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Welcome to concrete5.

This document tells you what you need to know to start editing and updating your website.

1.Logging in

Before you can make any changes to your website, you'll need to log in to it. This keeps things secure and
prevents unauthorised users from making changes.

Depending on the particular design of your website, you might see a login link. This is usually in the footer of
the design:

Aliguam non risus lorem, nec iaculis velit. Duis lobortis ipsum
egestas mi molestie. Maecenas vitae augue sapien, vel porta &

If there is no login link, you can navigate to www.yourwebsiteaddress.com/index.php/login instead.
The toolbar

Once you're logged in you'll see the Toolbar across the top of your website:

This lets you know that you're logged in and allows you to use the editing functions of the CMS.



Editing pages

The contents of pages are arranged into sections called 'blocks'. Each block corresponds to a particular type of
content, for example text and images (the Content block), a staff profile (the Person block) or a contact form
(the Form block).

You can generally add as many blocks as you like to the editable areas of a page, which are denoted by a red

outline when in Edit Mode (see below). Blocks are stacked vertically and once created they can be re-arranged
or even moved from editable area to another (for more on that, see Rearranging blocks on page 7).

i. Editing existing blocks
In order to edit a page it must be in Edit Mode.
1. First, navigate to the page you'd like to edit and click Edit Page in the Toolbar:

39 K -

Edit@ge sdd Page

Welcome to 39steps CMS

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Nam sagittis tempus enim, ut
lacinia negue mattis sit amet. Nam rhoncus lectus
id diam mattis vel congue orci molestie

2. Once the page has reloaded into Edit Mode, you'll see red dashed boxes around the content that you can
edit. When you rollover a red box it'll go grey. This tells which section of content you're about to edit.

Welcome to 39steps CMS

Lorem ipsum dolor sit amet, cansecietur adipiscing E" e
elit. Nam sagittis tempus anim, ul lacinia neque mattis
sit amet. Nam rhancus lectus id diam mattis vel congue

orci molestie

& Suspendisse eu ligula est
&= Curabitur vitae mauris

= Mauns nulla mi, feugat vitas

Add To Sidebar

Aliquam non nisus lorem, nec iaculis velit. Duis lobortis ipsum sed magna interdum a
eqestas mi molestie. Maecenas vitae augue sapien, vel porta erat

Add To Main

continued...
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3. Clicking a greyed box will bring up a menu. Click Edit to change the block's contents.

Edit E

Copy to Socapbook
Mowve

Delete

E} « B N

Add To Sidebar

Cesign

& {

Customn Template

4. In most cases you'll be changing text and images, so you'll be presented with a Content Block editor
when you click Edit:

Edit Content £ close

[+ Add Image ¥ Add File ¥ Insert Link to Page ¥ Customize Toolbar

B 7 U &Gl |5ty1es +| Heading 2 -
— 2 |A-2-| L | B G T

Sidebar

Mauris ullamcorper consectetur risus, ac fermentum erat lacinia nec. Integer ipsum neque
condimentum vitae adipiscing sit amet, venenatis a lorem

Cancel

You can type, select and delete text as easily as in a word processor. Giving text styles like bold and italic is
easy, and keyboard shortcuts work as expected.

continued...
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Note if you'd like to paste in text from an email, a document or another website, it's best to use the 'Paste as
plain text' button. Once you have clicked it you can paste in your text.
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Linking to another page on your website

In many cases you'll want to link to other pages on your site, to allow users to navigate to relevant areas of
the website without using the pre-defined navigation. This can be done by clicking the Insert Link to Page
link above the editing toolbar:

E Add Image Add File Insert Link to Page Customize Toolbar

This will display the website's Sitemap, which displays the pages on the website in a hierarchical tree (for
more information see Using the Sitemap on page 16). Because the pages on your website are arranged into
categories, finding the page you want to link to is simple. Clicking the plus sign next to a page name will
display its 'child' pages, i.e. those pages within its category, and clicking a title will insert the link.

CCM Dialog

@ Full Sitemap _ One Level Only

[

me

Ho
= .ﬂ About (1)

I:I Gueatit%:lk

Adding an image

Images can easily be added to the Content block by clicking the Add Image link above the editing toolbar:

E Add Image Add File Insert Link to Page Customize Tooclbar

This displays the File Manager, where you can choose the image you'd like to insert.

continued...
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File Manager £} ciose

Iy

R Viewing 1o 6 (6 Total]  Add: Browse. || Upload | Upioad Multiole

Search [ . Type Title Added *  Active Size [E
3 e GIS41B322_OFSalde  TURBZ0I0 112010
Fiesults Per Page 10 J e g21_mipg sl133PW  BLE4IPM

kel Save Search

nnerepbcs_dot_pet 1102010 1R
_BSpeEns. jpg al B:03 PM al 903 PM

Innaroptics_dof_net 132010 1132010
_starfish pg at 9:03 PI at 503 PM

inneroplics_dot_net 1132010 117382010
_canyoniands. jpg at 5:03 PR at 03 PM

inneroplics_dot_net
_new_zealand_she
EpIPa

12010 112010
a1 203 PR at 9:03 PM

Innaropbics_doi_net MIZZM0 1132010

The File Manager lets you search for files, upload new ones, edit images, change files' descriptive data and
much more. To find out more read the section on Using the File Manager on page 11.

To insert your chosen image, click it and select Choose from the menu that appears. This will insert the
image into the Content block.

T lype Title
)o@ B I UE|EEE S| st
i . Choose ! EE $E| '§§|_£1 |&'E'| ll’|&

-

Access & Permissions

gaSidebar
g d

Delete pg Mauris ullamcorper consectetur risus, ac fermentum erat |
condimentum vitae adipiscing sit amet, venenatis a lorem

O
Ef® |« *EFN{ &
i
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Once the image is inserted, you can change its properties (dimensions, position in relation to text etc.) by
selecting the image. You'll know the image is selected when it shows eight white 'handles' around its border.
Click and drag these to resize the image:

and border can be changed by clicking the image icon on the toolbar when the

Other parameters such as alignment, description, vertical/horizontal spacing | .
=P |% F wm
image is selected.

Adding a link to a file

You may want to add a hyperlink which allows the user to download a file, such as a document or PDF. The
procedure is very similar to adding an image. When editing a Content block, click the Add File link above the
toolbar:

-2 ¥ Add Image ¥ Add File ¥ Insert Link toc Page ¥ Customize Toclbar

)

Again, you'll be shown the File Manager, where you can find the file you're looking for. Click Choose on its
menu and a link to it will be inserted into the Content block:

f '!',' Choose
| w PDF Ky PDF document l2&) 3
= Dhownl
% FProperties
ﬂ Replace SIdEbar
. ppg 035416322 9fal4e L) Copy k Mauris ullamcorper consed
L 821_m.jpg $ set condimentum vitae adipisc
ri Access & Permissions My POF document
ﬁ' Delete
c? ELTT [T e inneroptics_dot_net |
» IFEG _aspens.jpg at 9:03 PM at 9:03 PM =




Rearranging blocks
Blocks can be re-arranged on the page and moved between editable areas.

Note it's worth bearing in mind when creating blocks how much content to put in each one, because the
more you break down content into sensible chunks, the easier it will be to re-arrange the blocks if necessary
at a later date.

To move a block, click it while in Edit mode and choose Move from the menu. You can then drag it around
and other blocks will move to create a space for it.

: Another block Lo '
g :Sidebar

iMauris ullamcorper

iconsectetur risus, ac

-------------------------------------- n
7 "

Edit

g

B copy to Saapbook Efermmi'
¢ .
[}

— o R i C%D

Celete

Add To Sidebar A 3 -
== Design i Anottier block : :
e Custom Template .. .......................................... E

Add To Sidebar




ii. Adding new blocks

You can stack as many blocks of as many types as you like in an editable area. For example, you could have text
and images (a Content block) followed by a Youtube video (a Youtube Video block) followed by a comments
form (a Guestbook block). Once added, blocks can be easily re-arranged (as we've seen in Rearranging blocks on

page 7) or deleted.

1. To add a block, first go into Edit Mode as described on page 2. Again, you'll see a red dashed border around

the areas of the page that can be edited/added to.

2. You'll see that each editable area has a name, which is shown in a grey-dashed box below the area itself:

tegestas mi molestie. Maecenas vitae augue sapien, vel pora era

Add To Main

3. When you hover over this area, it'll highlight to tell you that this is the area you'll be adding a block to.

Click and select Add Block from the menu:

Add To Sidebar

4. You'll then be given a list of all the block types you can add. Depending on your particular website, the

options may vary.

Add Block

Content
HTML
=2 Auto-Nav
% External Form
El Form
& Page List
2 File

4 Image

() Flash Content




5. Here we'll be inserting a Content block, although depending on your website we may have included other
specialised blocks. If so, those will be explained to you separately.

To insert the Content block, simply click its name in the list and you'll be presented with the Content block
editing interface. Read more about adding text and images at Editing Pages on pages 2-6.

Add Content
Add Image Add File Insert Link to P,
= Content I - — —
= g @@ B I Us|ESEE
== LITARAL "E ;E | = | e E-I | ﬁ - ‘E‘E'_,? - |




iii. Saving your changes

Once you've edited or added to a page, it must be published before your changes appear on the web. You can
preview the changes you've made before they go live, to make sure everything appears as it should.

Click Exit Edit Mode on the Toolbar, and you'll see the following interface:

R

C3 * S of s »* iy gl
Exit Edit Mode Froperties Ciasign Sitemap File Manager Dashboard Help Sign Out
g:] Cloze

Exit Edit Mode

Version Comments

Added new paragraph and moved photo up the page

® G

Discard My Edits Preview My Edits Publizh KMy Edits

Here you can choose to (1) discard, (2) preview or (3) publish your edits. You can also (4) add version
comments.

1. Discard My Edits — the page reverts to the state it was in before you entered Edit Mode.
2. Preview My Edits — the page will reload and you'll see it as it will appear on the web when it is finally published.

Once you've reviewed your changes, you can click Approve Version in the notification on the top right of the
page to publish the page immediately.

u_:.: E * rH\ (Y

Sitemap File Manager | Dashboard Help Sign Out

This page is pending approval.
Approve \Version

3. Publish My Edits — the page goes live with your edits which are then visible on the web.

4. Add Version Comments — you can enter a short description of the changes you've made. This is useful when
looking over previous versions of the document, to see what changes have been made in the past.
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Using the File Manager

The File Manager provides an easy way to organise and classify all the files that you want to display or link to on
your website. This can include images or photos, PDF or Word document downloads or spreadsheets. You'll find
that using the File Manager is a lot like browsing offline files on your computer.

Whenever you insert or link to a file in a page, you'll use the File Manager to find the file. You can also open the
File Manager independently, without being in Edit Mode, to browse your files, change their descriptive
information or upload new ones.

To view the File Manager, click the File Manager button on the Toolbar: i @

File Manager E3 close
Viewing 1to 7 (7 Total)  Add: Browse_ Upload | Upload Multiple
Search
- Type Title Added « Active Size ,_?.1

Results Per Page 10 - - 11/28/2010 1142872010

=l w PDF My PDF document at 10:22 at 10:22 732KB
Iz, Save Search Search = L P
Sets L = e . 535416322 9fSalde  11/28/2010 11282010 c

— W IPEG 821_m.jpg at 1:33PM  at 9:43 PM 150KE

Banners

PDF documents

Photos — W MR Jpgg  Mneroptics_detnet 132010 1132000 o
: < _aspensjpg at%:03PM  at9:03 PM .

Display files in no sets.

inneroptics_dot_net 11432010 11432010
_starfish.jpg at 9:03 PM at §:03 PM

O NS o oo

B87KB

inneroptics_dot_net 132010 111372010
_canyonlands. jpg at 9:03 PM at 5:03 PM

& Bl 7 JIPEG

inneroptics_dot_net . -
il 11.’3.’1010 11F3J£D1D
|, e > e -
W JPEG new zealand_she AtS03PM 3903 PM 79KB

The File Manager shows a list of the files that have been uploaded to the CMS. You can search for files, and sort
them by clicking the column headers, just like on your desktop computer.
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i. Uploading files

There are two main methods for uploading files. The one to use depends on whether you are uploading a single
file, or several files.

Uploading single files

1. To upload a single file, click the Browse button in the top-right of the File Manager:

E3 cie
Add: [ Emwgeg[ Upload ]u:loacl Multiple
Type Title Added Active Size |_T1

You'll be presented with the ordinary file browsing interface for your operating system. Find the file you
want to upload, then click Open.

2. Click Upload to transfer the file from your computer to the CMS. The spinner is displayed while the file is
being transferred: <%

3. Once the file has been transferred, you'll be shown the Upload Complete interface, where you can give the
file some descriptive data and assign it to one or more sets (for more on sets, see Sets at page 15).

r n |
Upload Complete

1 file uploaded successfully. Save
File Details Set a
Basic Properties Banners

My POF Documeant +" | PDF documents

Photos
A PDF outlining topic X

Add to New Sat
topic ¥, outline
] Make set public

| 9 Al

When you click Save, the file will be added to the File Manager along with the information you entered.
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Uploading multiple files

1. Click Upload Multiple on the top-right of the File Manager:

EJ cio
Add: Browse.. || Upload ]Lr:ulc:-s?l Multiple
Type Title Added w Active Size ﬂ

You'll see the Add Files interface. Click the Add Files link and you can add files from your computer. Once
you've chosen the file you want to upload, click Start Uploads and the files will be transferred.

r |
Add Files 3 ciose

Upload Multple £Add Imcoming Add Remote Files

Upload Multiple Files

Upload Queue E,Add Files

Start Uploads

Upload Max File Size: 2M
Post Max Size: BM

| il

2. As with uploading single files, once the transfer has completed you'll see the Upload Complete interface. You
can then add the files you have uploaded into set(s), and give them descriptions and tags. You can't change
their titles here - that can be done by changing their properties individually in the File Manager (see
Changing a File's Properties below).
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Changing a file's properties

Once a file has been uploaded, you can change its properties from the main File Manager window. To do this,
click the file's entry in the File Manager, then click Properties on the menu that appears:

120472010 12/4/2010
4 PDF My PDF Document — ~*47-am otaman . 732K

k&

Diownload

4

Properties
Replace

w PDF My PDF document Copy T32KB

Sets

Access & Permissions

IR C

l . JFEG 535416322_9f5ald [ Delete
it L]

e
i o] £521_m.jpg i

You'll then be shown the file's current properties. You can click the underlined properties to change them:

’- I
Properties E3 ciese
Dietails Wersions Statistics :
File Details Rescan

Basic Properties

ID | 3

Filename My _PDF_document.pdf

m

URL to File | hitp:i) My_PDF_document. pdf
Type PODF
Size | T32KB (749,379 bytes)

Date Added | Added by admin on December 04, 2010 at 12:40 PM

Location Default Location

Title ' | iy PDF Document 7

Description = A PDF outlining topic X

Tags @ topic ¥ outline

File Preview

L -

Once you've changed something, click the pencil icon or press Return to save your changes.
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Sets

On some websites, the number of uploaded files becomes too large to browse through manually. Sets solve this
problem by allowing classification of files, much like normal folders or directories. To display the files contained
in a particular set, click the checkbox next to its name in the File Manager:

Sets i

J Banners
POF documents
J Photos

Display files in no sets.

A notable feature of sets is that you can place a file into more than one set, which allows for sophisticated
classification of files. For example, the Photos set might include photos of many different kinds, while the
Banners set might include lots of banners, some of which are photos and some of which are drawings. In order
to find those files which are both banners and photographs, we can click both set names to filter out only those

files which are in both sets.

Putting files into sets

As mentioned above, you can put files into sets when they are first uploaded (see Uploading files on page 12).

You can also assign files to sets after they have been uploaded, by clicking the Sets option in the file's menu:

Download
DF Iy PDF docurnent 2K

Properties

f

Replace

235416322 919al4

FEG ed21_m.jpg

1K

E} ® |« & B &
7

1. Check the boxes next to the existing set names to add the
file into those sets.

Alternatively, you can create a new set by entering a name
into the Add to New Set box.

2. Click Update to add the file to the set(s) you've chosen
and/or created.

Sets

Set

Banners
« | PDF documents

Photos

Add to New Set
O

Update

Make set public

When you come to insert files into your pages you'll be shown the File Manager, where you can click the

checkboxes next to the sets' names to filter them.
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The Sitemap

The Sitemap does as its name suggests - it shows an overview of your website's pages.

To open the Sitemap, click its button on the Toolbar:

=]
e

(1y]
1]
-
=]
1]
u]
T
m

L

The default view is 'Full Sitemap’, which displays all the site's pages in a hierarchical tree structure. Alternatively,

you can view the Sitemap a single level at a time.

Full Sitemap view
r . |

Havigate 1o Page £ ciose
® Full Siternap né Level Only
& =] Home
H 2} About (1)
Guestbook
2 2 Blog (2
Iy First Blog Post
| Adding a Mew Post
& 3 Search (1)
| Members
s -

In Full Sitemap view, clicking the plus arrow next to
a page will expand the list to show that page's
subpages (or 'child pages'):

# =] Home

{1:?3_'1 About (1)
Ij Guestboaok

One Level Only view

r - . |
Havigate lo Page L] Class

Full Sitemap = One Level On

A Aboud (1)

[=:]
=
iy
2]

| Search (1)

WMembars

| W

In the One Level Only view, to navigate to a lower
level in the hierarchy, clicking the page's icon will
show its child pages. The trail at the top shows what
level you are at.

Home » Blog

[=] My First Blog Post

=] Adding a Mew Post

Clicking a page's title will take you to that page. This is a fast way to navigate through your website and is

particularly useful if you have many pages.
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