blogs library to the Site Editor to view how a blog appears in the
Site.

To jump to blog in Site Editor, follow these steps:

e Right-click on a blog in the blog library directory tree and select Jump to blog in
Site Editor.

Rename blog
&3 Delete blog
@ Jump to Blog in Site Editor

The Site Editor opens, displaying the selected blog:
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* USA NATIONALS

THE TEAM MIDIA GALLERY

s s Twwn Bhoy

FAM ZONE

USA Nationals

Game Day
in the News

Team Blog

Cantagorbmy

Connect with the
USA Mationals

N

B

To return to Blogs library, select IAPPS - Content Manager Last Admin page.
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8.2.6 Adding / Editing a Post

You can add a post to a blog or edit posts from the Blogs library.

poster.

Blog comments display submitter name as a link to the email address of the

To add / edit a post to a blog from the Blogs library, follow these steps:

e Click the name of the blog in the directory tree to which you want to add / edit a

post.
e To

Add Post — Right Right-click
in the posts list and select
Add New Post.
i Add Mew Post
@Edit Post

Make Post Sticky

Archive Post

hssign Index Terms
Wiew Post Comments

Jump to Post in Site Editor

Edit Post -- Right-click on the post
in the posts list to edit and select
Edit Post.
@) Add New Post
@ Edit Post
Make Post Sticky
Archive Post

€ Delete Post

Aszign Index Terms

Wigwr Post Comments

Jump to Post in Site Editor
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The blog post editor appears:

Add/ Edit Post for Blog - USA Nationals

n, - d 1 & R s Sharepont

B Iy X, ¥ 0w Tow 0 "

Enter blog post properties as described in the following table:

Blog Post Property Description

Title Title of post to appear on Blog.

Short Description Short description of post to appear in Blog
post list.

Date Date on which post added.

Content Manager selects current date by
default. Click the calendar icon to add post
with a different date.

Cancel
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Blog Post Property Description

Author Name of user who added post.
Content Manager indicated logged-in user
as author by default.

Email Email address of user who authors post

Location Specifies the location of the author of the
post, for example as in a news items byline.

Labels Specify tags to place on content to organize
blog postings by categories. These labels
are not exposed by default, but are used for
custom coding or searching. Your developer
can tell you more about them.

Index Terms: Index terms assigned to this post to display

Assign Terms in the Categories column in the posts lists.

e Click the Assign Terms link to specify
index terms for this post.

e The Assign Index Terms dialog
appears.

e Click the check box beside the Index
Term folder or individual Index Term to
add to this list. If you select a folder, a
confirmation dialog appears, prompting
you to specify whether you want to add
all terms in the folder.

e Click the Save Index Terms button.

Allow Comments? Click this checkbox for iIAPPS to allow users
to add comments to this post.

Additional Information This allows for the creation of custom Blog
Post property fields. For example, along
with Location or Author name, you might
want to include an author photo. To add an
additional field, a developer must create a
content definition for it. Users can then add
content to the field by clicking the Insert from
Library link although the content will not
appear on the front-end until a developer
modifies the XSLT to account for the
addition.

Create or edit the contents of the post message in the Description text box.

iIAPPS® Content Manager User Guide



168 MANAGING FORMS, BLOGS AND COMMENTS

Edit Post View Description

Design Allows you to create / edit message using
WYSIWYG editor.

HTML Allows you to create / edit message using
HTML markup.

Preview Displays message as it appears on blog.

Source If your company is using the CKEditor
toobar, you will not get the above options.
To edit the HTML, instead click the “Source”
button on the toolbar.

e Click the “Save” button. A post saved successfully dialog appears.
e Click the “OK” button.

Content Manager:
o Displays a summary of the new post in the post list
o Stores the post in a directory under that blog for the month in which the
post was added.

8.2.7 Making a Post Sticky / Not Sticky

Typically, blogs displays posts in descending order from newest post to oldest. You can
select a post to be always displayed at the top of a blog by making it sticky. You can later
remove the sticky designation from a post so that it then appears in the typical order on
the blog.

To make a post sticky / not sticky:

Make Sticky Make Not Sticky

Right-click on a post that is | Right-click on a post with a status
not sticky and select Make | of sticky and select Make Post Not
Post Sticky. Sticky.
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@) Add Mew Post &) Add Mew Post
o’ Edit Past | Edit Post
fiake Post Sticky Mhake Post Mot Sticky
hrohive Post trohive Post
€ Delete Post @3 Delete Post
Assign Index Terms Aszign Index Terms
Wiew PochisommEn Wigw Post Comments
Jump g e Jump to Post in Site Editor

Content Manager makes the post sticky or not-sticky.

8.2.8 Archiving / Making Active a Post

Content Manager does not delete archived posts; it removes the post from display on the
Blog.

(D To view archived posts in the list, click the Include Archive check box at the top
of the posts list.

To archive a post or make a post active, right-click on a post in the list and select
Archive Post or Make Post Active as appropriate.

&) Add Mew Post
o Edit Post
Mivake Post Sticky

i) Add Mews Post
Edit Pozt
frochive Post 6)
Delete LR g Make Post Active

fssign Index Terms Delete Post

Wiew Post Comments Azzign Index Terms

Jump to Post in Site Editor YWiew Fost Comments

Content Manager changes the status it displays for the post in the Blogs library
list and either:

o Stops displaying an archived post on the blog
o Displays an activated post on the blog.

8.2.9 Deleting a Post

You can delete a post from a blog.
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To delete a post:

¢ Right-click on a post in the post list on the Posts & Comments tab and select
Delete Post.

e Adialog appears prompting you to confirm that you want to delete this post:

e Click the “OK” button.

¢ Content Manager removes this post from the blog and the Blog Library.

8.2.10 Assigning Index Terms to a Post

You can assign index terms to a post that Content Manager displays in the Categories
column in the posts lists.

To assign index terms to a post:

¢ Right-click on a post in the post list on Posts & Comments tab and select
Assign Index Terms.

The Assign Index Terms dialog appears:

Expand Tres

B2 Index Terms
--|_J [ Image Type
--|_J|:| Game Day
BT [ Mews
--|_J [ Topics

Save Index Terms Cancel

e Click the check box beside the Index Term folder or individual index term to add
to this post. If you select a folder, a confirmation dialog appears, prompting you
to specify whether you want to add all terms in the folder.

e Click the “Save Index Terms” button.
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The index terms appear in the Categories column of the post list.
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8.2.11 Viewing / Approving / Deleting Post Comments

You can manage comments from the following areas of the Blogs Library:

Blogs Library Tab

Manage Comments Options

Posts & Comments

To view, approve/unapprove delete, edit or reply, right-click
on a post in the post list on the Posts & Comments tab and
select View Post Comments.
See Viewing / Approving / Deleting Post Comments section
of this guide for more details.

Comments Awaiting
Approval

To view, approve/unapprove delete, edit or reply comments,
click the Comments Awaiting Approval tab.

To view comments associated with a post

¢ Right-click on a post in the post list on Posts & Comments tab and select View

Post Comments.

A list of comments associated with this post appears:

iIAPPS® Content Manager User Guide



172 MANAGING FORMS, BLOGS AND COMMENTS

Displaying 1 - 10 of 10
Comments
[ select A
[} Il Comment Details / Actions

|:| iAppsUser iAppsUser | 07 /21,2010
Until ESPM legitimizes this deal, | don't know if | buy inta it

Bulk, Actions e Apply Show: @ Al O dpproved (O Unapproved Apply

Unapprove | Delete | Edit | Reply

|:| iAppsUser iAppsUser | 07212010
Baylar to PAC10!T

Unapprove | Delete | Edit | Reply

D iAppslUser iAppsUser | 07 /21,2010
50 BIG EAST!
Unapprove | Delets | Edit | Reply
|:| iAppsUser iAppsUser | 07/07 /2010
Y
Unapprove | Delete | Edit | Reply
|:| iAppsUser iAppsUser | 07 /072010

Whoo. . .Go Mats!
Unzpprowe | Delete | Edit | Reply

| ContentAdminstrator C | 077012010
First!

Unapprove | Delete | Edit | Reply
] Craig Odar | 07 /012010

G0 s

Unapprove | Delets | Edit | Reply
D iAppsUser iAppsUser | 06/29/2010

WooO

Approve | Delete | Edit | Reply

D iAppsUser iAppsUser | 06/22/2010
Mo W ay, Baylor to PAC 1007

Approve | Delete | Edit | Reply

D iAppslser iAppsUser | 06 /26,2010
WO, Baylor to PAC10...Crazy

Unapprove | Delete | Edit | Reply

4 Previous Hext » Page 1 of 1 (10 items)

You can view, approve, or delete post comments from the Posts & Comments tab as
described in the following table:

Comment Actions Description

Viewing You can view: All, Approved, or Unapproved comments in
the list.

- To select which comments to view, click the appropriate

radio button beside Show and then click the Apply button.

Selecting To select comments to approve or delete either:

- To select all comments, click the checkbox beside Select
All to select all comments. A checkmark appears in the
checkbox beside each comment in the list.

- To select individual comments, click the checkbox beside
each comment to select.

Bulk Approving / After selecting two or more comments to take action on, click
Deleting the arrow in the Bulk Actions list and select Approve or
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Comment Actions Description

Delete.

To Approve comments:

- Click Bulk Actions > Approve.

- Click the Apply button.

An approved comments confirmation dialog appears.

- Click the OK Button.

Approved comments how appear on the blog.

To Delete comments:

- Click Bulk Actions > Delete.

- Click the Apply button.

A deleted confirmation dialog appears.

- Click the OK Button.

Deleted comments no longer appear on the blog or in the
Blog Library.

Note: You can also delete a single comment by clicking the
Delete link under it.

Single Comment - Click the Approve or Delete link directly under the
Approving / Deleting comment.

Content Manager performs the selected action as described
for Bulk Approving / Deleting.

Unapproving To unapprove a comment:

- Click the Unapprove link under it.

An unapproved confirmation dialog appears.

- Click the OK Button.

An Approve link appears under the comment in the list.

Editing To edit a comment:
-Click the Edit link that appears under it.
A comments dialog appears.

Comments

Wiay to go! What we want to hear,

Save Cancel

- Edit the comment and click the Save button.
A comment updated confirmation dialog appears.
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Comment Actions Description
-Click the OK Button.

Replying To reply to a comment;

- Click the Reply link under a comment.

A blank comments dialog appears.

- Enter a comment and click the Save button.

A comment replied and approved confirmation dialog
appears.

-Click the OK Button.

To close a comments list, click on another post in the post list.

8.2.12 Managing Blog Comments Awaiting Approval

Posts & Comments Comments Awaiting Approval Settings
You are in Blog > USA Mationals Cisplawing 1- 1 of 1
Comments
[ Select Al Bulk Actions |« Apply
[} Il Post Hame Il Post Date Il Comment Details f Actions
D Happy iz | 08/30/2010 iAppsUser iAppsUser | 05/30/2010
Happy is who?
| Delete | Edit | Reply
4 Previous Hext » Page 1 of 1 (1 items)

From the Comments Awaiting Approval tab you can work with posts comments as
described in the following table:

Comment Actions | Description

Selecting To select comments to approve or delete either:

- To select all comments, click the checkbox beside Select
All to select all comments. A checkmark appears in the
checkbox beside each comment in the list.

- To select individual comments, click the checkbox beside
each comment to select.

Bulk Approving / After selecting two or more comments to take action on, click
Deleting the arrow in the Bulk Actions list and select Approve or
Delete.
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Comment Actions

Description

To Approve comments in bulk:

- Click Bulk Actions > Approve.

- Click the Apply button.

An approved comments confirmation dialog appears.

- Click the “OK” Button.

Approved comments now appear on the blog.

To Delete comments in bulk:

- Click Bulk Actions - Delete.

- Click the Apply button.

A deleted confirmation dialog appears.

- Click the “OK” Button.

Deleted comments no longer appear on the blog nor in the
Blog Library.

Note: You can also delete a single comment by clicking the
Delete link under it.

Single Comment
Approving / Deleting

- Click the Approve or Delete link directly under the
comment.

Content Manager performs the selected action as described
for Bulk Approving / Deleting.

Unapproving

To unapprove a comment:

- Click the Unapprove link under it.

An unapproved confirmation dialog appears.

- Click the “OK” Button.

An Approve link appears under the comment in the list.

Editing

To edit a comment:
-Click the Edit link that appears under it.
A comments dialog appears.

Comments

Wiay to go! What we want to hear,

Save Cancel

- Edit the comment and click the “Save” button.
A comment updated confirmation dialog appears.
-Click the “OK” Button.
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Comment Actions

Description

Replying

To reply to a comment:

- Click the Reply link under a comment.

A blank comments dialog appears.

- Enter a comment and click the “Save” button.

A comment replied and approved confirmation dialog
appears.

-Click the “OK” Button.

8.3 Managing Com

ments

You can set any page in your website to allow comments.

In addition, you can also set a parameter that requires comments to receive an
administrative approval before they display on the page.

If comments are allowed on a page and set to require approval, when users enter
appear in the Comments Awaiting Approval tab on the Manage

comments, the comments
Comments page.

To access the Manage Comments page, select Libraries > Comments.
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Libraries -
Content [tems
Images
Files
Forms
Blags
Comments
Find and Replace
Menus and Pages
Styles
Page Templates

Content Definitions

Scripts

The Comments Awaiting Approval tab displays the following:

Field Description

Commented On Specifies content area of page on which user made
comment.

Comment Title Displays user entered title of comment when comment
form on page contains a title field.

Name/Comment Displays actual text of user comment and action links by
which you can approve, delete, or edit this comment.

Date Posted Displays the date on which the comment was posted on
the page.

From the Manage Comments page you can:

e Approve, delete or edit a single comment
e Approve or delete a group of comments
e Search comments

8.3.1 Approving / Deleting Comments

To approve or delete comments, follow these steps:

e Select Libraries 2 Comments.
The Manage Comments page appears with the Comments Awaiting Approval
tab active.

e Locate the comment to act on in the list.
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Click the check boxes beside each comment you want to approve or delete. To
select all comments in the list, click the check box in the column heading (to the
left of the Commented On column).

Click the arrow in the Bulk Actions pick-list and select either Approve or Delete.
A confirmation dialog box appears.

Click OK.

Approved messages now appear on the website in the location where users
entered the comments. Deleted comments no longer appear in Content Manager
or on the website.

8.3.2

Editing a Comment

You can edit a comment before approving it.

To edit a comment, follow these steps:

Select Libraries » Comments.

The Manage Comments page appears with the Comments Awaiting Approval tab
active.

Locate the comment to act on in the list.

Click Edit in the Name/Comment column.

Content Manager displays the comment in a dialog.

Title

Comments

The store iz back-ordered on the anniversary team jersey's and | heard they will include
a signed team picture because they didn't hawve enough shirts,

Cancel [ Save ][ Save and Approve ]
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Edit the comment or add additional text.

When you finish editing, either:

179

To Save Edits To Save Edits and Approve

Click the “Save” button. Click the “Save and Approve” button.
The edited comment appears in The edited comment now appears on
the Comments Awaiting Approval the website in the location where the
list. user added it.

8.3.3 Searching Comments

You can search the Comments Awaiting Approval list for specific comments based on
various filter criteria.

To search the Comments Awaiting Approval list, follow these steps:

e Select Libraries > Comments.
The Manage Comments container appears.
e Click the Search tab.

s

Specify any of the following search criteria:
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Comments Search Filter

Description

Keyword filter

Specify a keyword to locate comments containing
this keyword.

Type Filter To search for comments matching a comment
type (content, page image file), click the arrow in
the Type Filter pick-list to select a comment type.

Date Filter Allows you to search for comments within a

general time frame, or a specific range.

e To search for comments created within a
general time frame, click the radio button
beside Current Day, then click the arrow in
the pick list to select the time frame.

e To search for comments created with a
specific time range, click the radio button
beside From Date, then click the date picker
icons to specify the From- and to dates of the
range.

Status filter

To search for comments matching a status
(Approved, Unapproved), click the arrow in the
Status Filter pick-list to select a status.

e Click the Search button.

A list of comments matching the specified search filters appears.
e Optionally, to act on the listed comments in bulk:

Either:

o Click the check boxes beside each comment you want to
approve/unapprove or delete

o Click the check box in the column heading (to the left of the Commented

On column) to select all comments in the list

e Then click the arrow in the Bulk Actions pick-list and select either
Approve/Unapprove or Delete.
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9 MANAGING RSS CHANNELS AND FEEDS

This chapter contains step-by-step instructions on how to manage RSS channels and
feeds.

A Really Simple Syndication (RSS) feed contains content in the form of pages from an
associated web site. A feed allows website visitors to receive automatic notifications
when the content is updated instead of having to visit the website directly. RSS feeds
may consist of multiple channels that contain one or more website pages. The channels
make up the feed that website visitors can receive.

Only Content Administrators can perform RSS tasks, such as

e Add a new RSS channel

e Delete an RSS channel

¢ View and edit an RSS channel
e Add anew RSS feed

e Delete an RSS feed

e Edit an RSS feed

To manage RSS channels and feeds, first select Administration 2 RSS from the main
navigation menu to activate the Manage RSS Channels container:
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The Manage RSS Channel tab includes the following sections and right-click options

MANAGING RSS CHANNELS AND FEEDS

for managing RSS channels:

Manage Channels
Pane

Description

Right-Click Options

Select a Channel

A pick-list displaying the
existing channels.

e Add new channel
e Delete channel
e View/Edit channel

this channel.

Properties Basic properties of the N/A
channel including URL.

Display Options for controlling how N/A
channel displays on a page.

Filter Index terms and publishing N/A
options for channel.

List Preview Displays content items for Automatic

e Create new content of
the content type selected
for this channel

Manually Built

e Add Channel Items

e Create new page

To manage RSS Feeds, click the Feeds tab to activate the Manage RSS Feeds tab.
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The Manage RSS Feeds tab includes the following sections and right-click options for

managing RSS feeds:

Manage Feeds Pane

Description

Right-Click Options

Select a Feed

A pick-list displaying the

Add new feed

channels with which to
associate this feed.

existing feeds. Delete feed
View/Edit feed
Properties Basic properties of the N/A
feed including physical
directory name, filename,
URL virtual path and more.
RSS Channels Options for selecting N/A

9.1 Adding a New RSS Channel

You can create the following types of RSS channels:

Automatic

Content Manager automatically creates items of all
of the pages in the selected menu directory.
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Build Manually Allows you to create items by manually selecting
pages from any menu directory.

The following sections describe how to create each type of channel.

9.1.1 Adding an Automatic Channel

To add a new RSS channel, follow these steps:

e Select the Administration - RSS from the main navigation menu.
e Right-click an RSS channel in the Select a Channel pane and select Add New

Channel.
iE fdd New Channel
Delete Channel

o Wiew/ Edit Channel

A blank RSS Channel properties page appears.

Properties
*Required Fields
* Title:
*URL: |http: s temp.iappsdemo.bridgelinedigital.com

lcon: *-Moimage selected--=

Select an image from library
Imaximum zize is 144 x 400 pixels)

* Admin Email: | admin@bridgelinesw, com

*Type of Content: {3} | irk o menu item O Build manually
Select menu item

* escription:

e Specify the channel properties as described in the following table:

Channel Property Description
Title Enter a title to name this channel.
URL Enter the URL of this channel.
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Channel Property

Description

Icon

- To select an image to use as an icon for this channel,
click Select an image from library.

The Insert Image from Library dialog appears.

- Select a directory from the images tree.

- Locate the image to use in the images list for the
selected directory.

- Right-click on the image and choose Select Image.
The path and filename of the selected images appears
beside Icon in the properties pane.

Admin Email

Email address of the channel administrator.

Type of Content

Specifies type of channel to create:

- Click the Link to menu Item radio button.

- Click the Select Menu Item link .

The Select Menu Item for List dialog appears.

- Click on the menu directory which contains the pages
you want to use as items for this list.

- Click the Select Directory button.

The directory path appears after Linked to:

Description

Enter a brief description of the contents or use of this
channel.

Menus and Pages

B ACHE
|4 Unassigned
E} =
EHE Mew York Giants (3)
{2 Jerseys (1)
-[Z3 Hats (11
-] Footwear (1)
{5 New England Patriots (1]
f-J Chicazo Bears (1)
i)l Philade |phia Eagles (1)
- Atlanta Falcons (1)
o) Denver Broncos (1)
-l Washington Redskins (1]
[ Collectibles (5]
1

rh

Select the directory wou want to ink to. &ll published pages under that directory will appear in wour list,

Menu ems Expand Tree

~

Search Table | Search

Pages under ACME > CommerceMav > Hew York Displaying 1- 3 of 3

Giants

Il Page Mame Il TemplateMame
e Yark Giants DefaultProductList
Meu York Jets CartPage
Meuw Jersey Editwishlist

4 Previous Next »

Select Directory Cancel
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[Hsplay

Max ltems to show:
iblank shows all)

Order by:

Publizh Date L

C‘ bzcending @ Descending

Specify the display options as described in the following table:

Display Option

Description

Max Items to Show

Enter the maximum number of pages from the selected
menu directory to display as channel items. Leave field
blank to display all pages.

Order by:

Click the arrow in the Order by pick-list to specify the
criteria by which to order pages from the selected
directory: Title, Description, or Publish date.

Click the appropriate radio button to select to display
pages in ascending or descending order according to
the order by criteria.

Filter

Show lkems
indexed as:

Expand Tree

E-(2) Index Terms

Publish Date: O puniish Between: 09012010 [ 251 and [o9 /0172010 [

O Remave when alder than | 30 days B

@ Mone

Update Preview

Specify the filter options as described in the following table:

Filter Option Description

Show Items indexed Optionally, specify filter terms to use for this channel:
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Filter Option Description
as e  Click + to the left of Index Terms to expand the list.

e Click the check box beside the Index Term folder or
individual index term to add to this channel. If you
select a folder, a confirmation dialog appears,
prompting you to specify whether you want to add all
terms in the folder.

Publish Date Optionally, specify a publish date on which this channel will

be available for use with one of the following options:

Publish Between

e Click the Publish Between radio button to specify a
publish date range.

e Click the calendar icons to specify the beginning and
ending dates of the range.

Remove When Older Than

e Click the Remove When Older than radio button.

e Click the arrow in the pick-list to specify an older than

term.

None

e Click the None radio button to not specify a publish
date.

Click the Update Preview button.
Content Manager populates the Channel
Preview pane with a list of pages from the
selected menu directory:

Click the “Save Channel” button to save the
new channel. The name of the new channel
appears in the Select a Channel pane.

(Ohsss | Praview

Bovw Chummnt o Perm
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9.1.2 Adding a Build Manually Channel

To add a new RSS channel that you build manually, follow these steps:

e Select the Administration - RSS from the main navigation menu
e Right-click an RSS channel in the Select a Channel pane and select Add New

Channel.
iE fdd New Channel
Delete Channel

o Wiew/ Edit Channel

A blank RSS Channel properties page appears.

Properties
*Required Fields
* Title:
*URL: |http: s temp.iappsdemo.bridgelinedigital.com

lcon: *-Moimage selected--=

Select an image from library
Imaximum zize is 144 x 400 pixels)

* Admin Email: | admin@bridgelinesw, com

*Type of Content: {3} | irk o menu item O Build manually
Select menu item

* escription:

e Specify the channel properties as described in the following table:

Channel Property Description

Title Enter a title to name this channel.
URL Enter the URL of this channel.
Icon - To select an image to use as an icon for this channel,

click Select an image from library.
The Insert Image from Library dialog appears.
- Select a directory from the images tree.

iIAPPS® Content Manager User Guide



MANAGING RSS CHANNELS AND FEEDS 189

Channel Property Description

- Locate the image to use in the images list for the
selected directory.

- Right-click on the image and choose Select Image.
The path and filename of the selected images appears
beside Icon in the properties pane.

Admin Email Email address of the channel administrator.

Type of Content Specifies type of list to create:
- Click the Build Manually radio button.

Description Enter a brief description of the contents or use of this
channel.

e Optionally, specify Max Items to Show in the Display options pane. Enter the
maximum number of pages to display as channel items. Leave field blank to
display all pages.

e Click the Update Preview button.

e To add items to the list, right-click on the Right-click to create line in the List
Preview pane and select either:

Add Channel Iltem(s) Create New Page
To add an existing item from To create a new page in the Menus and
a library. Page Library.
p 5 Right-click to create
Right-click to create -
-{%Add Channel ltemis] @) Add Channel Itemis)
Create Mew Page @ Create Mew Page

Adding Channel ltems

Once you have chosen to add items, a Pages library dialog appears:
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Search through the library to locate the pages to add as channel items.
Right-click on a page and choose Add to List to select it.

S{bnjj To List

The title of the selected page appears in the List Contents pane.

When you finish selecting all pages to include in the channel, click the “Save’
Button.

The Pages library dialog closes and the selected pages appear in the List
Preview Pane.

Creating New

Create a new page as described in the Adding a Page section of this guide.
Select Administration - RSS.

Right-click on the list to which you want to add and select View/Edit RSS.
Follow the steps in Adding List Items section to add this item to the list.
Click the “Save Channel” button to save the new channel.

The name of the new channel appears in the Select a Channel pane.
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9.2 Deleting an RSS Channel

To delete an RSS channel, follow these steps:

e Select Administration 2 RSS from the main navigation menu. The Manage
RSS Channels page appears with the Channels tab active.

e To locate a channel either Scroll through the list or enter a name in the Search
field.

e Right-click the name of the selected channel and select Delete Channel.

& Add Mew Channel

%Delete Channel
a7 Wew Edit Channel

A dialog appears prompting you to confirm deletion.
e Click the “OK” button. The deleted channel no longer appears in the Select a
Channel pane.

9.3 Viewing / Editing an RSS Channel

The RSS channel page displays information about the first channel listed in the Select a
Channel pane by default.

To edit an RSS channel, follow these steps:

e Select Administration - RSS from the main navigation menu.

e To locate a channel either Scroll through the list or enter a name in the Search
field.

¢ Right-click the name of the channel and select View/Edit Channel.

& Add Mew Channel
€3 Delete Channel

ol

%Uiewadit Channel

The RSS channel page displays information about the selected channel:

iIAPPS® Content Manager User Guide



192 MANAGING RSS CHANNELS AND FEEDS

Pa ot Pt Dlurwsel Prontew

e View or edit the channel information as described in the Adding a New Channel
section of this guide. You can edit the channel information listed in the following

table:
Channel Type Editable Information
Automatic\Build Manually Any Property except Type of Content
Automatic Channel Preview.

e Click the Linked to link in Type of Content
and select the menu directory containing
the pages for this channel.

Automatic Display options.
Automatic Filter options.
Build Manually Channel Preview.

e Add or remove list items from List Preview
pane.

To add item(s):

¢ Right-click on a page in the Channel
Preview pane and select Add Channel
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Channel Type Editable Information

Item(s). Follow the steps in the Adding
Channel Items section of this guide.

To remove an item:

e Right-click on an item in the Channel
Preview pane and select Remove Channel
Item(s). Content Manager deletes the item
for the List Preview pane.

e Click the Update Preview button to review channel information in progress, or
click the “Save Channel” button to finalize the list.

9.4 Managing RSS Feeds

Managing RSS feeds includes the following tasks:

e Add anew RSS feed
e Delete an RSS feed
e Edit an RSS feed

To access the Manage RSS Feeds page, follow these steps:

e Select Administration 2 RSS from the main navigation menu. The Manage
RSS page appears.

e Click the Feeds tab to make it active. The Manage RSS Feeds container
appears: From here you can go to Add, Delete and Edit Feeds.
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9.5 Adding a New RSS Feed

To add a new RSS feed:

¢ Right-click a feed in the Select a Feeds pane and select Add New Feed.

fdd Mew Feed
Delete Feed
Wiew/Edit Feed

A blank Properties pane appears:
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Properties
*Required Fields

*Feed Hame:

Description:

Index Terms:
Azzign Terms

Physical Dir Hame:
*File Hame:

URL Virtual Path:
Security Access:

{Hold Ctrl to select
multiple)

I the Mews

RszFeeds

Publish Every: |1Zhours v

Mote: To publish a feed at every given interval ywou need to
have at leazt one channel zelected in selected channels
container below,

Inthehews. xml

fRzsFeeds fInthemews, xml

Commerce Customer
Preferred Customer

Employes
Press

Complete the fee properties information as described in the following table:

Feed Property

Description

Assign Terms

Feed Name Enter name for this feed.
Description Enter a brief description of the contents or use of this feed.
Index Terms: Displays index terms assigned to this post, which Content

Manager displays in the Categories column in the posts lists.

e Click the Assign Terms link to specify index terms for
this post.

e The Assign Index Terms dialog appears.

e  Click the check box beside the Index Term folder or
individual Index Term to add to this list. If you select a
folder, a confirmation dialog appears, prompting you to
specify whether you want to add all terms in the folder.

e Click the “Save Index Terms” button.

Physical Dir Name

Name of physical directory where Content Manager stores feeds.

File Name

Name of physical file associated with this feed.

URL Virtual Path

Specifies the URL off of the main site’s domain (for example,
http://www.bridgelinedigital.com/) where a user can access the
RSS feed. For example, /RSS/NewsFeed/ would place the RSS
feed at the URL of
http://www.bridgelinedigital.com/RSS/NewsFeed/.

Security Access

Scroll through the security pick-list and click on a security level to
assign to this feed. Optionally, press Ctrl-click to select more
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than one security level.

Publish Every Click the arrow in the combo-box and select the term at which
you want Content Manager to publish this feed. You must

associate this feed with an RSS channel for Content Manager to
publish it.

R$S Channels

Search Available Channels |<earch

Available Channels Selected Channels

Il Title i
Game Day

Title

In the Mews
In the MNews

Team Jerseys

Save Changes Reset

e Select an RSS Channel for this feed:

- Click on a Channel in the Available Channels pick-list.
- Click to add that Channel to the Selected Channels pick-list.

- Click to remove a Channel from the Selected Channels pick-list.

e Click the “Save Changes” button. The RSS feed appears in the Select a Feed
pane.

9.6 Deleting an RSS Feed

Only users with the Content Administrator role can delete an RSS feed.

To delete an RSS feed, follow these steps:

e To locate a feed either enter a feed name in the Search field or Scroll through the

list.
e Right-click the name of the feed and select Delete Feed.
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&) 4dd Mew Feed

Delete Feed
Wi Edit Feed

A dialog appears prompting you to confirm deleting this feed: Click the “OK”
button.

The feed no longer appears in the Select a Feed pane.

9.7 Viewing / Editing an RSS Feed

To view and edit an RSS feed, follow these steps:

To locate a feed either enter a feed name in the Search field or Scroll through the
list.
Right-click the name of the feed and select View/Edit Feed.

) Add Mew Feed
P Delete Feed
%"ﬁewadit Feed

Information about the selected feed appears in the Manage Feeds container.
View or edit the feed information as described in the Adding a New Feed section
of this guide.

Click the “Save Changes” button.
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10 MANAGING DATA LIBRARIES

The Data Libraries consist of the following:

Content Items Library
Images Library

Files Library

Forms Library

Blogs Library

10.1 Managing the Content Items Library

Content Items are stored for use on the website in various libraries. Generally only
Content Administrators or Managers can edit the Content Library. You can perform the
following tasks for the Content Items Library:

Add a new content item

Edit properties or text of a content item
Assign index terms to a content item
Archive a content item

To manage the Content Iltems Library, you first select Libraries & Content Iltems from
the main navigation menu.

Libraries -
{E} Content [tems

Images
Files
Forms
Blogs
Comments
Find and Replace
Menus and Pages
Stvles
Page Templates
Content Definitions

ScHpts
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The Manage Data Libraries container appears with the Content Items tab active:

The Content Items tab displays the following:

e The Content Library directory tree structure on the left
o Alist of content items in the selected directory on the right. The Content Library
displays information about each content item.

Content Item Descriptions

Content Items Field Description

Display Content Manager automatically assigns a number
to each content item added to the library. Click
the Display heading to sort the content item list by

item number.
Title Name of content item in Content Manager.
Description Brief explanation of the content item.
Type Type of template used for this content item.
Status “Active” or “Archived.”

“Active” can be inserted into a page.
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Content Items Field Description
“Archived” exists in library but cannot be used in a
page.

Created Name of user who added item to library.

Last Edited Date on which content item was added or last
edited.

Edited By Name of user who last edited item.

10.1.1 Editing Content Item Properties

To edit content item properties:

¢ Right-click the content item and select Edit Properties:

& Add New Content

Edit Properties \n.
Assign Index Term
Archive

New Pages Using This Content

The selected content item fields become editable. You can edit the “Title” and

“Description”:
You are in Content Library > Unassigned Displaving 1- 10 of 108
Right-click for options inciude arctive [l Enable site display sort
Display| Il Title Il description Il Type Il Status | Il Created | |l Last Edited | Il Edited By | Il Actions
7 L
: g . ) . . L
145 |WwishfulThink  * Featured Active ibppsUser,i SM1202010 &0 dkppsUser,id) -d) @

To edit the XML content of an item, click the Edit icon =l The Manage Content
Definition pop-up appears.

o Edit the content in the editor window and click the “Save” button to save your
edits and return to the Content Items list.

e Click © under Actions to save all changes.
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10.1.2 Assigning Index Terms to a Content Iltem

You can assign index terms (tags that you can use programmatically to aggregate pages
or filter lists) to content items in a number of ways.

While editing or adding a Content Item, you can specify Index Terms by clicking the

. =]
Extra Info icon & Extra Info
Indexing Terms

e Enter index terms from your list.

Cancel

Alternatively, select Libraries » Content Items from the main navigation menu at
the top of Content Manager

Manage Data Libraries appears with the Content Items tab active.

¢ Right-click the content item and select Assign Index Terms.

& Add New Content
o Edit Properties
Aszign Index Terms
Archive
Copy Content
“iew Page:z Using Thizs Content

The Assign Index Terms dialog box appears:
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Expand Tres

B2 Index Terms
--|_J [ Image Type
--|_J|:| Game Day
--|_J|:| News
--|_) [ Topics

Save Index Terms Cancel

e Click the check box(es) beside an Index Term folder or individual Index Terms to
add to this list. If you select a folder, a confirmation dialog appears, prompting
you to specify whether you want to add all terms in the folder.

e Click the “Save Index Terms” button.

10.1.3 Archiving/Making Active a Content Item

Content Manager does not delete archived content items, but makes them unavailable by
moving them to an archived folder.

To archive a content item, follow these steps:

e Select Libraries & Content Items from the main navigation menu. The Manage
Data Libraries container appears with the Content Items tab active.

@ To view archived content items in the list, click the Include Archive check box
at the top of the content item list.

¢ Right-click the name of a content item and select Archive or Make Active as
appropriate.
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@) Add Mew Content
&7 Edit Properties
hszign Index Terms
Mhake hctive
Copy Content

Wiew Pages Using This Content

Content Manager displays a warning dialog indicating when a content item you
select to archive is being used:

Warning

“ou are about to archive a Content which is being used in multiple
Pages.

Il Page Hame Il Path
Muhammad Ali v.s Joe Frazier  USh MNationals:the-teamfgame-sch

Cancel

e Click the Archive button. Content Manager changes the status it displays for the
content item in the content item library list and either:

o Moves an archived file to the archived folder
o Removes an activated file from the archived folder.

10.1.4 Copying Content

You can create a new content item by copying the content of an existing content item.
To copy an existing content item, follow these steps:

e Select Libraries - Content Iltems from the main navigation menu.
Manage Data Libraries appears with the Content Items tab active.
e Right-click the name of a content item and select Copy Content.
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&) Add Mew Content

7 Edit Properties
#zzign Index Terms
Archive

Copy Content

Wiews Pages Using This Content

A dialog box appears:

WishfulThink
Contents Expand Tres

B-{_JCantent Library
[E] Unassigned (146
LJMarkatiarUhrary
HE) Us# Nationals (28)
FHE) Hews (2)
) The Team (10

Select Directory Cancel

o Enter a title for the new content item in the text field at the top of the dialog.
e Click the directory in which to store the content item.
e Click the Select Directory button.

Content Manager creates a copy of the selected content item and saves it with the
specified title in the content item library.

10.1.5 Viewing Pages Using a Content Item

To view the pages using a content item, follow these steps:

e Select Libraries = Content Items from the main navigation menu at the top of
Content Manager
Manage Data Libraries appears with the Content Items tab active.

e Right-click the name of a content item and select View Pages Using this
Content.
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@) 4dd MNew Content
57 Edit Properties
fzzign Index Terms
Archive
Copy Content
Wieww Pages Using This Content

A dialog appears displaying either:

o No pages use the selected content item
o List of the pages that use the selected content item.

Pages Using USA Nationals vs. Phoenix Cacti
Il Page Hame [} Path
Ush Mationals ws, US4 Mationalsithe-team fgame-schedule f-usa-n:

e Click the Close button to close dialog.

205

10.2 Managing the Images Library

The Images library stores image files for use on the website.

While managing the Images Library, you can perform the following tasks:

e Search Images Library

e Add images to directory

e Sort images in directory

e Editimage

o View/Edit image information

e View the history of an image and rollback to a previous version
e Show the actual size of an image
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e Assign index terms to an image
e Delete an image

To manage the Images Library, you first select Libraries 2 Images from the main
navigation menu at the top of Content Manager, or if already in Manage Data Libraries,
click the Images tab.

Libraries -

Content lkems
({b Images

Files

Farms

Blogs

Comments

Find and Replace

fienus and Pages

Styles

Page Templates

Content Definitions

Scrpts

The images tab is divided into three panes:

o Left pane displays: the Images Library directory tree structure
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e Right pane top displays: the Search images field and a large view of the selected
image
¢ Right pane bottom displays: a list of Images in the selected directory

From the Images Library you can perform the following actions with Images:

Pane Right-Click Context Menu Option
Left e Addimage(s) to directory
Right - Top e Search Images Library

e Assign index terms

e Editimage

e View/Edit image information
e Show actual size
e Delete image

Right - Bottom e Search Images Library
e Assign index terms
e Editimage

e View/Edit image information
e Show actual size

e Delete image

e Addimages

e View History / Rollback

e Sortimages by ..

e View pages using this image

10.2.1 Searching the Images Library

To search for an image in the Images library, follow these steps:

e Select Libraries 2 Images from the main navigation menu.
The Manage Data Libraries container appears with the Images tab active.
e Enter search term in the search field and click the Go button.

search Images Go *

Content Manager displays a list of images matching your search criteria:

iIAPPS® Content Manager User Guide



208 MANAGING DATA LIBRARIES

Back

that you can access.

@ The search results display only images from directories in the Images Library

The search results display the following information about each image listed:

Images Search Results Description

Column

File Name Name of physical image file.

File Title Title of image in Content Manager Images
Library.

Directory Images Library directory where image is stored.

Description Brief description of the content or use of this
image.

File Size Physical size of file in number of Kilobytes (KB).

Image Size Image display dimensions in pixels, specified as
width by height.
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Images Search Results Description

Column

Internal Keywords Specify any descriptive keywords about the
page to help power the internal site search
engine.

Alt Text Text to display in place of the image in the event
that a browser cannot display the image.

From the Search Results, you can:

Search Results Right-click Options | Description

View History / Rollback Displays image version and uploaded date
and allows you to rollback image to earlier
version.

Show Actual Size Displays the image size in a pop-up
window.

Open Image/File Directory Displays the Image Library directory tree.

After viewing search results, click the Back button to return to the Images Library list.

10.2.2 Sorting Images in a Directory

You can select the order by which images in a directory are sorted for display.
Sort options include by:

e File name

e File title

e File size

e Upload date

To select the order by which pictures are sorted in a directory, follow these steps:
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e Click the name of a directory in the Images directory tree.
The right panes display the images in that directory.

71 1he Wt X Or e (QINeE

e Right-click on an image in the bottom-right pane and select Sort Images By.

‘ Sort Images By @ File Name

e Click the sort type.

Content Manager sorts the images according to your sort order selection.

10.2.3 Adding an Image

To add an image to the Images Library from the

Directory Tree Bottom Images Pane

Right click on a directory and Right click on image and select Add
select Add Image(s) To Directory. | Images.
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Sort Images By

G Add Images

ﬁjEdit Image
Wiew History f Rollback

o Wiew/Edit Image Information
Show Actual Size

fzzign Index Terms

P Delete Image

Wiew Pages Using This Image

An Upload files dialog appears.

Image

Upload Filees) Chase

/ File Quick Upload

Click the Browse button to locate files.

A Select files dialog appears.

Locate and select the image to download and click the Open button.
The name of the image appears the Image / File Quick Upload dialog.

Click the Upload Files button.

An Upload Status dialog appears.

Click the Close button when the upload completes to close the Status dialog.
Click the Close button to close the Image / File Quick Upload dialog.

The uploaded image appears in the directory.
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10.2.4 Editing an Image

Content Manager provides you with the following options for editing an image:

e Crop

¢ Rotate left or right

o Flip vertically or horizontally
e Resize

To edit an image in Content Manager, follow these steps:

e Select Libraries - Images from the main navigation menu.
The Manage Data Libraries container appears with the Images tab active.
e Right-click on an image in the top or bottom images pane and select Edit Image.

Sort Images By
&) Add Images

E\].E;Edit Image
Edit Image Wiew History / Rollback
Wiew/Edit Image Information c,/;' Wiew/Edit Image Information

Wiew History f Rollback Show Actual Size
Show dctual Size bzzign Index Terms
dzzign Index Terms & Delete Image
&) Delete Image YWiew Pages Using This Image

An Editing image dialog appears:
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Edit the picture as follows:

&

Edit Option Description
ﬁ Crop image.
Rotate left.

Rotate Right.

i all Flip vertical.

¥

= Flip horizontal.
:E p horizonta
Resize

- By exact width and height of image:

- Constrained by specified width:

- Constrained by specified height:

Enter number of pixels in width and height
fields.

Click the Constrain: width radio button and
enter number of pixels in Width field.

Click the Constrain: height radio button and
enter number of pixels in height field.

To cancel changes and:
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Keep Editor Open Close Editor

Click the “Reset Original Image” | e
button. Content Manager .
discards changes and keeps
image open in editor.

Click the “Close” Button.
A dialog appears, warning that changes will be lost.

r |
The page at http:/ftemp.iappsdemo. bridgeli... g|
e Are you sure you want to close?
Any unsaved changes will be lost,

Cancel

Click the “OK” button. Content Manager discards
changes to the image and closes the editor.

To save changes to:

Existing File

New File

Click the “Save” Button. A dialog
appears prompting you to confirm.

=

S
The page at http:/ftemp.iappsdemo. bridgeli... E|

0 Are you sure you want to save the changes?,

Click the “OK” button. Content Manager
overwrites existing image file to reflect
edits and closes the image editor.

e Click the “Save As” button. A save content
dialog box appears.

e Enter a title for the new image in the text
field at the top of the dialog.

e Click the directory in which to store the
content item.

e Click the Select Directory button. Content
Manager saves the edits to a new Image
file with the specified title in the Images
Library and closes the image editor.

10.2.5 Inserting Image Maps

You can turn your images into “image Maps” once inserted. This simply means choosing

one or more areas that will operate as a hyperlink and bring you to another page in the
site or an outside url in the same way that a text hyperlink does. You might want to do
this to allow clickable text within an image or to allow “button” functionality within an

otherwise solid image.

To create image maps,

1. Select an image in a content area, content definition, or container, right click the
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image and select Image Map Editor.

%' Properties...
& Image Map Editor

2. Inthe Image Map Editor dialog box, choose an appropriate shape (circle or
square).

Sedact Area Shape

@ Rectangle - Circle New Arms

3. Click on the image and drag your mouse to create the “hot spot” for your image.
It will appear as an aqua shape. You can drag the area around the image and
resize it by dragging on the tiny red square at the edge of the image map.

Image Map Editor

(Preview

4. Next enter the URL you would like your area to connect to.

5. Next, select how you want your area to behave. Opening in a New Window is
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best for external URLs and Same Window is best for within your site.

6. Be sure to add alternate text.

| DEIECT Area dnape

() Rectangle @ Circle | New Area

f befine Afea ﬁroper{ies
Left: |157\px Top: \L!px

Width: |]E| px Height: px

URL: |http://

Target: Target v

Alt Text: | New Window
Parent Window
| Same Window
|__Update | Browser Window Il |
_| Search Pane -
Media Pane
| OK 1 Cancel

7. If you want to add more than one hotspot, simply click “New Area,” and then
return to the photo or graphic to add another shape. If you decide you’'ve made a
mistake, highlight the hot area and click “Remove Area”

8. Click “OK” when you are finished to return to Site Editor. Don’t forget to Save as
Draft , publish the page or submit it to workflow.

10.2.6 Viewing/Editing Image Information

To view and edit image information, follow these steps:

e Select Libraries = Images from the main navigation menu or click the Images
tab in the Manage Data Libraries container.

¢ Right-click an image in the top or bottom images pane and select View/Edit
Image Information.

Sort Images By [3
@ Add Images
o7 Edit Image | Edit Image
E\].%Viewadit Image Information | Ve HistorURallEREl
N ! isw/Edit Image Informati
“Wiew Hiztory / Rollback ‘{5 ilsollerall IS LCLIEI TS
) Show Actual Size
Show Actual Size )
tzsion Index Terms
bzzign Index Terms © Delete Image
@ Delete Image “Wiew Pages Using Thiz Image
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An image information pop-up appears:

File Hame
File Title | DERICK, jpz

Description | pp RlCK'iP,%

Keywords

Index Terms

Alt Text

Edit Image » Cancel

View or edit the image information as follows:

Image Info. Field Description

File Name Name of physical image file.

Title Name of image file in Content Manager.
Description Brief explanation of the content or use of the image.
Keywords Enter or edit keywords.

Index Terms Remove index terms from this image.

Alt Text Text to display if a browser cannot display image.

e Click the Edit Image button to save your edits.

10.2.6.1 Viewing/Editing Image Properties
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You can also see and change image Properties by right-clicking on an image that is

inserted into a page.

This will bring up a dialog box that will
allow you to add descriptions and Alt Text
(described in the table above) as well as
easily change the picture size, margins
(the space between the image and its
surrounding text) or add or change the
image border color and width. Click on
Image Alignment to change the alignment
of the image within the text area or
container (centered, up, down, or left or
right). Click “OK” to continue.

FE
~

E
H E =
=

% Properties...

width [ 340] px—
Height |E]|px—q]

Border Color | {y -

Border Width -

Alt Text |

Leng Description |

Image Alignment | J§ ™

Image Src |hitp://iappsdema.bridgel|

Right|
Left |

Top |

- -
- -
- -
- -

Margin
Bntt0m|

C55 Class | Apply Class -

QK Cancel

10.2.7 Viewing Image History/Rolling-back an Image

To view image history or rollback to a previous version, follow these steps:

Select Libraries 2 Images from the main navigation menu or from the Manage Data

Libraries page select the Images tab.

Right-click an image in the top or bottom images pane and select View History / Rollback.
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Sort Images By
i@ Add Images
o Edit Image
g\-’iew History ¢ Rollback

Wiew /Edit Image Information

& Edit Image
&7 View/Edit Image Information
| View History / Rollback Show dctual Size
bzzign Index Terms
€ Delete Image

“Wiew Pages Uszing Thiz Image

Show Actual Size
fzzign Index Terms
&9 Delete Image

The Image History for [selected image] page appears, displaying the information
described in the following table:

B Tt Been)

Lytupted By ‘

Brtorw (o bwagn Ldewy ‘

Image History Field Description

Version # Each time a user edits an image and saves the

changes, Content Manager saves a unique copy

of the image and assigns it a two part version

number, #.#.

Content Manager increments the version number

as follows:

e  First part - increments each new day that an
image is saved.

e Second part - increments each time on any
given day that the image is saved.

File Size (KB)

Physical size of file in number of Kilobytes (KB).

Date First Used

Date on which a user first selected to insert this
image in a page or page template.

Uploaded By

Name of user who uploaded image into Image
library.
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After viewing image history, click the Return to Image Library button to exit.

Optionally, to rollback the image to an earlier version, right-click on the version you want
to rollback to and select Rollback to This Version.

{b Roll Back to This Yersion

Content Manager rolls the image back to the selected version and displays the Image
Library.

10.2.8 Viewing Actual Size of Image

Only users with the Content Administrator or Manager role can edit image information.
Users with the viewer role can only view the image information.

To view actual size of an image, follow these steps:

Select Libraries - Images from the main navigation menu. The Manage Data Libraries
container appears with the Images tab active.

Right-click an image in the top or bottom images pane and select Show Actual Size.

Sart Images By
@ Add Images
o Edit Image
Wiew History / Rollback

o Edit Image
o Wiew/Edit Image Information
Wiew History f Rollback

6) Wiew/Edit Image Information
Show fctual Size
shews Actual Size fzzign Index Terms

dzgign Index Terms €3 Delete Imase

@ Delete Image Wiew Pages Lsing Thizs Image

Content Manager displays a full size view of the image in a pop-up window:

Click the Close button to close the pop-up window.

10.2.9 Assigning Index Terms to Image

To assign index terms to an image, follow these steps:

e Select Libraries - Images from the main navigation menu.
The Manage Data Libraries page appears with the Images tab active.
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e Right-click an image in the top or bottom images pane and select Assign Index
Terms.

Sort Images By
@) Add Images

o Edit Image
Wiew History ¢ Rollback

o7 Edit Image
&7 wiew/Edit Image Information
Wiew History / Rollback

6/’ Wiew/Edit Imagze Infarmation

Showe Actual Size

Show Actual Size #szign Index Terms
{F_n;] fssign Index Terms € Delete Image
€D Delete Image Wiew Pages Using This Image

The Assign Index Terms dialog box appears:

Expand Tres

E|--|;,I Index Terms
--|;,I [ Image Tvpe
|;,||:| Game Day
B 0 News
--|;,I [ Topics

Save Index Terms Cancel

e Click the check box beside the Index Term folder or individual Index Term to add
to this list. If you select a folder, a confirmation dialog appears, prompting you to
specify whether you want to add all terms in the folder.

e Click the “Save Index Terms” button.

10.2.10 Deleting an Image

To delete an image, follow these steps:
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e Select Libraries 2 Images from the main navigation menu. The Manage Data
Libraries container appears with the Images tab active.
¢ Right-click an image in the top or bottom images pane and select Delete Image.

Sart Images By
& Add Images
o Edit Image

| Edit Image Yiew History ¢ Rallback
& Wiew Edit Image Information

6/7 Yiew/Edit Image Information

Wiew History / Rollback Show detuaiees

Showr ActualCies fzsign Index Terms

fzzign Index Terms % Delsts Imaze

@ Delete Image

A warning dialog box appears, prompting you to confirm that you want to delete image:

Wiew Pages Using Thiz Image

Warning

“fou are about to delete TrklU, jpe from this Page. This will not affect
any other use of the Image on this Site,

Il Page Hame I Path

Mo ftems Found.

Are you sure you want to do this?

Delete Image Cancel

e Click the Delete Image button.

Content Manger permanently removes the image from the Image Library.

10.2.11 Viewing Pages Using an Image

To view pages using an image, follow these steps:

e Select Libraries - Images from the main navigation menu.
The Manage Data Libraries page appears with the Images tab active.
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e Right-click an image in the bottom images pane and select View Pages Using
This Image.

Sort Images By

& Add Images

" Edit Image
Wiews History / Rollback

& Wiew/Edit Image Information
Show Actual Size
Azzign Index Terms

& Delete Image

;{b Wieww Pages Using This Image

A dialog appears displaying either:

o No items found or
o Alist of the pages that use the selected image.

Pag=s Using
nck_mangold _wobsite _thumd jpe

fanAsey ron

hwewlend

Click the Close button to close dialog.

@ Note: This functionality only works immediately when an image is inserted into
an image container on a template. If you insert images into a rich text
container, it will not come up as being used on that page until the site is

refreshed overnight.

10.3 Managing the Files Library

To manage the Files Library, you can perform the following tasks:
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e Add afile

e View afile

o Edit file properties

e View the history / rollback a file
o Delete afile

e Assign index terms to a file

e View pages that use a file

To manage the Files Library select:

Libraries - Files or if already in Manage Data Libraries, click the Files tab.

 POPEDEODE0{ ;

The Files tab displays the following:

e The Files Library directory tree structure on the left
e Alist of files in the selected directory on the right

The Files library displays the following information about each file in the selected

directory:

Files Library Field

Description

Type

File format or association with program that
created it.
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File Name Name of physical file.

File Size Size of physical file in Kilobytes (KB).

Description Brief description of the content of the file or its
use.

Tooltip Information about this file that Content Manager
displays as a tooltip.

10.3.1 Adding a File

Only users with the Content Administrator or Manager role can add a file. Users with the
Viewer role can only view the contents of this library.

To add a file to the Files Library, from the

Directory Tree

Files List

Right click on a directory and
select Add File(s) To Directory.

Right click on a file in the files list and
select Add File.

{% hdd File
Wiew File

o Edit Properties

ED Delete Directory
& Add Sub-Tirectory

ﬁﬁdd Filelz] to Directory dzzign Index Terms
Wiew/Edit Permizzions YWiew Pages Using Thiz File

Wiew Hiztory £ Rollback
€3 Delete File

A new row appears in Files list with editable fields.

Right-click for options
Il Type |l File Hame Il File Title

03 -

You are in File Library > Unassigned

[izplaving 1 - 10 of 31

Il File Size Il Description Il Tool Tip ll Actions

28
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Complete the new file information as follows:

Files Library Field

Description

File Name

e Click |-J to select the file to add.
e An Upload File dialog appears.

Upload File

Browse

Upload File Close

e Click Browse

e Locate and select the file to upload

e Click Open. The name of the selected file appears in
the Upload File dialog.

e Click Upload File. The name of the selected file
appears in the File Name field.

File Title

Enter a name for this file in CMS.

Description

Enter a brief description of the contents of this file or its
use.

Tooltip

Optionally, enter information about this file for Content
Manger to display as a tooltip.

Optionally, to specify indexing terms, click the Extra Info icon &

The Extra Info pop-up appears:

Extra Info

Indexing Terms

Cancel
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Add index term and Click @ under Actions to Save.

Content Manger adds the new file to the Files library.

10.3.2 Viewing a File

To view a file, follow these steps:

Select Libraries - Files from the main navigation menu or the Files tab of the Manage
Data Libraries container.

Right-click the file you want and select View File.

&) Add File

Wiew File
o Edit Properties

Wiew History £ Rollback
€9 Delete File

fzzign Index Terms

Wiew Pages Using Thiz File

Content Manager displays the content of the file in a new browser window.
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LS Natisnals: Errar - Meccilia Fimlex

-9 Ntpe e lagmrsene Secyelr et s coy B Fage. el oo pe

* USA NATIONALS

R0 A0HTS D R s LT T AL i AN Y D g GO08S0E The Ml o

Close the window when you finish viewing the file contents.

10.3.3 Editing File Properties

To edit the properties of a file, follow these steps:

Select Libraries = Files from the main navigation menu or the Files tab of the Manage
Data Libraries container.

¢ Right-click a file and select Edit Properties.

&) &dd File

Wier File
{ngdit Properties

Wiew History 7 Rollback
& Delete File

fzzion Index Terms

Wiewr Pages Using This File

The property fields for the selected file become editable:
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=

l

You are in File Library > SiteFiles
Right-click for options

Il Type File Name Il File Titie

| Il Fite Size

| White paper &
88,588

and user v user v

Displaying 1- 1 of 1 1

Il ‘Description Il Tool Tip Actions

Portais: It's A& &

AL About the

about portals

Edit the file properties as described in the Adding a File section.

e Click @ under Actions to save all changes.

229

10.3.4 Viewing File History / Rolling-back

To view the history of / rollback a file, follow these steps:

Select Libraries = Files from the main navigation menu or the Files tab of the Manage
Data Libraries container.

Yrrven &

Right-click a file and select View History / Rollback.

@ 4dd File

Wiew File

) Edit Properties
@View History / Rallback
€D Delete Fils

fzzign Index Terms

“iew Pages Using Thiz File

The History for selected image page appears, displaying the information

described in the following table:

Ao At et adire 2 ge) :

AT
Foe L 0N

Sele st Lher)

it JEAS PC PRSI R

Wibaashmd 1y

Fawtorn o e Ulwwry
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File History Field

Description

Version #

Each time a user saves a file, Content Manager

saves a unique copy of the file and assigns it a

two part version number, #.#.

Content Manager increments the version number

as follows:

e  First part - increments each new day that a
file is saved.

e Second part - increments each time on any
given day that the file is saved.

File Size (KB)

Physical size of file in number of Kilobytes (KB).

Date First Used

Date on which a user first selected to insert this
file in a page or page template.

Uploaded By

Name of user who uploaded file into Image
library.

o After viewing file history, click the Return to Image Library button to exit.

Optionally, to roll back the file to an earlier version, right-click on the version you want to

rollback to and select Roll Back to This Version.

Content Manager rolls the file back to the selected version and displays the Files Library.

@ Roll Back to This Yersion

10.3.5 Viewing Pages Using a File

To view pages that use a file, follow these steps:

e Select Libraries - Files from the main navigation menu or the Files tab of the

Manage Data Libraries container.
e Right-click a file and select View Pages Using This File.
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&) Add File

Wien File
& Edit Properties

Wiew History / Rollback
&P Delete File

fzzign Index Terms

@‘u"iew Pages Lsing This File

A dialog appears displaying either:

o A message that no pages use the selected file
o Alist of the pages that use the selected file.

Pages Using Analytics_Definitions.pdf
Il Page Hame [} Path
Mo ftems Found

e Click the Close button to dismiss the dialog.

@ Note: This functionality only works immediately when a file is inserted into a
dedicated container on a template. If you insert files into a rich text container,
they will not come up as being used on that page until the site is refreshed or
indexed overnight.

10.3.6 Deleting a File

To delete a file, follow these steps:

e Select Libraries - Files from the main navigation menu or the Files tab of the
Manage Data Libraries container.
e Right-click a file and select Delete File.
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@) 4dd Fils

Wiews File
o Edit Properties

Wiew History / Rollback
% Delete File

fizzizn Index Terms

Wiew Pages Uszing This File

A warning dialog appears, prompting you to confirm deleting the file and all of its
versions.

e Click the “Delete” button.

A file deleted successfully dialog appears.
e Click “OK”.
Content Manager removes the deleted filed from the Files library.

10.3.7 Assigning Index Terms to Files

To assign index terms to a file, follow these steps:

e Select Libraries = Files from the main navigation menu or the Files tab of the
Manage Data Libraries container.

¢ Right-click a file and select Assign Index Terms. The Assign Index Terms dialog
appears:

Expand Tres

B Index Terms
--|_J [ Image Tvpe
--|_J|:| Game Day
--|_J|:| Mews
--|_J [ Topies

Save Index Terms Cancel
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e Click the check box beside the Index Term folder or individual Index Term to add
to this list. If you select a folder, a confirmation dialog appears, prompting you to
specify whether you want to add all terms in the folder.

e Click the “Save Index Terms” button.

10.4 Searching / Finding / Replacing Data Libraries

You can search the Data Libraries to find, or to find and replace a term included in a file
or item in the Data Libraries or specified as the value of property of a file or item in the
Data Libraries.

Libraries -
To begin searching the Data Libraries, either:

Content ltems

e Select Libraries 2 Find and Replace from the menu ::ES
bar, or click on the Find and Replace tab of the Manage —
Data Libraries Container.

Blogs
Comments

@ Find and Replace
Menus and Pages
Styles
Page Templates
Content Definitions

Scripts

Finding
To find or to find and replace in the data library:

e Specify find and replace criteria as described in the following table:

Search Criteria Description

Look in: Click the checkbox beside each of the Data Library
sections in which to search.

Find what: Specify a search term as:
e Aletter

e A portion of a word
e A complete word
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e A phrase (multiple words separated by spaces)

Replace with: Specify a term to replace the search term as:

e Aletter

e A portion of a word

e A complete word

e A phrase (multiple words separated by spaces)

Match case Click the Match case check box for Content
Manager to find only terms that match the exact
case as you entered the search term.

Whole words only Click the Whole words only check box for Content
Manager to find only whole words that match the
search criteria that you entered.

Replace with: Optionally, specify a term to replace the search
term.

Content Manager performs the replace as a
separate operation from the find so you can specify
a replaced term either before running or after
running a search and successfully locating items
that match the search criteria.

e Click the Find button.

Content Manager displays the results of the search at the bottom of the page:

Optionally, to view where the search criteria term appears in an item appearing in the
search results, click il in the Preview column of that item.

iIAPPS® Content Manager User Guide



MANAGING DATA LIBRARIES 235

Content Manager displays a preview of the search term located:

Within a document:

Search Preview
-
Vow - e
wtry yeat
.
L gy ¢ - ¥ g .t ‘
- ,
The L6 Wt yomat 1ty tagire wih thee ot of dnvare Wivang play et b rede 0 o WP calter Graphic
DsaTecs, 3 1Ak 1 o of Liwy Eag Wt OR300 AN i W I NG Dewsbife vz, M Of MGy on0K Ty b eg the 114
L e e |
1440A Mt [y
v A0, The it 21 Hee LA Hirt i boe wort Yawn The RatErn Awegand
e vry ey v e e trivy v Wl 3Rt WYy O PR A g —
WHEE T AR (0wl ] i) AFBTIng TAMEE, T ) ey 1L 1 MATAORal] e i) st T Lradiitey Laaing iy
e addten, the Netenadt s boen recagitsed try Inc 500 el Delote Past 20 2f the Sactert growing comparass I the
| O % v 1 Bt CAZ T, o D2 600 1) OF The e Mo 4 Kng tine Covg. &
20 Mool Meas Casc 3 4Om T, On Souc, O Dudget™” Sut's Sae aay we 11
-
e

Within a Data Libraries properties section:

Search Preview

‘Title

FinanceDocument Three, pdf

‘Descrimion

FinanceDocumentThres, pdf

‘Tuuuip

FinancebocumentThree, pdf

e Click the Close button to close the preview

dialog.
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Replacing

To replace a term that appears in a Data Libraries file or properties field, follow these
steps:

Enter a replacement term in the Replace with: field in the Search Criteria section of the
page, if you haven’t already.

Select the items in the search results list for which you want to replace the Find term as
follows:

Select File Method Description

All search results items Click the checkbox in the left corner of the
Search Results header field to replace the
found term in all search results.

Selected items Click the checkbox beside each item to select.

e Click the Replace Selected button.

A dialog appears displaying the selected replacement conditions and prompting
you to confirm that you want to perform this action:

Confirmation

Are you sure you want to replace all instances of "awards" with "prizes" in the
selected items? Thizs action cannot be undone,

cancet |[ ves |

e Click Yes. A Find and Replace progress dialog appears:

Optionally, click il in the Preview column of a selected item to view the changes.
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10.5 Managing Data Libraries Directories

Only users with the Content or Site Administrator roles can add or edit directories and
sub-directories in the Content Items, Images, Files or Forms Libraries.

You can manage the directories of the following Data Libraries:

Content Iltems
Images

Files

Forms

To manage these directories, you can perform the following tasks:

e Add directory under library root directory

e Add sub-directory under a library sub-directory
e Rename a directory

e Delete a directory

¢ View / Edit permissions

You can also upload files to the Files Library and images to the Images Library.

10.5.1 Adding a Directory under the Library Root

You can add a directory under the library root directory.
To add a directory under the library root directory, follow these steps:

e Right-click on the library root directory name (Content Library, Image Library, File
Library, or Form Library) and select Add Directory.

EHZ) Form Library

- o fidd Cirectary I_| Unassigned
|_| i| ] Contact Us (4)

E |_| Samples (2]
ationa
{5 Ush Natianals (2)

_atew o [

=) Form Library

e A New Node appears in the directory tree:
e Enter a name for the new directory and press Enter.

10.5.2 Adding a Sub-Directory

This example shows how to add a sub-directory in the Content Items Library. The steps
are the same for the other Libraries.

To add a sub-directory, follow these steps:
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e Right-click the directory to which you want to add a sub-directory and select Add
Sub-Directory.

% Add Sub-Directory
Rename Cirectory

ED Delete Directory

& iew Edit Permissions

A new node appears under the selected directory:

B Content Library
|__| Unazsigned (147)
H-[) Marketierlibrary
B USA Nationals (28]

|__| Fan Zone (6]
I__| Ir'-lE"-"'-" Mod E!
) Mewss 12]

B2 The Team (10]

e Enter a name for the sub-directory and press the Enter key.

10.5.3 Renaming a Directory

This example shows how to rename a directory in the Content Items Library. The steps
are similar for the other Data Libraries.

To rename a directory, follow these steps:

¢ Right-click the directory and select Rename Directory.

@) Add Sub-Directory
Rename Directory

D Delete Directory

o Wiew/Edit Permissions

The directory name becomes editable:
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B Cantent Library

|__J Unassigned (147)
--|_J Marketierlibrary
EHEJ USh Nationals (28)
{2 Fan Zone (6]

|__J I".-'-Upptﬂ'tEI‘ En:nne-

o Edit the directory name and press Enter.

10.5.4 Deleting a Directory

When you delete a directory, Content Manager moves any files in that directory to the
unassigned directory for that Data Library.

This example shows how to delete a directory in the Content Items Library. The steps are
similar for other Data Libraries.

To delete a directory:

¢ Right-click the directory and select Delete Directory.

@) Add Sub-Directory

Rename Cirectory
Delete Directory
WiewEdit Permizzions

A dialog appears prompting you to confirm that you want to delete this directory:

e Click the “OK” button.

Content Manager deletes the directory and moves any files in that directory to
the unassigned directory for that Data Library.

10.5.5 Viewing / Editing Permissions for a Directory

This example shows how to view/edit permissions in the Content Items Library. The steps
are similar for the other Data Libraries.

To view/edit permissions, follow these steps:

e Right-click the directory and select View/Edit Permissions.
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@ Add Sub-Directary
Rename Cirectory

€D Delete Directory

@Vﬁew:‘Edit Permizzions

The Manage CMS Groups tab appears:

| Managn CW thart | Marage Waberts e
My urade a0 Lanslieg CHC Grww Varw R CNT Grynap Petvmssomen
Dinpihay pos mbiitbons by () 1o Oiser i s
Salact & Duectory Pet mrttod Lhoon/Gaompn dat then Direchaiy
e e e
Comtrny & Liyess e fowet Gt gy [) ey
=i Wt ' Calopoay Nowwnt Venags Narm
C 2 u

s Select AF | il

Shaw AR Groags

| Soamhesgrs | Concm

Click on the directory you want to view in the Contents directory tree.
The Permitted Users/Groups for this directory appear in the Groups tab.

View and edit the permissions as needed and click the “Save Changes” button to
save changes and return to the Data Library or the “Cancel” button to return to
the Data Library without saving changes.
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11 MANAGING DISPLAY LIBRARIES

This chapter contains step-by-step instructions on how to manage Display Libraries. The
Display Libraries consist of the following:

e Styles Library

e Page Templates Library

e Content Definitions Library
e Scripts Library

@ Only Content Administrators can perform the actions in the chapter.

11.1 Managing Style Library Contents

Cascading Style Sheet (CSS) files automatically format content so that users are saved
this step and uniform styles are used for content through the site. To manage the Styles
Library, you can perform the following tasks with CSS files:

e Add aCSSfile

e Archive/Make Active

o Edit properties

e View the CSS source file

e View pages using a CSS file

To manage the Styles Library, select Libraries 2 Styles from the main navigation menu
at the top of Content Manager:

Libraries -
Content [tems
Images
Files
Farms
Blogs
Comments
Find and Replace
Menus and Pages

{b Styles
Page Templates

Content Definitions

Scripts
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The Manage Display Libraries container appears with Styles tab active:

[TTRTRP TR T

The Styles tab displays the following:

e The Styles Library directory tree structure on the left
o Alist of styles in the selected directory on the right

The Style library displays the following information about each Style:

Style Library Field Description

CSS File Name of physical .css file associated with this style.

Title Name of style in Content Manager associated with
this .css file.

Status Active or Archived.

Active styles are available for use on a Page
Template or Page.

Archived styles exist in the library but are not
available for use on a Page Template or Page.
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Style Library Field Description

Description Brief explanation of the contents or use of this style.

Media Type Specifies the type of media that renders this style
when accessing page.

Options include:
All, Screen, Projection, Handheld, Print

Global Click checkbox to indicate that this style is applied
globally to all pages/page templates throughout
IAPPS CMS.

Conditional CSS Specifies conditions under which to use this Style.

11.1.1 Adding a CSS File

You add a CSS file when you want to establish a new style for use in Pages. To add a
CSS file, follow these steps:

e Select Libraries =2 Styles from the main navigation menu. The Manage Display
Libraries container appears with the Styles tab active.
¢ Right-click on an existing CSS file in the Style library list and select Add CSS

File.
% fdd 55 File
ihake Active

& Edit Properties

Wiew C55 Source

Wiew Pages using this C55

A new row with editable fields appears in the Style library list:

You are in $tyle Library » CommerceStyles Displaying 1- & of &

Wrlobal sdyles (C55 fles) apply fo ol pages § page 2emplates and canned be removed,
Right-click for options

Il CS% File Il Title Il Status Il Descripl | Il Media Type Il Global | Il Conditional Css Il Actions
~
EJ SCreen -
= [
Projection O oe
Handheld [

e Complete the new style definition.
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e Click © under Actions to save this style. The new style appears in the Style
library list.

11.1.2 Archiving / Making Active a CSS File

Only users with the Content Administrator role can archive a CSS file.

@ An archived CSS file is not deleted from CMS, but moved into an archived
folder.

To archive/make active a CSS file, follow these steps:

Select Libraries = Styles from the main navigation menu. The Manage Display
Libraries container appears with the Styles tab active.

Right-click on an existing CSS file in the Style library list and select Archive or Make
Active as appropriate.

& 4dd C55 File (@ hdd 35 File
Archive Make Active
& Edit Properties & Edit Properties
Wiew C55 Source Wiew 055 Source
Wiews Pages uzing this C55 Wiew Pages uzing thiz C55

IAPPS CMS changes the status it displays for the style in the Style library list and either:

e Moves an archived style to the archived folder
¢ Removes an active style from the archived folder.

11.1.3 Editing CSS File Properties

To edit CSS file properties, follow these steps:

e Select Libraries - Styles from the main navigation menu. The Manage Display
Libraries container appears with the Styles tab active.

¢ Right-click on an existing CSS file in the Style library list and select Edit
Properties.
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& Add C55 File
Make dotive

E\[SEdit Propertiesz
Wiew C55 Source

Wiew Pages using thiz C55

The property fields of the selected css file become editable:

You are in Style Library > Unassigned Dizplaying 1- 2 of 2

Hrlabal shyles (C55 fles)apply 2o qll pages f page femplates and cannot be removed,
Right-click for options

Il CS5 File Il Title Il Status Il kescripd | I Media Type Il Global | Il Conditional Css Il Actions
s [
efthai
f Screen y
i Ej Lefthlaw*  Archived ation.csz 3
Lefthavigat G |p o en O Qe
Handheld |«

o Edit the properties of this css file as described in Managing Style Library
Contents.

e Click O under Actions to save changes to this style.

The property changes appear in the Style library list.

11.1.4 Viewing a CSS Source File

To view a CSS source file, follow these steps:

e Select Libraries = Styles from the main navigation menu. The Manage Display
Libraries container appears with the Styles tab active.

¢ Right-click on an existing CSS file in the Style library list and select View CSS
Source.

@) Add 55 File
fhake Active
& Edit Properties

Wiew 055 Source

Wiew Pages uzing thizs C55

Content Manager opens a new window or tab in your Internet browser and displays the
content of the selected .css file:
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- C ot o |_¢| - ov IJ http:fftemp.iappsderma, bridgelinedigital . com)Style Libra

[

| ] iAPPS Content Manager: Manage Displ... I_] http:/ /temp.iap...s/MyAccount.css E
div.CustomerForms

{

width: 720px:

horder-top: dashed 1px #ccoocoo:

overflow: hidden;

margin-left: Z0px;

div.CustomerForms div.firstColunn, div.CustomerForms div.secondColumn

width: 354px:
float: left:

div.CustomerForms div.firstColumn

horder-right: dashed 1px ficccocoo:
padding-right: Spx:

div.CustomerForms div.secondColumn

padding-left: Spx:

o View the CSS source file, then close the browser tab or window when you finish.

11.1.5 Viewing Pages Using This CSS

Only users with the Content Administrator role can view pages using a CSS file. To view
pages using a CSS file, follow these steps:

e Select Libraries - Styles from the main navigation menu. The Manage Display
Libraries container appears with the Styles tab active.

¢ Right-click on an existing CSS file in the list and select View Pages using this
Css.

& Add C55 File
Make Active

7| Edit Properties
Wiew C55 Source

@ Wiew Pages using thiz C55

A Pages Using [CSS file] dialog appears, displaying either:

o Alist of the pages using the selected CSS file
o A message indicating that no pages reference the selected CSS file
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Pages Using [Tree view css.css]

The following pages reference the above C55:

Il Page Name

Guidelines

[‘ Cancel

View the dialog, then click the “Cancel” button to return to the Style library.

11.2 Managing Page Templates Library Contents

To manage the Page Templates Library, you perform the following tasks:

e Add a page template

e Preview a page template

e Archive/Make active a page template
o Edit properties

o View pages using a page template

To manage the Page Templates Library, select Libraries > Page Templates from the
main navigation menu, or if you are already on the Manage Display Libraries container
click the Page Templates tab.
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Libraries -

Content [tems
Images
Files
Farms
Blogz
Comments
Find and Replace
Menus and Pages
Styles

{lj Page Templates
Content Definitions

Scrpts

The Manage Display Libraries container appears with the Page Templates tab active.

Mg CHOK on a8 E3ITIRg STRCIBOY W

Yow wo b Page Tomplote Ldamy  Weasiomeed

Thrs pugs trpehas Low e Kolmery gemel O3 | | Jenpt - Cormmerceltymt, € 6,5 T Aem Srett

Pactos | Cormmevcr ooty prattyChets gy o LY D ostem wm oo 11 oo

- R L L T Iy wa—

LU gt cho: e et

P R | - DT §OUaR b Dk Coslamiin & Pt Aswas

R, L T

Pagy | bsten B Einc e

U]l W S

The Page Templates tab displays the following:

e The Page Template Library directory tree structure on the left
e Alist of Page Templates in the selected directory on the right

The Page Templates library displays the following information about each template:
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Page Template Field Description

File Name Name of physical .ascx file associated with this page
template.

Image Image file that shows example of page template format.

Title Name of page template style.

Status Active or Archived.
Active page templates can be used for creating a new
page.
Archived page templates exist in the library but cannot
be used to create new pages.

Description Brief explanation of the contents or use of this page
template.

Customize Click CSS or JS to select additional CSS (style) or JS
(script) files to add to this template.

Part Click part check box to indicate that this template is a
page part; a template used in other templates.

11.2.1 Adding a Page Template

Only users with the Content Administrator role can add a page template. To add a page

template:

e Select Libraries > Page Templates from the main navigation menu. The

Manage Display Libraries container appears with the Page Templates tab

active.

e Right-click the name of an existing template and select Add Page Template.

3 Add Pagze Template

o Edit Properties

Archive

Wiew Pages uzing thiz Template

A new record appears in the page template list with editable fields:
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You are in Page Template Library > ACME Dizplaying 31 - 14 of 14

These page templates use the following glabal C35 || Script : Commercestyles,|E §,1E 7 Main,Pretty

Photal | Commerce, jquery . prettyPhota, jquery-ui-1.7. 2. costam,. min,Global, jz modalba

rlobal C35 | | Scrip? applies fo all page templates and cannot be removed,

Right-click for options

Il File Hame: Il Image Il Title Il Status Il description Customize | Il Part | Actions

US| s 2 === O 90

Enter the new page template information as described in the following table:

Page Template Field | Description

File Name To add a .ascx file for this page template, click 5}

An Upload File dialog appears.

Upload File

Browse

Upload File Close

Click “Browse.”

Locate and select the .ascx file associated with this page
template.

Click “Open.” The name of the selected file appears in the
Upload File dialog.

Click “Upload File.” The name of the selected file appears
in the “File Name” field.

Image To add an Image file that shows an example of this page
template, click EJ An Upload File dialog appears.

Click “Browse.” Locate and select the image file
representing this page template.
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Page Template Field | Description
Click “Open.” The name of the selected file appears in the
Upload File dialog.
Click “Upload File.” The name of the selected file appears
in the Image field.
Title Enter a title for this page template.
Description Enter a brief explanation of the contents or use of this page
template file.
Customize Click CSS or JS to select an additional CSS (style) or JS
(script) file to add to this template.
A Customize Style or Script dialog appears:
Customize
Style
Elog_Styles
Calendar
Save Cancel
- Select a file from the list.
- Click Save.
Part Click part check box to indicate that this template is a page
part; a template used in other templates.

e Click o under Actions to save this new page template record.

251

11.2.2 Viewing Pages Using a Template

You can view pages that use a template. To do so:

e Select Libraries - Page Templates from the main navigation menu.
The Manage Display Libraries container appears with the Page Templates tab

active.
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e Right-click the name of an existing template and select View Pages using this
Template.

@ f4dd Page Template
Archive
o Edit Properties
{b YWiew Pages uszing thiz Template

A dialog appears displaying either:

o No pages use the selected template
o List of the pages that use the selected template.

Pages Using Email Confirmation

The following pages reference the above template:

I Page Hame

EmailConfirmation

Click the “Cancel” button to close the dialog.

11.2.3 Archiving / Making Active a Page Template

To archive a template, follow these steps:

e Select Libraries > Page Templates from the main navigation menu at the top of
the IAPPS CMS page. The Manage Display Libraries container appears with
the Page Templates tab active.

¢ Right-click the name of an existing template and select Archive Template.
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@ #dd Page Template
Archive
o Edit Properties
Wiew Pages using thiz Template

A warning dialog appears, listing the pages that use this page template, if any:

@ Archiving a page template that is currently used by a page can corrupt that
page. View and change any pages using a template before you archive.

Warning

Mo pages uzes the Cart Mavigation

[l Page Hame

Mo tems Foundd

Are you sure you want to do this?

Archive Template Cancel

e Click “Archive Template.” Users can no longer create a new page based on this
page template. The selected page template:

o Appears in the Page Template library list with a status of Archived.
o No longer displays in the Template Name list in the Page library.

To make a page template active again, right-click the name of a template with a status of
Archived and select Make Active.

iIAPPS® Content Manager User Guide



254  MANAGING DISPLAY LIBRARIES

&3 4dd Page Template
hake Active
& Edit Properties
Wiew Pages uzing this Template

Users can now create a new page based on this page template. The selected page
template:

e Appears in the Page Template library list with a status of Active.
e Displays in the Template Name pick-list in the Page library.

11.2.4 Editing Page Template Properties

To edit page template properties, follow these steps:

e Select Libraries - Page Templates from the main navigation menu. The
Manage Display Libraries container appears with the Page Templates tab
active.

¢ Right-click the name of an existing template and select Edit Properties.

&) Add Page Template

Archive

@\ Edit Properties
Wiews Pages uzing thiz Template

The properties fields for the selected page template become editable:

You are in Page Template Library > Unassigned Displaying 1- 5 of &

Thesze page templates use the following global C55 | | Script @ Commercestyles,|E 5,IE 7 Main,Prethy

Photal | Commerce, jquery . prettyPhoto, jouery-ui-1.7. 2. custom,. min,Global, js ,modalboz:

Hrlobal C55 || Script applies fo all page femplates and cannot be removed,

Right-click for options

Il File Hame Il Image Il Title Il Status Il description Customize | Il Part | Actions

Commereefoot
BreadCrumt. [ 5] CommerceFooter'*  Archived Br.ascy E @ O o

o Edit this page templates’ properties as described in the Adding Page Templates
section of this Guide.

e Click © under Actions to save changes to the page template record.

iIAPPS® Content Manager User Guide



MANAGING DISPLAY LIBRARIES 255

11.3 Managing Content Definitions Library Contents

A Content Definition template is an XML form that enables users to enter content in a
specific pre-defined format. To manage the Content Definitions Library, you perform the
following tasks:

e Add a content definition template
o Edit properties of a content definition template
e Archive a content definition template

To manage the Content Definitions Library, select Libraries = Content Definitions from
the main navigation menu at the top Content Manager, or if you are already on the
Manage Display Libraries container click the Content Definitions tab.

The Content Definitions tab displays the following:

o The Content Definitions Library directory tree structure on the left
o Alist of content definition files in the selected directory on the right

The Content Definitions library displays the following information about each file:

Content Definitions Field Description

XML File Name of physical . XML file associated with this
content definition.
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Title Name of content definition file in CMS.

Description Brief explanation of the contents or use of this
content definition.

XSLT File XSL Transformation (XSLT) file used with this XML
file.
Status Active or Archived.

Active content definition file can be selected for use
in a page.

Archived content definition file exists in the library
but cannot be selected for use in a page.

11.3.1 Adding a Content Definition Template

Only users with the Content Administrator role can add a content definition template. To
add a content definition template, follow these steps:

e Select Libraries = Content Definitions from the main navigation menu.

The Manage Display Libraries container appears with the Content Definitions
tab active.

¢ Right-click the name of the content definitions template and select Add Content

Definition.
{6 Add Content Definition
Edit Properties

v

Archive

A new content definition template record appears in the content definition
template list with editable fields:

You are in Content Definition Library > Unassigned Dizplaying 1 - 1 of 1

Right-click for options
Il XML File Il Title Il Description Il XSLT File Status Actions

] . 0o ©0

¢ Enter template information as described in the following table:
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Content Definition Field

Description

XML File

To add an XML file for this content definition template,
click 1.

An Upload File dialog appears.

Upload File

Browse

Upload File Close

e Click Browse.

e Locate and select the XML file associated
with this content definitions template.

e Click Open. The name of the selected file
appears in the Upload File dialog.

e Click Upload File. The name of the selected
file appears in the XML File field.

Title

Enter a title for this content definitions template.

Description

Enter a brief explanation of the contents or use of this
content definition template.

XSLT File

To add an XSL Transformation (XSLT) file for the

content definition XML file, click LnJ An Upload File
dialog appears.

e Click Browse.

e Locate and select the XSLT file associated with
this content definitions template XML file.

e Click Open. The name of the selected file
appears in the Upload File dialog.

e - Click Upload File.
The name of the selected file appears in the
XSLT File field.

click ' under Actions to Save.

257
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The new content definition template appears in the template list.

11.3.2 Editing Properties of a Content Definition Template

Select Libraries - Content Definitions from the main navigation menu. Right-click
the name of the content definitions template and select Edit Properties.

& 4dd Content Definition
A Edit Properties

Archive

The fields for the selected content definition template become editable:

You are in Content Definition Library > Bridgeline Displaying 1 - 1 of 1
Right-click for options
Il XML File Il Title Il Description Il XSLT File Status Actions

De

newsform.xs &) Active TR

Edit template information as described in Adding a Content Definition Template.

Click @ under Actions to Save.

11.3.3 Archiving / Making Active a Content Definition Template

Only users with the Content Administrator role can archive a content definition template.

Content Manager does not delete an archived content definition template, but makes it
unavailable by moving it to an archived folder.

To archive/make active a content definition template, follow these steps:

e Select Libraries > Content Definitions from the main navigation menu.
The Manage Display Libraries container appears with the Content Definitions
tab active.

¢ Right-click the name of a content definitions template and select: Archive or
Make Active as appropriate.
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&) Add Content Definition

w7 Edit Properties

,{b Archive

& Add Content Definition
o Edit Properties

@ Make Active

Content Manager changes the status it displays for the content definition file in
the content definition library list and either:

o Moves an archived file to the archived folder
o Removes an active file from the archived folder.

11.4 Managing Scripts Library

The script library stores and manages java scripts that you can use on page templates.

In managing the Scripts Library, you perform the following tasks:

e Add a script

e Archive/Make active

o Edit properties

e View script source

¢ View pages using script

To manage the Scripts Library, select Libraries = Scripts from the main navigation
menu at the top Content Manager, or if you are already in the Manage Display Libraries

container click the Scripts tab.
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Libraries -

Content [tems
Images

Files

Farms

Blogz

Comments

Find and Replace
Menus and Pages
Styles

Page Templates

Content Definitions
ﬂr‘] ScHpts

The Manage Display Libraries container appears with the Scripts tab active.
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The Scripts tab displays the following:

e The Script Library directory tree structure on the left
e Alist of scripts in the selected directory on the right
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The Scripts Library displays the following information about each file:

Scripts Library Field Description

File Name of physical .js file.

Title Name of script in CMS.

Status Active or Archived.

Description Brief explanation of the contents of the script file
or its use.

Global Specifies whether script applies to all pages/page
templates.

11.4.1 Adding a Script File

To add a script file, follow these steps:

e Select Libraries = Scripts from the main navigation menu.
The Manage Display Libraries container appears with the Scripts tab active.

e Right-click the name of a script and select Add Script File.

{6 Add Script File

Archive

& Edit Properties

Script Source

es using this Script

A new script file record appears in the script list with editable fields:
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You are in Script Library = Unassigned

Hrlobal ScHpts apply fo @ll pages § page templates and cannod be removed,
Right-click for options
Il File [l

i) *

Il Status l Description

[isplaving 1- 2 of 2

Enable Website Display Sorting,

Il Global | I Actions

¥

oe

Enter script information as described in the following table:

Scripts Library Field | Description
File To add a js file for this script, click =J.
An Upload File dialog appears.
Upload File
Browse
e Click Browse.
e Locate and select the .js file that contains this
script.
e Click Open.
The name of the selected file appears in the
Upload File dialog.
e Click Upload File.
The name of the selected file appears in the
File field.
Title Enter a name for this script in CMS.
Description Enter a brief explanation of the contents of the
script file or its use.
Global Click the check box to indicate that this script
applies globally, to all pages/page templates.
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Click @ under Actions to Save.

CMS adds the new script record to the Script library.

11.4.2 Archiving / Making Active a Script File

Content Manager does not delete an archived script file, but makes it unavailable by
moving it to an archived folder.

To archive/make active a script file, follow these steps:

e Select Libraries = Scripts from the main navigation menu.
The Manage Display Libraries container appears with the Scripts tab active.
¢ Right-click the name of a script template and select Archive or Make Active as
appropriate.

@) Add Script File
Archive

& Edit Propertiss
Wiew Script Source

Wiew Pages uzing thiz Scrpt

@ Add Script File
fihake Botive

& Edit Properties
Yiew Script Source

Yiew Pages using this Script

Content Manager changes the status it displays for the script file in the script
library list and either

o Moves an archived file to the archived folder
o Removes an activated file from the archived folder.

11.4.3 Editing Script File Properties

To edit the properties of a script file, follow these steps:

e Select Libraries = Scripts from the main navigation menu.
The Manage Display Libraries container appears with the Scripts tab active.
e Right-click the name of the script file to edit and select Edit Properties.

&) Add Script File

Archive

{5 Edit Properties
Wew Script Source

Wiew Pages uzing thiz Script
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The fields for the selected script become editable:

You are in Script Library > Unassigned Displaying 1- 2 of 2
Hrlobal Scnipds apply fo oll pages F poge templates and cannot be remored,

Right-click for options Enable Website Display Sorting
Il File [ Title Il Status Il Description Il Global | Il Actions
effects, jz 5] effects @ archived F 26

o Edit script information as described in the Adding a Script File section of this
Guide.

e Click @ under Actions to Save.

11.4.4 Viewing a Script Source File

You can view the content of a .js file associated with a CMS script. To view a .js source
file, follow these steps:

e Select Libraries = Scripts from the main navigation menu. The Manage
Display Libraries container appears with the Scripts tab active.

¢ Right-click on an existing script file in the Script library list and select View CSS
Source.

& fdd Script File
Archive

o Edit Properties
Wiew Script Source

Wiew Pages uszing thiz Script

Content Manager opens a new window or tab in your Internet browser and
displays the content of the selected .js file:

I_] WBPPS Conkent Manager: Manage Displ... |_] http:/ /temp.iap...rce/modalbox.js E

/7 Modal Dialog EBox

/¢ copyright &th July 2006 by Stephen Chapman

f/ http://javascript.about.com/

// permission to use this Javascript on your web page is granted
/7 provided that all of the code in this script (including these
£4 comments) is used without any alterstion

function whox_pageWidehi)

{
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View CSS source file, then close the browser tab or window when you finish.

11.4.5 Viewing Pages Using This Script

Only users with the Content Administrator role can view the pages that use a specific
template. To view pages that use a script, follow these steps:

e Select Libraries = Scripts from the main navigation menu. The Manage
Display Libraries container appears with the Scripts tab active.
¢ Right-click the name of an existing script and select View Pages using this Script.

&) Add Script File
Archive
" Edit Properties

Wiew Script Source

@ Wieww Pages using this Script

e Adialog appears displaying either:

o No pages use the selected script
o List of the pages that use the selected script.

Pages Using [Commerce]

Mo pages reference the Scripts above:

[l Page Hame

Mo tems Found

e Click the “Cancel” button to close dialog.
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11.5 Managing Directories of Display Libraries

Content Manager provides a default directory tree structure in which you store and
organize your display library contents. The default structure includes:

e The directory tree root, named after the library type, (Style Library, Page
Template Library, Content Definition Library, Script Library)

e Asingle sub-directory below the root named Unassigned, in which Content
Manager stores files from deleted directories

You can add sub-directories to organize display libraries directory structures:

e Below the root
e Below other sub-directories

You manage the directories of the Display Libraries (Styles, Page Templates, Content
Definitions, and Scripts) by:

e Adding sub-directory under root directory

e Adding sub-directory under a sub-directory
¢ Renaming a directory

o Deleting a directory

11.5.1 Adding Sub-Directory from Root

You can add a directory off of the library root directory (Style Library, Page Template
Library, Content Definition Library, and Script Library).

e Right-click on the display library root and select Add Directory.

Bl Seript Libpsss
it &dd Directory

A new node appears at the end of the directory tree level directly below root:

B2 Seript Library
I_J Unassigned (2]

I_J home (2]

----- ] Commerce (5]

- [E5] scriptib (1)

----- [_3] US4 Mationals (3)

i | Ir.,J e M |:||:IE-

iIAPPS® Content Manager User Guide



MANAGING DISPLAY LIBRARIES 267

e Enter a name for the directory and press the Enter key to save. The new
directory appears at the bottom of the directory tree.

11.5.2 Adding Sub-Directory from Sub-Directory

You can add a sub-directory at any level of the directory tree hierarchy.

Use this procedure to create a sub-directory at any level except the level directly below
root.

e Right-click the directory to which you want to add a sub-directory and select Add
Sub-Directory.

3 Add Sub-Directory
Rename Oirectory

3 Delete Directory

A new node appears under the selected sub-directory.

----- {22 | Mew Mode

e Enter a name for this directory and press the Enter key to save. A new sub-
directory appears in the directory tree.

11.5.3 Renaming a Directory

To rename a directory, follow these steps:

¢ Right-click the directory to rename and select Rename Directory.

&) Add Sub-Directaory

{bﬂename Cirectory
€D Delete Directory

The directory name becomes editable.

e Edit the directory name and press the Enter key to save.

11.5.4 Deleting a Directory

To delete a directory, follow these steps:
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e Right-click the directory to delete and select Delete Directory.

&) 4dd Sub-Directory

Fename Directory

% Delete Directary

A confirmation dialog appears indicating that CMS will move any files in this
directory to the Unassigned directory:

The page at http:/ftemp.iappsdemo.bridgelinedigital.com says:

Any files | items in this direckory will be moved to the Unassigned directory and this directory will be
deleted. Are you sure you want to do this?

oKk | ’ Cancel ]

e Click the “OK” button to delete the directory. Content Manager moves any files in
the selected directory to the Unassigned directory and deletes the selected
directory.
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12 MANAGING INDEX TERMS

This chapter contains step-by-step instructions on how to manage Index Terms.

To manage indexes, you can perform the following tasks:

e Add an index sub-term
e Delete an index term
e Rename an index term

To manage indexes, you first select Administration = Index from the main navigation
menu.

The Manage Indexes page appears:

The Manage Indexes page displays:

e Menu Items — the Index term tree structure.
e A description of the selected term.
e Any content in each of the Data Libraries or users in the users database

assigned to this index term.
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12.1 Adding an Index Sub-term

To add a sub-term to an index term, follow these steps:

e Select Administration = Index from the main navigation menu.
¢ Right-click the index term to which you want to add a sub-term and select Add
Sub-Term.

A New Node appears:

Menu items Expand Tree
Menu items Expand Tree

&) Add Sub-Term E-ZJ Index Terms
) -

& Delete Term E]E;_}I Sports

----- [=5] NewNode

& Rename Term

e Enter a name for the new sub-term and press the Enter key to save.
e Enter a brief description of the purpose or use of this sub-term in the Index
Description text box.

Newhode

Content Linked 1o NewNode

Mo recerd foand

¢ Previows Mext » Page 1 of 1 (0 itenn

Click the “Save” button.
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12.2 Deleting an Index Term

Only users with the Content Administrator role can delete a term.

To delete an index term, follow these steps:

e Select Administration = Index from the main navigation menu.
e Right-click the index term and select Delete Term.

i) Add Sub-Term
Delete Term
Rename Term

A dialog appears prompting you to confirm that you want to delete the selected
term and its sub-terms:

e Click the “OK” button.

The deleted term no longer appears in the index term tree structure.

12.3 Renaming an Index Term

To rename a term, follow these steps:

e Select Administration - Index from the main navigation menu.
¢ Right-click the index term and select Rename Term.

&) Add Sub-Term
ED Delete Term

% Rename Term

The term name becomes editable:

e Edit the name of the index term and press the Enter key to save.
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Part Ill: Site and User Management Tasks

Part IIl of this guide explains how to perform site and user management tasks in iAPPS
Content Manager.

These tasks include:

¢ Managing sites

¢ Managing groups

e Managing Content Management System (CMS) users
¢ Managing website users

e Configuring security levels

Your user role determines whether you can perform site and user management
tasks.
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13 MANAGING CMS USERS AND GROUPS

This chapter contains step-by-step instructions on how to manage CMS groups and
users. Only Administrators can manage users and groups. Below is a table of which
administrators can perform which tasks:

Tasks Content Site Installation
Administrator Administrator | Administrator

Manage CMS Groups:

Add a new CMS group v
Modify or delete a CMS group 4 4
View and edit CMS group 4

permissions

Edit Group Page or Menu 4

Access

Deactivate/Activate CMS group | v v

Manage CMS Users:

Add a new CMS user v v
Modify or delete a CMS user v v
Deactivate/activate a CMS user | ¥ v v
View/Edit CMS user v v v
permissions

Edit User Page or Menu Access | ¥

13.1 Managing CMS Groups

CMS groups help you quickly divide up work on your site.

Groups are an important part of Workflows. For example, you could set up a group of
Authors to create content and a Reviewers group to review content for publication.

Groups are also helpful in managing permissions. Instead of setting menu or page
access permissions for every user, you can create groups and then assign users to them.
The users will share the access and permissions of the group. For example, if you

iIAPPS® Content Manager User Guide



274  MANAGING CMS USERS AND GROUPS

wanted members of your research department to only be able to edit pages on research,
you could create a Research Group and assign it permission to edit only the pages
relevant to the department. Then you can simply assign users to the group instead of
having to limit all the department’s users individually.

Groups are especially helpful when members might leave or join a department. If
someone moves from a department with limited access, you can simply add or delete
them from a group.

Remember only a Site Administrator can create groups, although Content Administrators
can manage them afterward.

To manage groups, you select Administration = CMS Groups from the main
navigation menu.

4% Administration ~

Sitefz]

{b CM5 Groups

Cins Users
Webzite Groups

| 4 Administration ~ Website Users

The User Administration page appears with the Manage CMS Groups tab active.

Website Groups
Webzite Users

Change Pazsword

Siteiz) W arkflows
{"_n) CS Groups Lists
Cins Users Index

545

Configuration

Change Password
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The Manage CMS Groups tab contains two sub-tabs, which vary depending on your
role:

e Add New CMS Group (active by default) (only for Site Admins)
¢ Modify/Delete CMS Group
¢ View/Edit CMS Group Permissions

13.1.1 Adding a New CMS Group

To add a new CMS group:

e Click the Add New CMS Group tab. This will open a “Group Properties” pop-up:
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Group Properties
* Group Hame:

Description:

Index Terms:
Azsign Terms

Enter the properties of this group as described in the following table:

CMS Group Property

Description

Assign Terms

Group Name Name of group.
Description Brief description of purpose or content of this group.
Index Terms: - Click the Assign Terms link to specify index terms for

this group.

The Assign Index Terms dialog appears.

- Click the check box beside the Index Term folder or
individual Index Term to add to this list. If you select a
folder, a confirmation dialog appears, prompting you to
specify whether you want to add all terms in the folder.
- Click the Save Index Terms button.

Gioup Mesdier s

A Avsilabde i G mge

0 Lo sivoups Sedeciad

A Growp Cow firm

Add Members to this group as follows:

Click on the Users or Groups tab to add users or groups to this new group.

iIAPPS® Content Manager User Guide




MANAGING CMS USERS AND GROUPS 277

e Click on a user or group name in the appropriate list and click ~ to add to the
Selected Users/Groups list.

Optionally, to remove a user or group from the Selected Users/Groups list, click on a user
or group name in the Selected Users/Groups list and click

e Click the “Add Group” button at the bottom of the screen. The Modify/Delete
CMS Groups tab becomes active. The new group appears in the Search/Select
Group pane.

L s L

Lo Treeent Clast Fiam

You can set the permissions for the group with the View/Edit CMS Groups permissions
sub-tab. See Viewing CMS User Permissions.

13.1.2 Modifying / Deleting a CMS Group

You can modify or delete a CMS group from the Modify/Delete CMS Groups tab.
To modify or delete CMS groups, follow these steps:

e Select Administration »>CMS Groups from the main navigation menu.
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| 4 Administration ~

v

Stels)

CAS Groups
Cing Users
Wehzite Groups
Website Users

Change Password
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< Administration
| sitels)

@ CM5S Groups

CiS Users

Website Groups

Website Users

il orkflows

Lists

Index

RS5
Configuration

Change Passward

The User Administration page appears with the Manage CMS Groups tab active.

e Click the Modify/Delete CMS Group sub-tab.
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The Modify/Delete CMS Group page displays the following panes:
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Manage CMS Group Column | Displays

Search/Select Group List of the existing CMS groups. You can
search or browse the list.

Selected Group Properties of selected CMS Group.

Group Members Members of the selected CMS group.

13.1.2.1 Modifying a CMS Group

You can later edit a CMS group’s properties and group membership.

Click the Modify/Delete CMS Groups tab.

Locate a CMS Group by searching or scrolling the list.

The Modify/Delete CMS Group pane displays information about the selected
CMS group.

Edit the CMS group as described in the Adding a CMS Group section of this
guide.

Click the “Save Changes” button.

13.1.2.2 Deleting / Deactivating / Activating a CMS Group

You can deactivate a group so that it remains in the CMS Groups database but cannot be
used; alternatively, you can delete the group entirely.

@ Deactivating or deleting a group disassociates all the workflow responsibilities

and permissions for that group. Before deactivating, you must reassign the
workflow responsibilities and permissions.

To deactivate/activate a CMS Group, follow these steps:

Click the Modify/Delete CMS Groups tab. The Modify/Delete CMS Group
container appears. Click Active or Deactivated tab as appropriate.

Locate a CMS Group by entering a group name in the Search field or Scroll
through the list of groups.

The Modify/Delete CMS Group pane displays information about the selected
CMS group.

Right-click the name of the CMS group whose status you want to change and
select Delete Group, Deactivate Group or Activate Group

@ Delete Group & Delete Group @ Delete Group

Deactivate [_:,rx:n_]p {I‘_r) Deactivate Group {Ey) Activate Gr‘cn_}p
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A dialog box appears prompting you to confirm this action: Click “OK”.

Deactivate or Activated CMS groups appear in the appropriate tab according to their
current status. A deleted CMS group no longer appears in the Search/Select Group list.

13.1.3 Viewing / Editing CMS Group Permissions

Only Content Administrators can edit CMS Group Permissions at the menu node or
library level.

Follow these steps:

e Click the View/Edit CMS Group permissions subtab in the Manage CMS Groups
tab to display permissions information.

Select a User/Group

users

i Group

e Locate a group by searching or scrolling through the list.
¢ Once highlighted, permissions for the menu structure and sections for the
selected group appears.
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Permitted Directories for this User/Group
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¢ If you want to assign permissions for file, image or content libraries, click on
those tabs to display additional roles.

Permitted Directories for this User/Group

MEnus Filzz mages Contant
Explain Pemissions
Hame viewer Manager Hone

[=]+ Image Library
w Unassigmed

Bl USA Nationals

Ooooooooon
OOoOoOoOooooOoO
OOoOoOoOooooOoO

To edit permissions:

e Click + to the left of a directory tree to expand it and view permissions for all
directories in that tree.
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To assign or un-assign permissions to all of the directories in a tree, click
the checkboxes in the first displayed row. A dialog appears, prompting
you to specify whether to propagate this permission to all levels below.
Click the “OK” button to propagate or the Cancel button to not.

To assign or un-assign permissions to an individual directory in a tree,
locate that directory and click the checkbox beside it. A dialog appears,
prompting you to specify whether to propagate this permission to all
levels below. Click the “OK” button to propagate or the Cancel button to
not.

Checking the NavEditor Column will give the group permission to edit the
navigational structure (move, delete or rename items) for the whole site
or just an individual menu node, if desired.

To quickly clear all permissions in a row, click the “None” Column. (Note:
the check will disappear after you save.)

Désghay petreissioim by

Sciert & e/l

Lave Changes | Camcee

o

Click the “Save Changes” button.
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13.2 Managing CMS Users

This section contains step-by-step instructions on how to manage CMS users. Only
Install or Site Administrators can create CMS users. Content or Site Administrators can
also perform the following tasks:

¢ Modify an existing CMS User
e Delete an existing CMS User
e View CMS User permissions

@ An administrator can only modify a user who has equal or lower permissions to
them. For example, if Bob has site administrator and content administrator
privileges, he can modify settings for Keesha, who is a Content administrator.
Both Bob and Keesha can modify settings for Sumit, who is an Author. But
Keesha will not be able to modify Bob’s settings because he is both a Site and
a Content Administrator, and she has only Content Admin privileges. Nor will
Bob be able to modify settings for Jill, the Installation Administrator.

To manage CMS Users,

e Select Administration 2 CMS Users from the main navigation menu.

%% Administration
Sitels)

CMS Groups

CMS Users

iifebsite Groups

# Administration ~ Website Users
Sitels) W orkflowes
CARS Groups Lists
Cins Users Index
Website Groups RSS
Website Users Configuration
Change Password Change Password

The User Administration container appears with the Manage CMS Users tab active:
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The Manage CMS Users tab contains two sub-tabs, which vary depending on your role:

e Add New CMS User (active by default) (only for Site and Installation Admins)
¢ Modify/Delete an Existing CMS User
e View/Edit CMS User Permissions

13.2.1 Adding a New CMS User

@ Only users with the Installation Administrator or Site Administrator role can add
a new CMS user.

Click the Add New CMS User tab, if not already selected.

Enter CMS user information as described in the following table:
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User Information Field

Description

User Type Click the radio button for Active Directory or IAPPS
Content Manager depending upon where the user
information is stored.

AD User If Active Directory selected as User Type, click the arrow
in the pick-list to select .

First Name First name of user.

Last Name Last name of user.

Email User’s email address.

Email Notification

Click the checkbox beside on or off to select whether
this user receives email notification.

User Name

Enter a login name of at least five characters in length
for this user.

External Password

Enter the password user must enter to access iAPPS.

Confirm Password

Enter the password user must enter to access iAPPS
again to confirm.

Expiration Date

Click the calendar icon to select a date on which this
user’s access to iIAPPS expires.

Index Terms:

Assign Terms

Click the Assign Terms link to specify index terms for
this user. The Assign Index Terms dialog appears.

Click the check box beside the Index Term folder or
individual Index Term to add to this list. If you select a
folder, a confirmation dialog appears, prompting you to
specify whether you want to add all terms in the folder.

Click the “Save Index Terms” button.
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e Specify permissions for this user as follows:
e Click on the name of a site which this user can access.

o Click to select a single (or Ctrl-Click to select multiple) group whose
permissions you want to assign to this user. Click either - or the Add
Permissions button to add group(s) to the Current Permission(s) list.

o Optionally, to remove a group or role from the Current Permission(s) list,
click on a group name in the Current Permission(s) list and click either

or the Delete Permissions button.

e Click the Add User button.
e The Modify/Delete User tab appears with the new user selected.

13.2.1.1 Adding a User via the Control Center.

If you have permissions, you can also add a new =
CMS user from the Control Center. et
* Required Figlds
Simply enter user information in the Add a User HlALE L
container as described in the table above: Tlhast Hame:
* Email:
. * L H. H
e Click the Add User button. et
*Password:
. . . * Confirm Password:
An added user confirmation dialog box * Groupis): [Authors ~
appears Elog Administrator
k ) Content Administrato
o Click the “OK” button. Custom Permiszion
To view or edit the user information, select Reset Form
Administration = CMS Users = Modify/Delete

an Existing CMS User.
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13.2.2 Modifying / Deleting an Existing CMS User

@ Administrators can only modify the permissions of users with equal or lower
levels of administrative permissions. For example, a Content Administrator
cannot modify another Content Administrator who is also a Site Administrator.

To access Modify/Delete an Existing CMS User, follow these steps:

e Select Administration >CMS Users from the main menu.
The User Administration page appears with the Manage CMS Users tab active.
e You can also reach here through the Control Center Quick Actions Container.

[ switch to site: salact |Z|

e Click the Modify/Delete an Existing CMS User subtab.

A« e N0 er Py Datwte wn Luostyg 09 Haer

Satret o Unor 00 0014 o0 14 iy 12 SA000 Dot MGTE-CRCK 04 Waem (0w )

Tt Azt e ammuts o L Azt wie ¥ Lo

boe Mime Lt N 14 Rame Mo Mo T P e

Ui b ML LT

Save Chamges  Ower fowm

The Modify/Delete an Existing CMS User tab displays the following panes:
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Modify/Delete CMS User Pane | Displays

Select a User Tabs for the various categories of users and a
list of the existing CMS users of that type on
each tab.

Search field to find the users listed on any tab
for the specified criteria.

Selected User Information about the selected user.

Permissions Current permissions for the selected user.

13.2.2.1 Modifying an Existing CMS User

To modify an existing CMS user:

¢ Click the Modify/Delete an Existing CMS User tab.

e Locate a CMS user by entering their name in the search field or scrolling through
the list of users.

e Edit the CMS user information as described in the Adding a CMS User section of
this guide.

e Click the “Save Changes” button. If you want to change their permissions see
the Viewing/Editing Permissions section below.

13.2.2.2 Deleting an Existing CMS User

Only users with the Installation Administrator or Site Administrator role can delete an
existing CMS user.

@ Note: If you are deleting a user, ensure that any workflow responsibilities tied
to their individual username have been transferred to other users or groups.
Otherwise, workflows will not function properly. This will also be the case if
they are the only user in a Group.

@ You can delete a user without affecting pages they have edited or created,
however.

To delete an existing CMS user, follow these steps:

e Click the Modify/Delete an Existing CMS User sub-tab. The Modify/Delete an
Existing CMS User page appears

e Locate a CMS user by searching or scrolling through the list of users.

e The Modify/Delete an Existing CMS User pane displays information about the
selected CMS user.
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¢ Right-click on the CMS user in the Select a User list -
9 Delete User
and choose Delete User. % : .
e Adialog box appears prompting you to confirm the Deactivate User
deletion; Click “OK”. View Permissions

13.2.2.3 Deactivating / Activating a CMS User

@ Deactivating a user disassociates that user from all groups.

To deactivate/activate a CMS user, follow these steps:

e Click the Modify/Delete an existing CMS User tab.
The Modify/Delete an existing CMS User page appears.

e Locate a CMS user by entering their name in the search field or scrolling through
the list of users.

e The Modify/Delete an existing CMS User page displays information about the
selected CMS group.

¢ Right-click the name of the CMS user whose status you want to change and
select Deactivate User or Activate User

€D Delete User €D Delete User
Deactivate User foctivate User
Wigwe Permissions YWigwe Permizzions

A dialog box appears prompting you to confirm this action: Click “OK”.

For a deactivated user, Group Name and Current Permission(s) columns are blank in the
Select a User list. For an active user, Group Name and Current Permission(s) columns
contain information in the Select a User list.

13.2.3 Viewing/Editing CMS User Permissions

To view CMS user permissions, follow these steps:

e Click the Modify/Delete an Existing CMS User tab.
Locate a CMS user via the search field or scrolling through the list of users.
e Right-click the CMS User and select View Permissions.
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€D Delete User
Deactivate User

@ YWiew Permissions

A popup window appears, displaying the current permission(s) for the selected user:

ACME: Content Administrator

)

If you want to change permissions for the user, select the users tab on the left and
choose a user. His or her permissions will appear in the right-hand window.

Select a User/Group
Groups | Uszars |
szarch
Il User Hame Il Last Hame Il First Hame |
M Admin Green Joshua
AL Adimin Lo Ethan
MARTRADMIN ward Jayden
markster Wiood Anthony
Frdadmin Hayes madizon
CampaignApprover Ruszell Ermily
nsAdmin SiMimone Emima
CSRAdmin Jenkinz Izabslla
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Permitted Directories for this User/Group
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Click on each tab to view permissions for that area (Menus, Files, Images or Content).

e Click + to the left of a directory tree to expand it and view permissions for all
directories in that tree.

o To assign or un-assign permissions to all of the directories in a tree, click
the checkboxes in the first displayed row. A dialog appears, prompting
you to specify whether to propagate this permission to all levels below.
Click the “OK” button to propagate or the Cancel button to not.

o To assign or un-assign permissions or roles to an individual directory in a
tree, locate that directory and click the checkbox beside it. Click the “OK”
button to propagate to levels below or the Cancel button to go back.

o Checking the NavEditor Column will give the group permission to edit the
navigational structure in the site or just an individual menu node,
depending on your choices.

o To quickly clear all permissions in a row, click the “None” Column. (Note:
the check will disappear after you save.)

e Click the “Save Changes” button.
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14 MANAGING WORKFLOWS

This chapter contains step-by-step instructions on how to manage workflows. Only
administrators can set up workflows, although other roles can view them.

Workflows provide you with a review\approval process, so that you can control when new
or edited content gets published to the site, and ensure the proper approvals are
obtained before content appears on your site.

Workflows generally consist of assigning actions to roles. Typical roles include Author(s),
Approver(s) and Publisher(s). Workflows require that a user who serves in the capacity of
a given role to take a necessary action before the campaign moves on to the next step in
the workflow.

You can see a typical workflow example in the iIAPPS User Scenario Guide.
In workflows, you can perform the following tasks:

e View a workflow

e Edit a workflow

e Assign a workflow

¢ Rename a workflow

e Delete a workflow

e Base a new workflow on an existing workflow
e Create a new workflow

To manage workflows, select Administration = Workflows from the main navigation
menu:

2 Administration -
CAS Groups
CiG Users
Website Groups
Website Users
i rkflonws
Lists
Index
R55

Configuration

Chanze Pazswoaord
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The Manage Workflows Container displays the following information:

Manage Workflow Page Displays

Existing Workflows container | Names of the existing workflows
Sequence of each workflow, which
specifies: the users who must act; and the
sequence by which those users must act
to complete this workflow.

Create New Workflow pane Options for how to build a new workflow,
from:

e Scratch

e An existing workflow

14.1 Viewing a Workflow

An overview of each workflow sequence appears in the Existing Workflows container.
Use the following procedure to view greater detail of the workflow sequence.

To view a workflow, follow these steps:
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e Select Administration 2 Workflows from the main navigation menu.
e Right-click a workflow name and select View Workflow.

@) Create Mew Workflow
Wigw Workflow

‘9 Edit W orkflow
fzzign Workflow
Rename Workflow

& Delete Workflow

Baze Mew Workflow on This

A View Workflow popup window appears, displaying the workflow sequence.

View Work Flow

Sequence of Workflow: Default Workflow

| Il Current Sequence Il User/Group Role

COAdmin ContentAdministrator

Iv Close

e Click “Close” to exit.

14.2 Creating a New Workflow

You can create a new workflow from: scratch or use an existing workflow as a base

@ You can create a new workflow from an existing workflow from the Create New
Workflow pane or directly from the Existing Workflows list pane by selecting
Base New Workflow on This from the right-click context menu.

To create a new workflow: 2>
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e Select Administration 2 Workflows from the main navigation menu.
¢ Right-click the name of any existing workflow in the list on the right and select
Create New Workflow.

-{% Create Mew Waorlkflow
Wi e W orkflow
o Edit W orkflow
fzzign Workflow
Rename Waorkflow
& Delete Workflow

Baze Mew Workflow on This

The Create New Workflow pane appears:

Cinate Hew Warktlom

Save Changes Cler foem

@ It is a best practice to create a workflow using Groups and then assign
individual users to the Groups. That way, if a user is out of the office or leaves,
other users in the group can complete the workflow responsibilities. Also, you
can easily add or delete individual users without remaking the entire workflow.
Note: If a user is deleted or deactivated, make sure their workflow
responsibilities are assigned to other users, especially if they are the only user
in a group. See the iIAPPS User Scenario Guide for more information.
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e To create a workflow:

From Scratch

Using Existing Workflow as Base

e Click the Build workflow
from scratch radio button.

An empty Workflow Sequence
box appears.

e Click the Using existing workflow as
base radio button.

e Click the arrow in the pick-list field to
select the existing workflow on which
to base this new one.

The sequence of the selected workflow

appears in the Workflow Sequence box.

e To build the workflow:

Step

Action

1. Click on a user role tab.

If this workflow will go through the whole
sequence of authoring\editing content to
publishing, select each tab in order from
left to right.

2. Add or delete users to and
from the sequence.

Click on a user\group name in the

User/Group Name list and click
the user to the workflow sequence.

to add

Click on a user\group name in the
workflow sequence and click * " to remove
from the sequence.

3. Re-order user sequence.

If necessary, to move a user\group up or
down in the workflow sequence, click on
the user\group name and then click ~ or

as appropriate.

4. Specify an expiration date
(optional)

Click the Skip Use After check box and
enter the number of days in the days field

5. Name and Save

Name the workflow in the Save this
workflow as field. Click “Save Changes.”
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@ Note: Once you have a created a workflow, it does not take effect until you
have assigned it. See Assigning a Workflow to a Menu Item below.

14.3 Editing a Workflow

To edit a workflow, follow these steps:

e Select Administration 2 Workflows from the main navigation menu.
e Right-click a workflow in the Existing Workflows list and select Edit Workflow.

&) Create Mew Workflow
Wigw Workflow
2 Edit Warkflow
% fzzign Workflow
Rename Workflow:

&) Delete Workflow

Baze Mew Workflow on This

The current sequence of this workflow appears in the View/Edit Workflow pane at
the bottom of the page:

Ve (04 Warkihon
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e Edit the workflow as described in the Creating a New Workflow section

To save workflow with:

The Same Name A New Name
Click the “Save Changes” Enter a new name in the Name This
button. Workflow field.

Click the “Save Changes” button.

@ Once you have a created a workflow, it does not take effect until you have
assigned it.

14.4 Assigning a Workflow to a Menu Item

After creating a workflow, to put it into use in the site development process, you must
assign it to a menu item.

To assign a workflow, follow these steps:

e Select Administration - Workflows from the main navigation menu. Right-click
the workflow to assign and select Assign Workflow.

&) Create Mew Workflow
Wi e W orkflow

o Edit W orkflow
fzzign Workflow
Rename Workflow

& Delete Workflow

Baze Mew Workflow on This

The Assign Workflow container appears:
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Tree Chasgrs Covrt

Select a menu to assign to a workflow:
- Click + to the left of the menu tree or + Expand tree to expand the menu tree.
- Locate the menu in the tree and click on it to select.

Click to assign the selected workflow to the selected menu. Or select a

different workflow from the workflow list and click
The workflow appears under the menu in the menu tree:

Expand Tree

=-[Ea) #oaE b

{24 Unassigned

I$|--|_|C0mmerceNa\r

E||_| Mews York Giants

E 12l Jerseys

'\-p. Executive Decizion Survey
|24l Hats

|4 Footwear

Click the “Save Changes” button. A workflow assigned successfully message
appears at the top of the page,

To close the Assign Workflow page, click the “Cancel” button.

A dialog box appears prompting you to confirm canceling.

Click the “OK” button.

14.5 Renaming a Workflow

To rename a workflow, follow these steps:
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e Select Administration 2 Workflows from the main navigation menu
e Right-click the workflow name and select Rename Workflow.
The workflow name becomes editable:

Il Workfow Name: [} Sequence Overview Il Actions

Executive Decision Survey Content Administrator

Globalork flon Global Author Global Approver Global Publisher
Legal and Compliance Rewiew Global Author Legal and Compliance,Content Administ rator
Product Wik flow COddmin,Global approwe r,Global Publisher
Test Wworkflow Global Approver Content ddministrator \:g) @

e Edit the workflow name and click Q to save changes.
The new workflow name appears in the Existing Workflow pane.

14.6 Deleting a Workflow

To delete a workflow, follow these steps:

e Select Administration - Workflows from the main navigation menu
¢ Right-click the workflow and select Delete Workflow.
A dialog appears prompting you to confirm deletion.
e Click the OK button.
The deleted workflow no longer appears in the Existing Workflows pane.

14.7 Removing a Workflow from a Menu Item

e Toremove a workflow from a menu item, rather than delete it go to Libraries >
Menus and Pages.

¢ Navigate to the menu item in question, right-
click and select Edit Properties to open the
View/Edit Menu Item Properties container.
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The left side of the page shows the various workflows (if any) assigned to that menu
item. If you want to remove one, right click on the workflow name and select

Remove Workflow.

Workflow Assigned: |Executive Decision Sur
(Right-click for options) || oa) and Compliance Re
QBs Connect Existing Warkflow

Remove Workflow

Create Mew Worlflow
Propagate Workflow to all sub-menu items
Propagate Security Level to al sub-menu items
Inherit Workflow from parent menu item

= . . .
Inherit User /Group Permissions from parent menu item

The workflow will be removed from the menu item. Click Save Changes to continue
or Cancel, if you have changed your mind. Alternatively, you can have the menu
item inherit the workflow from a parent or propagate to its sub-menu items. From this
container you can also assign workflows here, create a new workflow or change
permissions and security levels for the menu item.
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15 MANAGING WEBSITE GROUPS AND USERS

This chapter contains step-by-step instructions on how to manage website groups and
users. Only Site Administrators can manage website users and groups.

Website groups are very helpful in managing iAPPS users on the site. For example,
groups are essential to management of workflows. If you set up a workflow using groups,
you can more easily manage their flow.

In general with workflows, it is best to create groups instead of assigning workflows to a
single user. Then if a user is out of the office, the workflow will still continue with others in
that group. Also, if someone leaves your organization, you don’t have to recreate the
entire workflow, just add and delete users as needed.

Groups are also useful for assigning permissions. If you want the members of a
department to only be able to edit pages that are relevant to that department, you can
place all the department members in a group and then assign permissions to that group
instead of having to assign them individual. Alternatively, you can have an ‘everyone’
permissions level that might allow users in Commerce to view the entire site admin
without being able to edit it.

For more information on workflow, see the Creating a New Workflow section of this
manual or the more in-depth workflow example in the iIAPPS User Scenario Guide.

15.1 Managing Website Groups

To manage website groups, you perform the following tasks:

e Add a new website group
e Modify / Delete a website group
o Deactivate / Activate a website group

To manage website groups, select Administration = Website Groups from the main
navigation menu.
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The Manage Website Groups container appears with the Add New Website Group tab
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15.1.1 Adding a New Website Group

To add a new website group, follow these steps:

e Click the Add New Website Group tab, if not already active.

Group Properties
* Group Hame:

Description:

Index Terms:
Aszsign Terms

Security Level: |Commerce Customer
{Hold Ctrl to select | preferred Customer
multiple} Emploves
Press

¢ Enter the properties of this group as described in the following table:

Website Group Property

Description

Assign Terms

Group Name Name of group.

Description Brief description of purpose or content of this
group.

Index Terms: e Click the Assign Terms link to specify

index terms for this group. The Assign
Index Terms dialog appears.

e Click the check box beside the Index
Term folder or individual Index Term to
add to this list. If you select a folder, a
confirmation dialog appears, prompting
you to specify whether you want to add all
terms in the folder.

e Click the “Save Index Terms” button.

Security Levels

Click to select one or Ctrl+click to select
multiple security levels to assign to this group.
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Group Members

All Available Users/Groups.
Users Groups Search Selected Users/Groups:
Firsthlame Lasthame Mo UsersiGroups Selectsd
Business Quner
Charles Dickens
Jabn smith
Martin Wareeth
Prakash wenkat
Ruchi Lalla1

Add Group Clear Form

¢ Add Members to this group as follows:

o Click on the Users or Groups tab to add to this new group.

o Click on a user or group name in the appropriate list and click to add
to the Selected Users/Groups list.

Optionally, to remove a user or group from the Selected Users/Groups
list, click on a user or group name in the Selected Users/Groups list and

click

e Click the Add Group button at the bottom of the screen.
The Modify/Delete Website Groups tab becomes active. The new group
appears in the Search/Select Group pane.

15.1.2 Modifying / Deleting a Website Group

You can modify or delete a website group from the Modify/Delete Website Group sub-tab.
To access the Modify/Delete Website Groups page, follow these steps:

e Select Administration 2 Website Groups from the main navigation menu.

The Manage Website Groups container appears with the Add New Website
Group tab active.

e Click the Modify/Delete Website Group sub-tab.
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This displays the following panes:

Modify/Delete Website Group | Displays

Pane

Search/Select Group List of the existing website groups and a field to
search the list for groups that match specified
criteria.

Selected Group Properties of selected website group.

Group Members Users or groups that are currently members of
the selected website group.

15.1.2.1 Modifying a Website Group

Only users with the Site Administrator or Content Administrator role can modify a website
group. In addition to editing a website group’s properties and group membership, you can
also deactivate or activate a website group.

To modify a website group:
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e Click the Modify/Delete Website Groups tab and locate a list by scrolling or
entering a group name in the Search box.

o Edit the website group as described in the Adding a Website Group section of
this guide.

e Click the “Save Changes” button.

15.1.2.2 Deactivating / Activating a Website Group

You can deactivate a group so that it remains in the Website Groups database but cannot
be used.

@ Deactivating a group disassociates all the workflow responsibilities and
permissions for that group. Before deactivating, you should re-assign or
transfer all the workflow responsibilities and permissions to a Content
Administrator.

To deactivate/activate a website Group, follow these steps:

e Click the Modify/Delete Website Groups sub-tab.
The Modify/Delete Website Group page appears.

e To deactivate/activate, click the Active or Deactivate tab as appropriate
e Locate a Website Group by scrolling through the list or entering a group name in
the Search box.

The Modify/Delete Website Group page displays information about the selected
website group.

e Right-click the name of the website group whose status you want to change and
select Activate Group or Deactivate Group as appropriate.

@ Delete Group € Delete Group
@ Deactivate Group {b Activate Group
e Adialog box appears prompting you to confirm the status change:

e Click the “OK” button. The website group appears in the appropriate tab
according to its current status.
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15.1.2.3 Deleting a Website Group

Only users with the Site Administrator role can delete a website group.

@ If a group is involved in any step in a workflow, you must reassign the workflow
responsibilities and permissions to a Content Administrator.

e Click the Modify/Delete Website Groups sub-tab.
The Modify/Delete Website Group container appears.

e Locate a Website Group by scrolling through the list or entering a group name in
the Search box.

Modify/Delete Website Group displays information about the selected website
group.

e Right-click on a website group and select Delete Group.

@ Delete Group

Deactivate Group

A dialog appears prompting you to confirm deletion. Click the “OK” button. The
deleted website group no longer appears in the Search/Select Group list.

15.2 Managing Website Users

To manage website users, Site Administrators perform the following tasks:

e Add a new website user

¢ Modify an existing website user
o Deactivate a website user

e Activate a website user

o Delete a website user

¢ Manage pending requests

To manage website users, you first select Administration - Website Users from the
main navigation menu.
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b Administration ~
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The Manage Website Users container appears with the Add a New Website User tab
active:

R o e Webalie lher | Miesbty edate an fridng Watede See

S [T

15.2.1 Adding a New Website User

Only users with the Site Administrator role can add a new website user.
To add a new website user, follow these steps:

e Select the Add a New Website User tab, if not already selected.
e The Add a New Website User page appears:
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Enter website user information as described in the following table:

Website User Field Description

First Name First name of user.

Last Name Last name of user.

Email User’s email address.

User Name Create a login name* for this user.
*Login name must be at least five characters.

Password Enter a password* that the user must enter to
access site.

and include one special character.

*Password must be at least seven characters

Confirm Password Enter the password user must enter to access

site again to confirm.

Expiration Date Click the calendar icon to select a date on

which this user’s access to site expires.

Security Level Click to select one, or Ctrl-click to select
multiple security levels to specify this user’'s

level of access to site.

Index Terms: e Click the Assign Terms link to specify

Assign Terms index terms for this user.

this list. If you select a folder, a

e The Assign Index Terms dialog appears.
e Click the check box beside the Index Term
folder or individual Index Term to add to

confirmation dialog appears, prompting
you to specify whether you want to add all
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Website User Field

Description

terms in the folder.

e Click the “Save Index Terms” button.

Click the “Add Website User” button. The Manage Website Users container appears

with the newly added website user selected:

Safiect & U (MGHE WA 0 s L0.0CEON 1)
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15.2.2 Modifying an Existing Website User

Only users with the Site A
user.

dministrator or Content Administrator role can modify a website

To access the Modify/Delete an Existing Website User, follow these steps:

Select Administration - Website Users from the main navigation menu. The

Manage Website Users container appears with the Add a New Website User

tab active
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e Click the Modify/Delete an Existing Website User subtab. The Modify/Delete an
Existing Website User options appear:

BT e Wotvdes Lhey MakW'y Bebotn by | arBag Wetade Uuy
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The Modify/Delete an Existing Website User page displays the following:

Modify/Delete Website User Displays

Pane

Select a User Tabs for Active, Deactivated, and Pending
website users and a list of website users on
each tab.
Also displays a field to search the website
users listed on any tab for the specified
criteria.

Selected User Information about the selected website user.

To modify an existing website user, follow these steps:
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[} User Hame
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e Locate the website user by scrolling through the list or entering a name in the

Search box.

e Click the website user name in the list.
The website user information appears in the Selected User section of the page:

¢ Modify the website user information as described in the Adding a New Website
User section of this guide.

e Click the “Save Changes” button.

15.2.3 Deleting/Deactivating an Existing Website User

Only users with the Site Administrator or Content Administrator role can delete an
existing website user. To delete an existing website user, follow these steps:

e Select the Modify/Delete an Existing Website User sub-tab from the Manage
Website Users container. The Modify/Delete an Existing Website User

container appears.

e Click the appropriate tab for the user’s status as Active or Deactivated.
e Locate the website user by scrolling through the list or entering a name in the

Search box.

e Click the website user name in the list.
The website user information appears in the Selected User section of the page:

¢ Right-click the user name and select Delete.

@’ Delete User

Deactivate User

@ Delete User

@ Delete User

{E‘) Activate User

{b Deactivate User

A dialog appears prompting you to confirm

Click the “OK” button. If deleted, the website user record no longer appears in the
list and the user cannot access the website. If activated or deactivated, their
user status changes and the user appears in the list under the appropriate
website user tab.
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15.2.4 Managing Pending Requests

Only users with the Site Administrator or Content Administrator role can manage pending
website user requests.

You can setup access to your website so that new users who register on the website
must be approved by a representative of your organization prior to the new user being
able to access the website. If you setup access to your website this way, new users who
register on the website appear in the user list on the Manage Website Users 2>
Pending tab.

To manage pending requests, follow these steps:

e Select the Pending tab from the Manage Website Users container, if not
already active.

Appreve Sepect

Lass hangas Caar Farm

e Click on the name of a pending website user in the list. Check the information.
¢ Click the “Approve” button to give this website user access, or click the “Reject”
button to deny access.
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16 ADMINISTRATIVE TASKS

This chapter explains how to perform administrative tasks related to security, caching.
And site management. Only Installation or Site Administrators can perform these tasks,
except for modifying users, which can be done by Content Administrators.

16.1 Configuring Security levels

You can configure security levels by performing the following tasks:

e Add a new security level
o Edit a security level
o Delete a security level

To configure security levels, select Administration = Security Levels from the
navigation menu of iIAPPS Content Manager’s Control Center. This opens the Security

Levels container:

()
Security Lewels

Type here to filter results Dizplaying 1 - 4 of 4
Il Title [l Description Actions
Commerce Customer Customer
Preferred Customer Preferred Customer
Employes Employee
Press Press

4 Previous Nexct » Page 1 of 1 (4 items)

16.1.1 Adding/Renaming Security Levels

To add a new security level or edit Security Levels:

e Select the Administration = Configuration from the main navigation menu.
The Security Levels page appears.

e Locate the security level in the list by scrolling through or entering a level title in
the Search Field.
Right-click on the security level and select Edit Security Level.

OR
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e Right-click any row in the security levels list and select Add New Security Level.

ﬁ&dd Mew Security Level | @3 4dd Mew Security Level

Edit Secunty Level Edit Securty Level
&9 Delete Security Level

Delete Securty Lewvel

Securty Levels
|Type here to fiter results Dizplaying 1 - 4 of 4
i Title | Il Description | Actions
| | 0,0
Commerce Customer Cuztomer
Freferred Customer Freferred Customer
Employes Employee
Press Press
4 Previous Hext » Page 1 of 1 (5 items)

e Add or Edit security level information as follows:

Security Level Field Description

Title Enter a title to identify this security

level.

Description Enter a brief description of the use

or purpose of this security level.

e Click Q@ to save. The new security level appears in the “Security Levels” table.

16.1.2 Deleting a Security Level

To delete a security level,

Select Administration = Configuration from the main navigation menu. The
Security Levels container appears.

e Locate the security level in the list:
Right-click on the security level to delete and select Delete Security Level.
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& hdd Mew Security Level
o Edit Security Level
% Delete Securty Level

A dialog appears prompting you to confirm the deletion:

Click the OK button.

16.2 Cache Information

An installation Administrator can reset the cache for the site by choosing Administration
- Cache.

16.3 Site Settings

An installation Administrator can also access site settings. Settings will only rarely be
changed. The one most likely to be used is the Admin email to which messages about
the system are sent. It is best to use an email alias that forwards to a user in your
company rather than constantly changing the Admin email in the site settings.

To access site settings, choose Administration = Site Settings. A full description of
the site settings is in the Content Manager Developer Guide.

16.4 Site Administration

This section contains step-by-step instructions on how to manage site creation and
copying. These tasks can only be done by a Site or Install Administration, and will not be
undertaken very often.

Installation Administrators can perform the following tasks:

e Create a new site
o Edit site
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o Delete site

e Backup site

e View backup history
e Copy site

To manage a site, select Administration - Site(s) from the main navigation menu:

4 Administration ~
l{rj Sitels)

Cil%S Groups

Cins Users

ifebzite Groups
ifebzite Users

Change Password

The Manage Site container appears:

0 Nemn ik Deatrwturn Creete Datw Lot L4 Duln Crectod Op

« Frevwns Mt » Pagn 1 {1 rery

The Manage Site page displays the following:

Column Name Description

Site Name Name of site.

Site Description Brief description of site purpose or content.
Create Date Date on which site was created.

Last Edit Date Date on which site was created.

Created By Name of user who created site.

16.4.1 Creating a New Site

To create a new site, follow these steps:
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e Select Administration - Site(s) from the main navigation
e Right-click a site in the site list and select the Create New Site.

-{%Create Mew Site

& Edit Site
D Delete Site
Backup 5ite

Wieww Backup History

Copy Site

The Create Site container appears:

Lees Cavenl

e Enter the name of the directory in which to create the site in the Step 1 of the

wizard.
e Enter site properties in the Step 2 of the wizard as described in the following
table:
Site Property Description
Name Enter the name of this site.
URL Enter one or more URLS, separated by comas,
by which users access this site.
Enter URL in following format:
http://www.somesite.com
Description Enter a description of the purpose of content of
this site.
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e Click the “Save” button. The site now appears in the Manage Site container.

16.4.2 Editing Site Properties

To edit site properties, follow these steps:

e From the

Control Center Manage Site Page

Right-click on a site in the Manage | Right-click on a site in the Manage Site

Site container and select container and select Edit Site.
View/Edit Properties. -
(&) Create Mew Site
2 \iew/Edit Properties 4 Edit Site

@" ' @ Delete Site

Backup Site

Wieswy Backup History

Copy Site

The Edit Site container appears:

o Edit site information as described in the previous section (Creating a New Site) of

this guide.
e Click the “Save” button.

16.4.3 Deleting a Site

To delete a site:

iIAPPS® Content Manager User Guide



ADMINISTRATIVE TASKS 321

e Select Administration = Site(s) from the main navigation menu.
¢ Right-click the name of the site to delete in the site list and select Delete Site.

& Create Mew Site
7 Edit Site

%Delete Site
Backup Site

Wiewe Backup History

Copy Site

A warning dialog box appears prompting you to confirm the deletion:

e Click the “Delete” button.

16.4.4 Backing-up a Site/Viewing Backups

To backup a site, follow these steps:

e Select Administration - Site(s) from the main navigation.

¢ Right-click the name of the site you want to back up and select Backup Site. The
Backup Site pop-up appears.

¢ Content Manager automatically records the date of any backup. Optionally, enter
any additional information about this backup to save in the Add Comments text
box.

e Click the “Backup Site” button.

Viewing Backup History

You can view a list of all backups for a site. To view the backup history of a site, follow
these steps:

e Select Administration = Site(s) from the main navigation menu.
¢ Right-click the name of the site for which you want to view back up history and
select View Backup History. The Backup History container appears.

o Click the “Cancel” button to return to the Manage Sites container.
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16.4.5 Copying a Site

You can copy a site to create a new site with the same URL but a different physical
location or site name. You may want to do this if you are changing your company name
and internet domain name.

To copy a site, follow these steps:

e Select Administration - Site(s) from the main navigation menu.
e Right-click the name of the site to copy and select Copy Site.

& Create Mew Site
o Edit Site
€D Delete Site
Backup 5ite
Wiew Backup History

{b Copy Site

The Copy Site page appears:

RTOVETT
N

Copry WA Canvet

e Specify the following information about this site (you cannot edit the URL—that
must be set up in development):
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Site Property

Description

Specify directory where site will

Enter the name of the directory in which to

content of this site.

be located create the site
Name Enter the name of this site.
Description Enter a description of the purpose of

e Click the “Copy Site” button to save this site.

The site appears in the Manage Sites container on the Control Panel.

16.5 User Permissions Tables

Table 1

Index, Workflow, and RSS Management Tasks and User Roles

The following table provides a list of index, workflow, and RSS management tasks
available from the iIAPPS Control Center. It shows which user roles have permission to
perform each of these tasks.

Tasks/User Roles

Content Administrator

Author

Approver

MANAGE INDEX:

Add an index sub-term

Delete an index term

Rename an index term

MANAGE WORKFLOW:

View a workflow

Edit a workflow

Assign a workflow to a page

Rename a workflow

Delete a workflow

Base a new workflow on an existing
workflow

N IR IR RN BN ERN

Create a new workflow
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Tasks/User Roles Content Administrator | Author Approver

MANAGE RSS CHANNELS AND
FEEDS:

Add a new RSS channel

Delete an RSS channel

View and edit an RSS channel

Add a new RSS feed

Delete an RSS feed

IR EEN RN RN RN

View and edit an RSS feed

The following table provides a list of Display Library and Data Library management tasks
available from the iIAPPS Control Center. It shows which user roles have permission to
perform each of these tasks.

Table 2 Display and Data Library Management Tasks and User Roles

Tasks/User Roles Content Manager | Viewer
Administrator

Display Libraries

Manage Styles Library:

Archive a CSS file

Edit CSS file properties

View a CSS source file

View pages that use a CSS file

Y IR ERN AR RN

Add a CSS file

Manage Page Templates Library:

Preview a page template

Archive or restore a page template

Edit page template properties

View pages using a page template

Y IR BN ERN RN

Add a page template
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Tasks/User Roles

Content

Administrator

Manager | Viewer

Manage Content Definition Templates
Library:

Edit content definition template
properties

Add a content definition template

Archive a content definition template

Data Libraries

Manage Content Items Library:

Edit content item properties

View a content item

Assign index terms to a content item

Archive a content item

Add a new content item

RN ERN EEN RN

Y IR RN ERN RN

Manage Images Library:

Add an Image

View image information

Edit image information

View history of an image

Rollback an image to previous version

Show actual size of an image

Assign index terms to an image

Delete an image

SN S SN SN NS

NI R RN

Manage Files Library:

View a file

Edit file properties

View history of a file

Delete a file

N ERNEENERN

N EENEENERN
<
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Tasks/User Roles Content Manager | Viewer
Administrator
Assign index terms to a file 4 v
Add a file v v
View pages that use a file v v v

The following table provides a list of site and user management tasks available from the
IAPPS Control Center. It shows which user roles have permission to perform each of
these tasks.

Table 3 Site and User Management Tasks and User Roles

Tasks/User Roles Content Site Installation
Administrator Administrator | Administrator

Manage sites:

Create a new site

Edit a site

Delete a site

Backup a site

View backup history of a site

VIR BN N RN RN

RN RN EEN RN

Copy a site

Manage Security Levels:

Add a security level

Edit a security level v

Delete a security level v

Manage CMS Groups:

Add a new CMS group v 4

Modify or delete a CMS group 4 v

View and edit CMS group
permissions

Manage CMS Users:

Add a new CMS user v v
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Tasks/User Roles Content Site Installation
Administrator Administrator | Administrator
Modify or delete a CMS user v v v
Deactivate or activate a CMS v v v
user
View CMS user permissions v 4 4

Manage Website Users:

Add a new website user v
Modify or delete a website user | v v
Deactivate or activate a website | v v
user

Delete a website user 4 v
Approve or reject a pending 4 v

website user
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17 CHANGES FOR iAPPS 4.8

IAPPS 4.8 features a sleek new user interface that increases readability and usability.
This release also has some functional changes, such as:

e New Control Center Appearance

e Usage Meter Chart

e Help Videos

¢ New Site Editor Toolbar options.

e Linking Commerce Product Details to Content Manager Pages
e Linking to Analyzer Watched Events

e Excluding Menus and Pages from Search

e Time Zones for Scheduled Publishing

o Workflow Changes

In addition, there are some additional functions for administrators, such as new Site
Settings, changes to workflow and the ability to create 301 redirects from the
Administrative Interface.

17.1 Changes to the User Interface

IAPPS 4.8 features a updated look that enhances readability. Along with our new look,
there are additional changes to iIAPPS Content Manager and the rest of the IAPPS
product suite.

Now you can tell where you are within the admin Ul, as well as easily switch tasks by
using the “breadcrumbs” along the top of each page. If you wanted to switch from
Website sites groups to the Control Center, as seen in the example below, you can
simply click on the Home link in the breadcrumb, rather than using the drop down menu.
This functionality exists in the other iIAPPS products as well.

2 ®
B iIAPPS o o ,
content manager ‘ > iAPPS - . Site Editor - Libraries

Home / Administration / Website Groups

Manape=eMi.Crouns Manape TS Users Manage Website Groups Manage Website Users

BC = i age

Add New Website Group Modify/Delete Website Group

iIAPPS® Content Manager User Guide



CHANGES FOR iAPPS 4.8 329

17.1.1 New Control Center Appearance

The place where you are mostly likely to see the Ul changes is to your iAPPS Content
Manager Control Center. All your familiar containers such as Quick Actions and the Blog
Dashboard are still there, although they may have moved around the screen a bit. We've
even added a few new functions.

IAPPS’

| s R e e v o e

Publishing Workflow

Add a Page

Q-

Administrators also see some additional containers such as Manage Site and an updated
Usage Meter.

WoPS Unage
Manage Site

iIAPPS® Content Manager User Guide



330 CHANGES FOR iAPPS 4.8

17.1.2 Usage Meter Chart

The Content Manager Control Center features an updated usage chart that quickly
illustrates usage statistics for your installation of iIAPPS. This includes the number of live
pages on your site, the size of your image and file libraries and site bandwidth usage.

iAPPS Usage

Uzage Limit .- Last Month Usage . Current Month Uzage

= of Pages Gigabytes Gigabytes

= I I

Live Pages Images & Files Bandwidth

This data does not reflect activity for today.

17.1.3 Help Videos

Having trouble? iAPPS now features many help videos through the administrative
interface and more are coming. If you see the Need Help logo at the button right corner,
click to see a help video for tasks that are on that page or screen.

0 need help with this pase!

17.2 Site Editor and Front-End Changes

Other changes include extra features that you can access while adding content to rich
text areas or content definitions while in the Site Editor.

17.2.1 New Site Editor Toolbar options

IAPPS now offers a choice between the default Telerek/RAD Editor and a new option of
CKEditor. For most users the functionality is very similar. Site Administrators can
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choose which tool bar is being used by going to Administration - Site Settings 2>
Global Settings and choosing from the dropdown menu under Editor to Use The default
editor is the Telerek editor used in previous versions of iIAPPS. Full details on the editor
buttons can be found at the end of this chapter.

M g k| [ H W e e @@ 0 P @ g sharepoint [ [
Bl==== sl = mElsyes B romat =
B I U a5 X, X2 % 9« 99 Sk € & & <3 [E Source [2]
New CKEditor Toolbar

17.2.2 Linking to Commerce Product Detail Pages and Images

Users now have the ability to link to product detail pages, which are produced

dynamically from iAPPS Commerce data. This feature is available from both the rich text
content areas and content definitions.

S
Simply use the Link to Library icon “** on the Site Editor Toolbar as you would do to link
to other iIAPPS content. Along with choosing a file, page or image in the libraries, you
can now also choose a Commerce Product. The front end of the site will dynamically link
the content to a Product Detail Page for the selected product.

Link to Library
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You can also now insert product photos as well. While in a content area, click = the
Insert Image button to receive a product search popup. Products can be filtered by type
or via a keyword search.

e Once you have located the product, right click to receive options on the size of
the photo. Highlight one and click to insert the image.

e Once you have inserted the photo on the page, you can also adjust properties
such as alignment, borders or links, or width and height. Right click on the photo
and chose Image Properties.

Image Properties &

Imagenla Ui Aowanced

[
PraowchmaeavBL0 082S 212 )-400a fca 102

Mlamatne Tas
Fanmheacs Checago Bears Toam Nas oot Mot

i Abgrment
Tagn -
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17.2.3 Save As Functionality

Users can now use Save As functionality on Content Definitions as well as Rich Text.

17.2.4 Linking to Analyzer Watched Events

Users can now easily link their Analyzer Watched Events to specific content in Content
Manager through the Link to Library feature.

e While in Site Editor, right-click to edit or created text in a Rich Text Area or
Content Definition. Highlight the text you want to link to a watch.

e Choose Link to Library from the WYSISWYG Menu Bar.

e At the bottom, click the box Attach Watch. The dropdown menu will populate with
any Watched Events set up in Analyzer. Simply choose the watch you want and
click Create Link.

Link to Library

— =
N~

Attach Watch H :
:--Select-- i'|
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17.2.5 Exclude from Search

Individual Menu items and Pages can now be excluded from the Site Search functions by
checking the “Exclude from Search” box in Menu Item Properties, Page Properties
(accessed from Site Editor) or Extra Info (Page accessed from Menus and Pages). This
will enter the pages URL into the general robots.txt file that excludes items such as
Shopping Cart or Checkout Pages from searches.

View/Edit Menu Item Properties

_ &2

S

goet

Ot
(-

— >

From Menus and Pages From Site Editor
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17.2.6 Time Zones for publish

Users who are scheduling publishing can now pick a time zone for scheduled publishing.
Choose Submit to Workflow from the Site Editor and choose the appropriate time zone in
the Schedule Publication Area.

1. S5chedule Publication

* Publish Date | 04 /05,2012 -4 Now |z| ] Hign Priority
Archive Date j Izl

Time Zone | (GMT-05:00) Eastern Time (US & Canada) IZ|

17.2.7 Workflow Changes

There are two changes to workflow.

Administrators can now change a site setting to enforce workflow on all pages published
in Content Manager. This means no authors can publish if the content has not gone all
the way through the workflow process. Go to Administration - Site Settings 2>
General Site Settings and set CanPublishWithoutWorkflow to False.

:E'F_t.'l'-"-"t':_m.:'\ trLlE E

Day-to-day users will not see much change in the way workflows perform and move from
one user to another. However if the global site setting has been turned on to require
workflows, no user, whatever their level of permissions or role, will be able to publish until
the content has gone through a workflow.

In addition, administrators can now set up a global workflow. Go to Administration 2>
Workflows. Create or Edit any workflow, and check the box at the bottom of the
View/Edit Workflow area bottom to make the workflow global.

Users can still choose a custom workflow instead of the global workflow, but otherwise it
will apply to all content.
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View/Edit Workflow
* Required Fislds

All Users/Groups:
Type here to filter results.

* Workflow Sequence for Global Workflow

Aurthor Approver Publisher Drag and drop from Al Users/Groups to Workflow Sequence Grid.
Uszer/Group Mame -~ Current Sequence User /Group Role
authar Global Author GlobalAuthor
Authar Global Approver GlobalApprover
avashishtha Global Publisher GlobalPublisher

bliuser@bridgeline. intra
CampaignPublizher
COAdrmin

Content Adminiztrator

e Administrators can now also assign and remove workflows from menu items via
the Workflow administration screens.

e Goto Administration - Workflows. When the workflow screen appears, right
click on the workflow you wish to assign or remove and select Assign/Remove
Workflow.

A new Assign Workflow screen appears.

Assign Workflow

Seve (havges Canet

e On the right, navigate to the menus or pages to which you wish to assign a
workflow and highlight the item.

e Next, highlight a workflow in the left box and click the right-facing arrow to assign
the workflow.
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e To remove a workflow, highlight the menu or page item and click the left-facing
arrow to remove it.

17.2.8 Blog Post Additional Information Field

IAPPS now features the ability to add additional custom blog identification properties. At
the end of the Add/Edit Post for Blog popup, there is a new field for Additional
information. This allows for the creation of custom Blog Post property fields. Thus along
with Location or Author name, you might want to include an author photo. To add an
additional field, a developer must create a content definition for it. Users can then add
content to the field by clicking the Insert from Library link although the content will not
appear on the front-end until a developer modifies the XSLT to account for the addition.

See the Content Manager Developer Guide for more detail.

4d/ Edit Post for Blog - USA Nationals

17.3 Additional Administrative Tasks and Functionality

The remaining changes are meant largely for Installation Administrators and most iAPPS
users will not need to worry about them.

17.3.1 301 redirects

301 redirects are now managed through the iIAPPS admin user interface.

A “301 redirect” refers to a standard internet code (such as 404 for a page that cannot be
found), which tells search engines that the URL of a webpage has been permanently
changed.
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For example, your old naming system might have used numbers such as
www.company.com/cm58947. Under the iAPPS friendly URL system, the name
of this page might be changed to www.company.com/about-us/phone-directory.
The 301 redirect is simply an automated message redirecting any browser or
search engine that tries to reach the old URL to the new Friendly URL.

The 301 message also notifies search engines that this URL has been
permanently changed, so that in the future searchers should be directed straight
to www.company.com/about-us/phone-directory. Such redirection is important
for SEO purposes.

You may have many 301 redirects when you launch your site, and these will be bulk
entered by a developer. That set of redirects will not appear in your Admin Ul.

Generally you will not need to add 301 redirects very often once your site is launched
because iIAPPS automatically creates redirects when you change the names of pages
existing within the CMS. Additional redirects will be rare unless you make major changes
to your site.

@ Note: 301 redirects are only for permanent changes in your site structure.

They ARE NOT for temporarily redirecting landing or campaign pages.
You can temporarily redirect items by setting up short Friendly URLs or by
changing the Menu Item Targets (See Editing Properties of a Menu Item for
details). For additional information on landing pages, see the Scenario on
setting up pages outside of Navigation in the iIAPPS User Scenario Guide.

@ Note: Be very careful when entering redirects to ensure you do not accidently

create a redirect loop. If you enter a recursive redirect, the loop can bring
down the entire site!!!

301 Redirects
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e To enter a new Redirect, right-click on an existing line and select Add Redirect.
Fill in the new and old URL information. Click the green plus sign to save.

v 9

e Toremove an existing redirect (this will be very rare), highlight the line, right-click
and choose Delete Redirect.

See the Content Manager Developer Guide for more information on how to bulk upload a
list of 301 redirects. This is often needed during the site launch, for example, when many
pages from an old site may have new names in iIAPPS.

17.3.2 Additional Site Administrator/Developer Changes

There are also some changes to the site settings, scheduled tasks and search
functionality.

Some Site Settings that administrators may need to access include:

e Editor to use
e Can Publish without Workflow

For more details on these see the Content Manager Developer Guide.

17.4 WYSIWYG Editor Buttons

CK Editor Icon Description
P Check Spelling
v Checks the spelling and grammar of the text.
R Find
ord Find text
" Replace
v Replace text
Select All
J Selects All Text
Cut
oy Cuts selected content and move to clipboard.
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CK Editor Icon Description

Copy
Copies selected content to clipboard.

L}

Paste

(o

Paste Plain Text.
i Removes formatting of text and pastes as plain text into the editor.

Paste from Word.
Pastes content copied from Word, removing non-web tags.

P Remove Formatting
Removes formats from highlighted text

Undo
Undoes the last action.

Redo
Redoes/repeats the last action that has been undone.

Insert image
Displays the Insert Image from Library dialog where you select an
image to insert into text container.

Edit Image
Displays an image editing dialog for the selected image.

Link to Library
Displays dialog to specify link target for selected text to content in
Content Manager libraries or an external URL.

Link
% Opens Dialog box to create hyperlinks to text anchors, URLs and
email addresses

Link [

Linknfn  largat  Adanced

—nk Type
L X

Srotoco URL
rtp W -

Unlink
Eﬂ Removes selected link.

Insert Anchor
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CK Editor Icon

Description

Insert Flash From Library

)I.'
Displays dialog to insert a Flash file from a Content Manager
library and set its properties.
Insert Product Image

= Opens a dialog where you can search for and choose a product to
have its product image inserted on the page.

X y Insert links to SharePoint assets such as images, page and files.
Sharepoint 3 ges. pag

You will need to have all appropriate permissions for any
SharePoint content you wish to insert.

Note: Once content is drawn in from a SharePoint library, it is not
dynamically updated. This is to prevent changes to your
SharePoint library if users in iIAPPS make changes to the content.
If there are changes to your SharePoint content, you will need to
reimport the material into iIAPPS.

Translate highlighted text into additional languages. Remember
that this is a basic translator and you may want to have your
website content reviewed by a professional translator.

Left Alignment
Aligns selected text to the left.

Center Alignment
Aligns selected text to the center.

Right Alignment
Aligns selected text to the right.

Justify
Aligns selected text justified.

ik
i

Indent
Indents selected text to the right.

i
M

Outdent.
Indents selected text to the left.

Numbered List
Inserts/removes a numbered list.

Bulleted List
Inserts/removes a bulleted list.

L | i | (i

Insert Table
Displays the table editor.
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CK Editor Icon

Description

Horizontal Rule
Inserts a horizontal rule.

Apply CSS Class BERRE

Displays a list of available CSS classes Al Tide

available to format selected text. pesi
e =g

oy syl

Yol -

Marmal -

Paragraph Format
Shows the current style and displays a dropdown list of paragraph
styles to apply to selected text, such as Header Size.

Bold
Applies bold formatting to selected text.

Italic
Applies italic formatting to selected text.

(]

Underline text
Applies underline formatting to selected text.

£

Strikethrough
Applies strikethrough formatting to selected text

Insert subscript

xz
x2 Insert superscript
Text Direction from the Left
[
- Text Direction from the Right
T4
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CK Editor Icon Description
- Insert Block Quote
_ Insert page div
. Inserts an html page division
Q- Insert Special Character
Displays dialog to insert a symbol into text.
nv
£ & £ ¥ @ © ® ™
+ S -] = >< []
Moo 3ot %, T 0§
a B LA o p QT OO0 £
o % . . T £ ,'-
Show Blocks
i Displays individual paragraphs, and page divisions within the

content area.

Save selection as snippet.
Displays dialog to name selected text and save it as text snippet in
Snippet Manager.

€3

i View in Browser

= When working on an email in Marketier, inserting a View in
Browser link allows users to quickly see the message in a web
browser instead of their email program.

Page Source

El source Shows the source HTML for the relevant content area you are
editing.
= Help
Ed Displays edit tools help dialog.
= Save
Saves changes to existing content item in content library or

displays dialog to save new text as new content item in content
library and then closes the toolbar and returns to Site Editor.

= Save As

(] Displays dialog to save text as new content item in content library.
Cancel

L7

Ends current function or closes editor.

iIAPPS® Content Manager User Guide



344 CHANGES FOR iAPPS 4.8

iIAPPS® Content Manager User Guide



FREQUENTLY ASKED QUESTIONS 345

18 FREQUENTLY ASKED QUESTIONS

Below are a number of Frequently Asked Questions about iAPPS. You can also consult
the iIAPPS User Scenario Manual for additional information.

What the difference between Copy Page and Copy as New? Which should |

use?

Generally, unless you need exactly the same content in two pages for the long term, you
will likely want to use Copy as New.

Copy Page creates a shortcut to the old page in another menu node. The content
items are re-used and shared, rather than duplicated. Thus, any changes to a
content item will affect both pages.

Copy as New creates a new page with the content of the old page. The content
items on the page are initially the same, but they are no longer linked so you can
swap out a content item on one page and it will not affect the other page. If there
is still some content on the page you want to share, you can simply insert the
shared content as usual.

How do | know if the page is in edit mode?

You will be able to see the green iIAPPS edit boxes. But you should also be able
to see the Edit Mode Icon is darker than other icons on your Site Editor main

menu pull-down.
O OBEJQ  iAPPs site Editor [P

Why aren’t my changes appearing?

There could be a number of reasons.

Did you save properly? Remember that you have to save a content item or
definition via the WYSIWYG Rich Text Editor AND you need to save the page as
a whole.

Have you published the page?

Make sure the page has not been deleted or archived.

Check to make sure the page is still connected in the right place in Menus and
Pages.

If you submitted the page to workflow, remember that it may not have been
published yet.

Other possibilities include having more than one iIAPPS window open in the
same browser. If you want to have both the front-end of your site or Site Editor
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open while still viewing the Admin interface, make sure that you use two different
browsers. Otherwise you may corrupt the iIAPPS session, which can affect your
content.

¢ If you tried to make content “invisible” and you still see it, you may still be in
editing mode in Site Editor. Make sure that you are looking at the View as Live
version of the site. Because you still need to be able to see content in order to
make it visible in the future, it will still show in Site Editor, even when it is set as
invisible on the site.

Content delays may also relate to caching. Because websites often have so much data,
information drawn from databases is often pre-loaded or “cached” to improve response
times for users. If you made changes to the site between “refreshing” this cache
(clearing all the information and reloading it from the database) your changes may not
appear. An installation Administrator can change the caching for the site. Also see the
Commerce User Manual for more information on caching.

| am having issues with the Site Editor. The formatting is not what | expect.

Instead of pasting in content from MS Word directly, consider uploading and “cleaning”
your text to strip out existing “hidden” formatting which often accompanies text from word-
processors, spreadsheets or other websites. Use a button in the upper-left corner such
as the “Paste as Text or “Strip Format” while placing text in the container.

iAPPS Sige"Editor Tooibag,

) a;i_p ?J ?; Z| sharePoint |3 % i

= | Apply C55 Clas~ | Paragraph Style~

v‘ || Save As | Save | Cancel |

e If you know some HTML, you can use the HTML G0 @ |

editor to make changes. Contact Information
e Code Snippets make formatting easier for material Document List
you use regularly and want to appear the same way |Internal Event List
every time. You can add code snippets yourself or Internal Event List
your developer can also add them. See Managing | Multi Type Document List

. . Print Email, Share Page Block
Content Areas for more information. rint,Email, share Page Sloc
Related Link List
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I’m unable upload multiple images or files.

You only get the multi-upload interface when clicking within the tree view of menus and
pages. Otherwise, if you click within the grid view, you get a single upload option, as you
can see on the screen shots below.

oo o~ You are io: File Library » Homepage Videos Py
e e Dight otk for options.

- natie site Sspts
) 2 FleSie | Description Toot Tip Actons
" v
Fies = ==

SO

Content items | Images Tile forms | Sogs omments | Find and Replace
Search Cloar
Right:chick ona existing dh You are in: File Library > Homepage Videos Displaying 1 - 3 of 3
v Right-ctick for aptions.

pe Enable site Gispiay sort
‘v",*, | » Type File Mame File Title Fue Size Descrption Tool Tip Actions

2

5 - 1 Manning T pass to  £ll Manning 2.3 M8
[ 9 raeoraknReverss 98- vareBeversa i
One Of The Grea
’ =
J File Lit
‘ » Page 1 0f 131t

Why can’t | right-click on all the items in my menu tree?

There might be several reasons for this. One, there might be limited permissions on the
menu item or pages. Content Administrators can set limited permissions for groups or
users. (See Viewing/Editing CMS User Permissions). Additionally, you can’t always
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change material in Site Editor or in the libraries from other products in the suite. For
example, Commerce product pages must be edited from Commerce, not from Content
Manager. Similarly, Marketier users cannot change material on the main website from
Marketier. They can only edit Marketier libraries.

How do | configure RSS feeds?

The main scheduling and set up for RSS feeds is done by a developer during installation.
Once that has occurred you can simply add RSS feeds. See the MANAGING RSS
CHANNELS AND FEEDS section for more detail.

My RSS Feed was working and now fails. What happened?

This is typically because a username and password needed for RSS feeds changed and
the RSS configuration file needs updating. Talk to your developer.

In publishing workflow, is the time selection in the client's time zone?

No, the time for publishing and server timing is always in GMT/UMT.

When you archive a page, do links to that page get updated throughout the
site, including the Rich Text & Content Definitions?

There are a number of ways to manage links within iAPPS, and how they update
depends on which you used to create the links.

e If the page link was created using the link to library/page E feature, then the
archived page link will be automatically removed.

¢ If the archived page is in the left nav — it will disappear from the site.

o If you set up the links yourself in a rich text area through HTML or using the

hyperlink manager, 2 then it won't automatically update, and you’ll need to
ensure that it gets done.

How can | get a list of pages having a particular content or content
definition?

In the Content Definition or Content Libraries, navigate to the item, right-click and select
View Pages Using This Content.
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4 davelive@ Add New Content
|

5 | . :

¥ Edit Properties

A

= Assign Index Terms

7

Archive

Copy Content

View Pages Using This Content

In addition, while you are in Site Editor, hovering over a content item area will show you
both if the content item is shared and where it is stored.

Shared Content ltem!

This content is shared on the following pages:

USA Nationals:
& the-team > about-the-nationals =
know-more-about-your-usa-nationals
* the-team > new-node = about-the-usa-
nationals
contact-us > about-the-usa-nationals

Home = The Team

This content is stored in the following location:
® Content Library = The Team

About t

08/04/2010

The USA Nationals

The USANationals are a storied Football Franchise, whose roots )
can be traced back for over a decade. When the iAPPS aroup of = Print Page
Bridgeline Digital first introduced the USANationals into the

laana manvtaame weara in fliy erramhblinn tn kaan nin with tha 1 Fmail Pane

@ This feature is not always available immediately for content entered in the Site
Editor Toolbar rich text areas, but sometimes needs to be updated (or indexed)
overnight.

Why does Menu Items show a different number of pages present than the
Grid?

You can get a different number because the Archived items are counted in one and not
the other. You can see archived material by checking the “Include Archive” box just
above the column headings.
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Content list without and with archived material

You are in acme = GlobalNavigation = News = In the News Displaying 1 -8 of B

Right-click for options. Highlighted row indicates default page for this menu item. Include archive D Enable site display sort
Il &| Il Page Hame Il Template Hame Customize | Il Description Il Security Il &ctions
1 In the News Mews List

z Giants Foundation Golf O
Living the dream

Coaching Bug

How do | delete content items?

You cannot delete content items through the iIAPPS user interface. Every version of a
content item is saved for compliance reasons. If you do not need an item anymore you
can archive it, or if absolutely necessary it could be removed from the database by a
developer.

Someone just left my team. How do | make sure they don't have access
iIAPPS?

You can either simply remove them as a user or change their password if they have a
generic login (Marketingadmin vs jlastname). (Generally, it is recommended that all
users have a personalized login such as first initial and last name). A site administrator
can change a user’s password in Administration - CMS Users. The User
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Administration screen will open with the Manage CMS Users tab active. Simply search
for the pertinent user, then enter a new password into the External Password Field and
the Confirm Password Field. Scroll down and click “Save Changes.” To delete the user,
follow the process in the Modifying / Deleting an Existing CMS User section. Note: If you
do delete a user, make sure you first transfer any workflow responsibilities they may have
to another user.

How do | embed a video in my content?

You can use the standard iAPPS toolbar to embed flash video into a rich text area
container as you might any other file in the libraries. In any rich text area, simply right-
click, select Edit Text and choose the “Insert Flash Button” in the toolbar to bring up the
insert video dialog box. M

| (=5 iAPPS Site Editor Toolbar V
VR LB BF -0 @A E RSP E shreron|d B |
E=E=== =3 : = || Apply €55 Clas~ | Paragraph style-
| B 7 U0 x* X (7] | Save As | Save | Cancel _|

T‘I

e If you are doing a lot of short videos, you should consider having a dedicated
video/media template. That would allow the videos to be uploaded to the site and
added to a page through a content definition.

e You can also use an external media player. Customers who use larger/longer videos
or manage them for multiple locations often employ an external media provider like
Brightcove, Vimeo or Youtube. In this case, it is simple to paste javascript from the
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vendor into the HTML view of the rich text editor.

Can | override the default meta tags being rendered from iAPPS?

The default values are determined in the development process, and can be changed.
You can also override them on a per page basis by using Page Properties. There are two
ways to access the Page Properties

In Libraries & Menus and pages, navigate to the page you want to edit. Right-click and
select Edit Properties.

Il #| Il Page Name Il Template Name Customize | Il Description Il Security agctions
1 Home * Home =H =3 P o =_
Employee L @

Click on the gear / wheel to fill in the Extra Info page Properties.

Save Cancel

Alternatively while in Site Editor, on menu pulldown, select Page Properties 2>
View/Edit Properties to bring up a similar dialog.
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Page Progeviies

Advanced Propertie

Sewch Ingioe Optimtostion SEC)

These dialogs allow you to change the friendly URL name, the page name, title and H1
tags and add SEO Metadata.

To avoid numerous changes, keep SEO in mind while naming your menu items
and pages. iAPPS automatically creates friendly URLs from your naming
structure. Keep menu item and page names short and easy-to-remember.

You can also talk to your development team about custom SEO logic SEO logic if
you need specific behavior in the site without editing every page.

Do | need to consider SEO if | have two pages with the same content in two
different places on my site?

Part of the usefulness of a Web CMS system such as iAPPS is the ability to reuse
content. However, if you do have the same content in too many places, it could hurt your
credibility with the search engines.

There are ways to prevent repurposed content from affecting your site’s search
equity. One method is to use something called a canonical metatag. This tag
simply tells search engines that you realize content is being used in multiple
places, and that is not intended to “trick” the engines in anyway. The tag gives a
reference to one preferred page as the primary source of content.

To insert a metatag, bring up the Page Properties in Site Editor or through
Menus and Pages (as shown in the question above). In the field labeled “Other
Metadata,” insert the tag: <1ink rel="canonical"
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href="http://www.example.com/product.php?item=swedish-fish"
/> Replace the sample URL above with your preferred URL for the shared
content. For more information see:
http://googlewebmastercentral.blogspot.com/2009/02/specify-your-
canonical.html.

Extra info

Save Cancel

Fine tuning your SEO can be complicated. See the iAPPS User Scenario Manual for
more hints or contact Bridgeline’s Digital Strategy Group about how to optimize your site.

| want to change the name of a menu item or a page on my site. Is there
anything | need to worry about with SEO?

When you change a page name in iAPPS, iAPPS will automatically redirect pages. If you
change a menu name or move a page to a different menu, you might want to make a
request to your developer to add the URLSs to the .xml redirect file. For more on 301
redirects, see the iIAPPS Content Manager Developer Guide. You should also change
any external links pointing to the page as well.

| want to change the URL attached to a page. Do | do that in the Menu area
or in the page's SEO settings area?

There are two ways to do this.

e If you change the name of a page or a menu item under Menus and Pages, this
will be automatically reflected in the page’s URL.

e If the change you want is just at the page level, then you can simply change the
Page title in the Page Properties.
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If your preferred URL is at the menu level, then you should change the menu
name in Menus and Pages. Generally, the menu level is the best bet, but it
would depend on how your site is structured.

Remember that you can have a shorter friendly URL without changing the name
of a page. Also, while the H1 Heading default is the page name, you can also
change that in the Page Properties.
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Blog Settings, 162

Blogs, 158, 164, 336
Adding, 161
Adding / Editing, 165
Archiving, 168
Assigning Index Terms, 169
Comments, 170, 173
Deleting, 164, 169
Making Sticky / Not Sticky, 168
Renaming, 163
Settings, 161

Blogs Library, 158, 160, 161, 170, 198

Cache Information, 317

CMS Groups, 108, 240, 273, 274, 275,
277, 278, 279, 280, 326

CMS Users, 21, 273, 283, 284, 286,
287, 326, 349

Code Snippets, 85

Comments, 160, 162, 171, 172, 174,
176, 178
Approving / Deleting, 177
Editing, 177
Managing, 175
Searching, 178

Container, 16, 29, 30, 32, 34, 35, 36, 37,
38, 94, 233, 293

Content Administrator, 22, 23, 36, 92,
100, 102, 103, 105, 107, 114, 181,
196, 198, 220, 225, 241, 244, 246,
249, 256, 258, 265, 271, 306, 307,
308, 311, 313, 314, 315, 323, 324,
326

Content Area, 64, 85, 345

Content Definition, 16, 17, 86, 87, 88,
89, 90, 91, 200, 241, 255, 256, 257,
258, 266, 325, 333, 347

Content Definition Templates, 325

Content Items, 202, 204
Copying, 203

Control Center, 12, 13, 16, 19, 20, 22,
25, 27, 28, 34, 38, 39, 41, 42, 43, 54,
111, 315, 320, 323, 324, 326, 329

CSS Source File, 245

Directories
Adding, 237
Adding Sub-Directory, 237
Deleting, 239, 267
Permissions, 239
Renaming, 238, 267

Downloading Attachments, 157

Files Library, 223, 227
Adding, 225, 229
Deleting, 231
Editing Properties, 228
History, 229
Index Terms, 232
View Pages Using, 230

Forms

Adding a Form, 138, 153
Adding a Poll, 146, 147, 153
Deleting a Form / Poll, 157
Designing Form Layout, 139
Editing Form/Poll Properties, 152
Previewing / Saving Forms, 144
Specifying Form Field Properties, 141
Viewing Form / Poll Results, 155
Forms Library, 136, 198
Image Library, 205, 207
Images, 222
Adding, 210
Adding, 92
Deleting, 93, 221
Editing, 212, 216
History, 218
Index Terms, 220
Sorting, 209
Index Terms, 270, 271
Content Items, 201
Files, 232
Images, 220
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Automatic List, 126

Build Manually, 130

Viewing/Editing, 134

Login, 24

Main Navigation Menu Bar, 27

Menu Item Options, 62

Menu Item Properties, 58, 106

Menu Item Target, 62, 117

Menus, 18, 58, 60, 62, 63, 99, 100, 101,

102, 103, 104, 106, 109, 117, 118,

126, 163, 185, 269, 298, 348

Adding a Sub-Menu Item, 103

Deleting, 102

Editing Properties, 105

Making Invisible, 105

Renaming, 100

View/Edit Permissions, 107

Page Actions, 31, 51, 52

Page Properties, 114

Page Templates

Managing, 17, 241, 247, 248, 249, 251,
252, 254, 266, 324

Pages, 45

Adding, 111, 190, 249

Approving, 20

Archiving, 122

Archiving /Restoring Pages, 51

Assigning Index Terms to a Page, 119

Compare Versions, 121

Connecting an Existing Page, 56

Connecting to Menu Item, 117

Creating, 19

Creating and Connecting New Page, 57

Deleting Page, 120

Editing Page Properties, 114

History, 45, 120

Jump to Page in Editor, 109, 114

Managing Search Engine Optimization
(SE0), 115

Notes, 55, 56

Page History, 45, 46, 48, 51, 109, 121

Publishing, 20, 28, 29, 30, 31, 54, 335

Saving as Draft, 51

Submitting into Workflow, 52

Versions, 46, 47

INDEX 357

Viewing / Editing Properties, 48
Password, 25
Permissions, 21, 27, 323
RSS

Adding Feed, 194
Adding New RSS Channel, 183, 184, 188
Deleting Channel, 191
Deleting Feed, 196
Editing Channel, 191
Editing Feed, 197
Managing RSS Feeds, 193
Script Files

Adding, 261, 264
Archiving, 263
Search, 39, 337, 338, 352
Searching / Finding / Replacing Data
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