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Preface

Welcome to CMS (Content Management System)!

This manual describes how to build and maintain websites using CMS.
This preface contains the following sections:

= Navigating This Document, on page ??

= Who Should Read This Document, on page ??



m Navigating This Document
This manual contains the following chapters:

= Chapter 1, Interface Overview, describes the various GUI (graphical user
interface) elements used in CMS. This chapter also explains how to navigate CMS.

= Chapter 2, Content Management, describes how to add, edit and delete content.

= Chapter 3, Menu Management, describes how to add, edit and delete menu
items.

= Chapter 4, Navigation Mode, describes how to use Navigation Mode to edit a
website.

= Chapter 5, Web Management, describes how to set various properties of a
website.

= Chapter 6, Driver File Management, describes how to open and edit the CMS
driver files.

= Chapter 7, User Management, describes how to add, edit and delete users.

s Who Should Read This Document

This manual is designed for CMS users and superusers. Superusers have access
to pieces of the administrative features provided by CMS. The difference between
user and superuser will be explained further in chapter 1 of this manual. For
information on administering CMS, please obtain a copy of the administrator’s
manual.



Interface Overview

This chapter contains the following sections:

CMS Overview, on page ??
Logging Into CMS, on page ??
The CMS Menu, on page ??
Icons Used in CMS, on page ??
Buttons, on page ??

Other Interface Elements, on page ??



m CMS Overview
= CMS is a web-based content management system that allows users to create and

maintain websites via the web. CMS allows you to edit all four attributes of your
website: the header, the footer, the menu and the content. Figure 1.0 shows each

Nebiaska

Header Medical Center

Canters | eHealth A-Z | Health professionals | Intemational | Jobs | Mews | Patierts | Research | Students | alumni

piece.

About UNMC | Colleges &

CMS is a webbased Content Management System that allows users to easily

What is CMS7 i 5 : . b
UNMC HOME PAGE uild and maintain web sites,
| Content

M5 Hiln Menu

Contact UNMC via phone and email

Search | UML | UNS | UMK | MU Foundation | MU Central Administration | University Medical Associates | The Nebrazka Medical Cente
Center for Healthy Living | Eppley Cancer Center | McGoogan Library of Medicine | Transplant programs
UMMC Today | UNMC Discover

*Copyright 2003 University of Nebraska Medical Center
University Computer Use Policy/ Copyright Vialations
| Footer

Website Attributes

Figure 1.0
= How to edit each attribute will be explained in this manual in subsequent chapters.
If you're familiar with CMS please refer to the Table of Contents to jump to the
chapter that explains how to edit the attribute you are looking for.



m Logging Into CMS

= Open a web browser such as Internet Explorer 6 and type in the following web
address: http://devl.unmc.edu/cms and hit enter. You should see the login page
show in Figure 1.1. IMPORTANT: CMS is not accessible from off-campus unless
you obtain a secure id card. To get a secure id card, please contact the help desk,
402-559-7700. To obtain a CMS account please contact Mitch McKenzie, 402-559-
9306 or Anne Faylor, 402-559-3043.
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Figure 1.1 CMS Login Page

= To login, type in your lotus notes username and password. Your lotus notes
account is the same account you use to access services such as blackboard and
email. After entering your account information, click the Login button. See Figure
1.12

To login, enter your Lotus Hotes username and password.

Lotus Notes username
Lotus Notes password

Figure 1.12 CMS Login Page Attributes



= |f your login attempt was successful, you should see something similar to what is
shown in Figure 1.13. If you are having problems logging into cms, please contact
Mitch Mckenzie, 402-559-5306. The contact information is located on the login

page.
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@ Content List For: CMS_INFORMATION
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Figure 1.13 CMS Initial Page

s The CMS Menu

= CMS has two types of users: regular users and superusers. Superusers have
restricted access to some of the administrative features in CMS. A regular user will
not have access to any of the administrative features. Most likely you will login as a
regular user and be presented with the menu shown in Figure 1.14. Please read the
description for each menu item.

The Content link will take you to your content list. The content list shows
you a list of all the content records associated with the current web.

The Menu link will take you to your menu list. The menu list shows
you a list of all the menu items associated with the current web.

If you have access to more than one web, you can change to a different
web by clicking on the Change Web link. This is explained further in this
Chapter 5.

Navigation Mode allows you to navigate around your website and edit
Content simultaneously. Navigation Mode is discussed in depth in
Chapter 4.

To see a preview of your website, click View Preview.

To see what your web site looks like to the public, click View Live.

Click on Help to locate help contact information and help documentation.

Click Logout to terminate your session with CMS. It is important that you
do this to insure no one else edits your website.

Figure 1.14 The CMS Menu for Regular Users



= |f you logged in as a superuser, you will notice two additional menu items: Users
and Webs. Please see figure 1.15 for a description of each.

Figure 1.15

The Users link will take you to the user list. The user list will show you a
list of users that have access to the same web(s) that you do. Please
refer to chapter 7 to learn more about User Management.

The Webs link will show you the details about the current web you are
editing. For more on Web Management please refer to chapter 5.

The CMS Menu for Superusers

m Icons Used In CMS

= Figure 1.16 shows a list of icons used in CMS and a description for each.

Icon

Description

Delete Icon — This icon is used to delete a record. The icon will
appear in the content list, menu list and user list (only for
superusers).

Edit Icon — This icon is used to edit a record. The icon will appear
in the content list, menu list and user list (only for superusers).

Details Icon — This icon is used to view details about a record. The
icon will appear in the content list, menu list and user list (only for
superusers).

Unpublished Content Icon — This icon will appear next to content
records that contain unpublished content. This icon will only appear
on the content list. Working with unpublished content will be covered
in Chapter 2.

@

Disabled Menu Item Icon - This icon will appear next to menu item
records that are disabled. This icon will only appear on the menu
item list. Disabled menu items will be covered in Chapter 3.

Figure 1.16

Icons and Descriptions



= There is a key at the top of each record list that shows you a short description of
each icon. See figure 1.17

¥ Content List For: CMS_INFORMATION

Add Content | Change Editor | Quick Find |
GUl Icon Key
Actions Title 1D Date/Time Modified
N () CMS Help 3 11/12/2003 D2:58:48 PM
@O What is CMS? 2 12/01/2003 03:25:33 PM
Figure 1.17 Icon Key

= In the upper left corner of the page you'll notice different type of icon. These
icons are used to show the user what type of records are being viewed. See figure
1.19

<% Content List For: CMS_INFORMATION Type Icon

Add Content | Change Editor | Quick Find |

(- pelete Record | (@ - Edit Record | @ - View Record Details | B — Record Contains Unpublished Content

Actions Title 1D Date/Time Modified
[ ] CMS Help 3 111242003 02:55:48 PM
@ @ What is CM3? 2 12/01/2003 03:25:33 PM
Figure 1.18 Type Icon

= Figure 1.19 shows a description for each icon.

Icon Description

@ Content Icon — The content icon symbolizes content records. The
icon will appear on any page that relates to adding or modifying
content.

Menu Icon — The menu icon symbolizes menu records. The icon
will appear on any page that relates to adding or modifying menu
items.

Web Icon — This web icon symbolizes web records. The icon will
@' appear on any page that relates to modifying the properties of a
web.

]

User Icon — The user icon symbolizes user records. The icon will
appear on any page that relates to adding or modifying users.

Help Icon - The help icon will only appear on the help page.

Figure 1.19 Icons and Descriptions



m Buttons

= Above the Icon Key, you will notice 3 buttons. Each button links to different piece
of the CMS application. An explanation for each button will be provided in
subsequent chapters. See figure 1.2

! Content List For: CMS_INFORMATION

il Add Content | | ChangeEditor | |  Quick Find | I Buttons

@ - Delete Record | (F - Edit Record | (@ = View Record Details | % = Record Contains Unpublished Content

Actions Title 1D Date/Time Modified
N () CMS Help 3 11/12/2003 D2:58:48 PM
QEO What is CMS? 2 12/01/2003 03:25:33 PM
Figure 1.2 Buttons

m Other Interface Elements

= Below the CMS menu are three pieces of system information. See figure 1.21 for
a description of each.

The first line displays the username of the current user. This is to
insure the system identified you correctly.

The second line displays the name of the web that is currently being
Edited. When you change to a different web this line will change. Changing
webs will be discussed in chapter 5.

CMS allows you to choose different content/WYSIWYG editors. The
Ektran evebEditFro Third line displays the current editor you are using. This line will
change when you change your editor. Selecting an editor will be
Covered in Chapter 2.

CrS_INFORMATION




Content Management

This chapter contains the following sections:

= Content Management Overview, on page ??

= Content Editors, on page ?7?

= Changing your Content Editor, on page ??

= Adding Content, on page ??

= Viewing Content Details, on page ??

= Editing Content, on page ??

= Deleting Content, on page ??

» Inserting Media into Content, on page ??

= Viewing Published & Unpublished Content, on page ??

= Searching for Content, on page ??



s Content Management Overview

= This chapter covers how to edit the content attribute of your website. See Figure
2.0

Nebiaska

Medical Center

About UNMC | Co ters | eHealth &-Z | Health prof als | Intermational | Jobs | Mews | Patients | Research | Students | alurnni

what is CMST CMS is a webbased Content Management System that allows users to easily
build and maintain web sites.

UNMC HOME PAGE I Content

CMS Help

Contact UNMC via phone and email

Search | UML | UMS | UMK | MU Foundation | MU Central Administration | University Medical Associates | The Mebraska Medical Center
Center for Healthy Living | Eppley Cancer Center | McGoogan Library of Medicine | Transplant programs
UMMC Today | UNMC Discover

?Copyright 2003 University of Nebraska Medical Center
University Computer Use Policy/ Copyright Wiolations

Figure 2.0 Content Attribute

s Content Editors
= CMS provides three different content editors.
1. Ektron EWebEditPro

= This WYSIWYG (What You See Is What You Get) editor is the default and
recommended editor. Ewebeditpro comes with a custom written application called

the UNMC Media toolbar (Written by Steve Pera) , that allows users to insert media

into content. Ewebeditpro also provides a good and reliable spell checker. Figure
2.10 shows a screen shot of EWebEditPro. How to use the UNMC Media Toolbar

will be covered in the Inserting Media into Content section of this chapter. The user’'s

guide for EWebEditPro can be opened by clicking the help button.

|t RRAN S oY rel -3 @B |[sceEs===c ||
E’ [Apply Stle] = Marmal ~ Times Mew Roman, "= 3[12 pt] - é_%| B 7 U A| = xg“ansp@@ ’€v‘

@B /@4~ | Bemsmms| [~~~

\

UNMC Media Bar

Place Content Here EWebEditPro User’s Guide

Figure 2.10 Ektron EWebEditPro




2. FCK Editor

= This WYSIWYG editor is experimental and may become the default editor for
CMS in the future. Compared to EWebEditPro FCK is much faster in terms of load
time (time it takes for the editor to be displayed). FCK editor lacks a spell checker
and the UNMC Media Bar. Figure 2.11 shows a screen shot of the FCK editor.

Source [~ BB & M4 = &l O = & @ @
B 7 Ut x v === iZi= £ & 5 Zoom [100% 2]
Style I "I Forrmat |Nn:-rma| ;l Font |.-'-‘-.ria| ;l Size | ;l Ti %

Flace Content Here

Figure 2.11 FCK Editor

3. Plain Text Editor

= This editor will let you edit the raw source code of your content page. This editor is
only for users that know the Hyper Text Markup Language or other web-based
languages (Javascript, Java). Figure 2.12 shows a screen shot of the Plain Text
editor.

Place Content Here =]

Figure 2.12 Plain Text Editor



m Changing Your Content Editor

= To change your content editor click on the Content link from the CMS menu and
then click the Change Editor button at the top of the content list. See Figures
2.13&2.14

[__AddContent | | Change Editor [ Quick Find |

(D = Delete Record | (J = Edit Record | () = View Record Det

Actions Title 1D
QG CMS Help 3
(I ] What is CMS? 2
Figure 2.14 Content List

S _INFORMATION

Ektron eWwebEditPro

Figure 2.13 The CMS Menu

= The next page will display the current editor being used and a drop down list that
allows you to change to a different editor. See Figure 2.15

)

Change Editor

Back I
Currently Using: Plain Text Editor
Change Editor To: Flain Text Editar j

Ektron eWWebEditFro

Flain Text Editar

Figure 2.15 Change Editor Page



m Adding Content

= To add content to your web, click on the content link on the CMS menu and then

click the Add Content button at the top of the content list. See Figures 2.16 &

2.17

Actions Title

QG CMS Help

®OEO What is CMS?
) jdoe Figure 2.17 Content List

4 CMSZ_INFORMATION

% Eltron eWebEditPro

Figure 2.16 The CMS Menu

* After clicking the Add Content button you should see a form similar to the one
shown in figure 2.18. Adding content can be done in just three easy steps.

| Publish I | Save I | Cancel I

n Specify a Title For This Content

Title: IWeIcnme

9 Type in your Content Using the Editor Below

| Add Content w Change Editor | | Quick Find |

(D = Delete Record | (J = Edit Record | () = View Record Det

1D
3

2

Content:

[y meEnan s oo v rae -= @B
Il 2k [Spply Style] = Nomal * Times Mew Roman, "= 312 pt) - é{%| B I
_&mf -ﬂ"‘lﬁ 23 | [Faste Media file into BE]

Welcome to my new Website.|

Figure 2.18 Add Content Form



» Step 1: Specify a Title For This Content - Type in the title for the content in the
input box shown in figure 2.17. This is what will appear in the title bar of the browser
window. See Figures 2.22 & 2.23 on the next page.

0 Specify a Title For This Content

Title: |We|n:n:ume

Figure 2.19 Adding Content Step 1

» Step 2: Specify a Title For This Content - Type in the content using the given
editor shown in figure 2.2. This is what will appear below the header and to the right
of the menu. See Figures 2.22 & 2.23 on the next page.

9 Type in your Content Using the Editor Below

Content:

[tmrEang o« Ve cfee -8 @B

| IE [Apply Stele] = Mormal * Times Mew Roman, "= 312 pt] i fl. %
G = F L &) me3 B3 | Bpzete v file into 0]

Welcome to my new website.|

Figure 2.2 Adding Content Step 2

» Step 3: Submit Data - Before submitting the content, you must select one of three
Options.

Option 1: If you click on the Save button, the content will be
saved but it will not be displayed on the live site.

Option 2: If you click on the Publish button, the content will be
saved and made available on the live website.

Option 3: If you click the Cancel button, nothing will be saved
and you will be taken back to the content list.

See Figure 2.21

Publish | Save Cancel

Figure 2.21 Adding Content Step 3



= Figures 2.22 and 2.23 illustrates were each attribute will appear when you view
your website in a web browser such as Internet Explorer.

<% Add Content To: CMS_INFORMATION

Publish ) Save ) Cancel )

0 Specify a Title For This Content

WWelcome

e Type in your Content Using the Editor Below

Content:
FRERBMAB G o Ve | AR - E _
@ [&pply Style] = Maormal * Times Mew Roman, "= 3 [12 pt] < é%| u A| © X |Jansp @@ €'|
QB8 @ | Brre e

IWelcome to my new website.|

Figure 2.22 Add Content Page

3 Welcome - Microsoft Internet Explorer

File  Edit  ‘iews Faworibes  Tools  Help

eﬁack - \_/J - \ﬂ \ELI /._-.j Search . Favaribes wMedia {:‘3| <~ "_f D _I ﬁ ﬁ

Address I@ htkp: /{192, 198,54, 58/CMS5_INFORMATIONinde§lcFr?durryar=-1&webtype=agraphicsil 1 _ID=18COMNREF=4
Links &] MITCH'S FROJECTS  &] Macromedia - Exchangs

] ColdFusion Examples  (&] J5PELL (&] CFEXTRAS & OPHONE @CFCUSTOMTF\GS q

Medlcal Center

About UNMC | College: ealt] Y ar | Intermational | Jobs | Mews | Patients | Research | Students | Alumni

Waelcome Welcome to my new website,
What is CMS?

UMMZ HOME FAGE

CMS Help

Contact UNMC via phone and email

Search | UWML | UNO | UNK | MU Foundation | MU Central Adriinistration | University Medical Azsaciates | The Nebrazka Medical Center
Center for Healthy Living | Eppley Cancer Center | McGoaogan Library of Medicine | Transplant pragrams
UMMC Today | UNMC Discaver

?Copyright 2003 University of Mebraska Medical Center
University Computer Use Policy/Copyright Wiolations

Figure 2.23 Sample Website



m Viewing Content Details

= This section shows you how to view details about content records that are not
displayed on the content list. You can get to the details page by clicking on the
details icon for the record you wish to see details for. See Figures 2.24 & 2.25

# Content List For: CMS_INFORMATION

Add Content | Change Editor | Quick Find |

T

( - Delete Record |'3[;43 = Edit Record | () = View Record Details | % = Record Contains Unpublished Content

Actions | View Record Details Icon | ID Date/Time Modified
@ CMS Help 3 12/30/2003 01:40:49 PM
[ N ) Welcome 4 12/24/2003 02:55°29 PM
(5NN ] What is CMS? 2 12/30/2003 10:13:16 AM
Figure 2.24 View Record Details

|

< Content Detail: CMS Help

Edit Current | Delete Current | Back
Database 1D: 5353
Content 1D: 3
Content Title: GRS Help
Date Created: 11052003 01:15:27 P
Last Modified by: mmckenzie
Last Modified: 12/30/2003 01:55:50 Phd

Live / Puhlished Content

If you need help, please contact Mitch McKenzie.
E-rmail: mmckenzie@unmc.edu
Work Phone: 5599306
Cell Phone:708-1493

Saved / Unpublished Content

If you need assistance, please contact Mitch McKenzie.
E-mail: mmckenzie@gunmc.edu
Wark Phane: 5599306
Cell Phone: 708-1493

Figure 2.25 Record Details Page



= Figures 2.26 provides an explanation for each piece of the content details page.

<7 Content Detail: CMS Help

Edit Current | Delete Current | Back

Database ID: 5353 The Database ID and Content ID are used by CMS to

; uniquely identify the content record.
Content ID: 3

|_The Content Title is the title you specified for the given

Content Title: CME Help < [_content record.
. . . Date Created shows the day and time
Date Created: 11/05/2003 01:15:27 Phe] Dare Created shous the day
. . g > Last Modified by shows the username
Lﬂﬂt MDﬂIﬁEd hljlr mmEkEﬂEIE N of the user that last made modifications
to the content record.
Last Modified: 1243072003 01:55:50 Ph <] Last Modified shows the day and time

modification were last made to the given
content record.

Live / Published Content

If you need hglp, please n:u:u_ntan:t Mitch McKenzie. e green box displays the live / published
E-rnail: mmEkEﬂIIE@unmE.Edu < content stored for this content record.

Wark Phone: 5599306
Cell Phone: 708-1493

Saved / Unpublished Content

If you need assistance, please contact Mitch McKenzie.

E-mail: mmckenzie@unmc.edu <+—— The red box shows the saved /
: unpublishedcontent stored for this
YWork Phone: 5599306 content reord.
Cell Phone: 708-1493

Figure 2.26 Content Details Page



m Editing Content

= You can edit content by clicking on the edit record icon shown in figure 2.27.

# Content List For: CMS_INFORMATION

Add Content | Change Editor | Quick Find |

T

( - Delete Record |'3[;43 = Edit Record | () = View Record Details | % = Record Contains Unpublished Content

Actions Edit Record Icon 1D Date/Time Modified
CMS Help 3 1243072003 01:40:49 Phd
Welcome 4 1202472003 02:55:29 P
What is CME? 2 1243072003 10:13:16 A
Figure 2.27 Edit Record Icon

= You can also edit a record by clicking on the Edit Current button at the top of the
content details page for that record. See figure 2.28

<% Content Detail: CMS Help

Edit Button

Edit Current Delete Current | Back
Databhase 1D: 5353
Content I1D: 3
Content Title: CHS Help
Date Created: 11052003 01:15:27 P
Last Modified hy: mmckenzie
Last Modified: 12/30/2003 01:55:50 P

Live / Published Content

If you need help, please contact Mitch McKenzie,
E-mail: mmckenzie@unmc.edu
YWork Phone: 5599306
Cell Phone:708-1493

Saved / Unpublished Content

If you need assistance, please contact Mitch McKenzie.
E-mail: mmckenziegunmc.edu
Wark Phone: 5599306
Cell Phone: F0&-1493

Figure 2.28 Content Details Page / Edit Button



m Deleting Content

= You can delete content by clicking on the delete record icon shown in figure 2.29.

@ Content List For: CMS_INFORMATION

Add Content | Change Editor | Quick Find |

T

(@ = pelete Record | (& = Edit Record | @ = View Record Details | %* = Record Contains Unpublished Content

Actions Delete Record Icon 1D Date/Time Modified
QT @ % CMS Help 3 12/30/2003 01:40:43 PM
(s i ) VWelcome 4 12/24/2003 02:55:29 PM
e What is CMS? 2 12/30/2003 10:13:16 AM
Figure 2.29 Delete Record Icon

= You can also delete a record by clicking on the Delete Current button at the top of
the content details page for that record. See figure 2.30

<% Content Detail: CMS Help

Delete Button

Edit Current K Delete Current | Back |
Databhase 1D: 5353
Content I1D: 3
Content Title: CHS Help
Date Created: 11052003 01:15:27 P
Last Modified hy: mmckenzie
Last Modified: 124302003 01:55:50 P

Live / Published Content

If you need help, please contact Mitch McKenzie,
E-mail: mmckenzie@unmc.edu
YWork Phone: 5599306
Cell Phone:708-1493

Saved / Unpublished Content

If you need assistance, please contact Mitch McKenzie.
E-mail: mmckenziegunmc.edu
Wark Phone: 5599306
Cell Phone: F0&-1493

Figure 2.30 Content Details Page / Delete Button



= Whenever you delete a record, CMS will confirm the deletion. See Figure 3.1

Microsoft Internet Explorer |

\?2 fre you sure wou want ko delete the current recaord?

Ik I i_ancel |

Figure 2.31 Confirm Delete Request



m Inserting Media into Content

» To insert media into your content you must use Ektron EWebEditPro and the
UNMC Media Toolbar. See Figure 2.32

|t RRANS o Y reg -2 HER||ccEEs=s==c |t
E’ [Spply Stele] = Marmal + Times Hew Roman, "= 312 pt] - _A_%| B 7 O A| e H‘Hnbsp@@ €,

@8 £ @ é)m o

[Pasta hiedis file into B0 \

UNMC Media Toolbar

Place Content Here

Figure 2.32 Ektron EWebEditPro & UNMC Media Toolbar

= |f you mouse over each icon, a short description will be displayed. Figure 2.33
describes the type of media each icon will allow you to insert into your content.

Icon Description

Quicktime Icon — The quicktime icon will allow you to insert
Q Quicktime movies. Valid Quicktime movies must have a ‘.mov’ file

extension.
MPEG Icon — The mpeg icon will allow you to insert mpeg movies
= into your content. Valid mpeg movies must have a ‘.mpg’ file
extension.
£ Flash Icon — The flash icon will allow you to insert flash movies.

Valid flash movies must have a ‘.swf' file extension.

Image Icon — This is probably the most frequently used icon the
UNMC Media Toolbar provides. The image icon will allow you to
insert any image with a ‘.jpg’ or ‘.qif’ extension.

& Wav Icon — Pronounced ‘Wave’, the Wave icon will allow you to
insert Way files with a ‘. way’ file extension. Wav files are sound files
MPEG 3 Icon — The MPEG 3 icon will allow you to insert mpeg 3

sound files. A valid mpeg 3 sound file will have the *.mp3’ file
extension.

mp3

Adobe PDF Icon — The Adobe PDF icon will allow you to insert

= PDF files that have the ‘.pdf file extension.

Figure 2. 33 UNMC Media Toolbar icons and Descriptions



= The following example will show you how to insert an image file into your content.
Please follow the same steps when adding other types of media to your content.

1. Click on the image icon on the UNMC Media Toolbar. See figure 2.34

|t RRAN S oY rel -3 @B |sceEEs===c |ty
JJ@» [bpply Style] = Nomal = Times Mew Roman, "= 3 [12 pt] - fk_dﬂ B I U A| = x;Hansp@@ €,‘

mp3 [} | [Faste hiedia file into Bb

Image Icon

Flace Content Here

Figure 2.34 Image Icon

2. A new window will open and present you with two options. Option 1 will let you
select a file stored on your computer to upload to the Webmedia server. Option 2
will let you select a file stored on the Webmedia server that you previously
uploaded. Initially, you will probably want to use option 1. After selecting an option,
click Submit. See figure 2.35

What do you want to do? A/‘ Option 1

 Copy a new media file to the Webmedia server
¢ Retrieve a media file stored on the YWebmedia

SErVEr ,
\ Option 2

Subrmit | Cancel |

Figure 2.35 Option Window



3. If you selected option one, you will see the window shown in Figure 2.36.

Please follow the steps listed in the window.

1. Select the jpg and .gif file from your computer. |
s The recommended picture size up to is approzmately 320 pixels 3
240 piels (144 sereen). I wour jpg or gif picture size exceeds 3203240
contact LELS @ (402) 559-7411 for assistance.
o Do NOT use spaces in the file name.
o The file name should NOT exceed 20 characters.
» The controls will automatically be added.

2. Tsype a description of the jpg or .gif file. e.g.: “A picture of my
dog” .
o The description is for fiuture reference.
o The descrption should NOT exceed more than 20 characters.

3. Nelect the desired folder from the dropdown menu. |,’|eisfcmsf j
o The jpgor giffile will be copied to the folder showm to the right. Only
the folders wou have access to on Webmedia will be displayed.

4. Click on the “Submit” button to copy the jpg or .gif file. Submit | Cancel |
o Touwill return to the W T STW TG Editor in Blackboard. Click on the
button to insert the picture.

o Click on the "Subtmt" button located on the bottem of the page.

Figure 2.36 Option 1

4. If you selected option two, you will see the window shown in Figure 2.37.

Please follow the steps listed in the window.

1. Select the desired folder from the dropdown menu. Neisfoms! -
s Only the folders you have access to on the Webmedia server will be
displayed.
2. Click on the jpg or .gif file name helow to preview Click on the filename from the list on the
the picture: left to preview the picture:

datasitelogod3.qif - CMS NEW LOGO SIMPLE -
redline.gif - redline - 1x773

Delete Update Description

3. Click on the “Submit” button to copy the jpg or .gif
file.
o Touwil return to the WY STW Y G Editor n
Blackboard Click on the butten to
ngert the picture,
s Click on the "Submit" button located on the bottom of

the page.

Submitl Cancel |
Figure 2.37 Option 2

Browse. . |



5. After clicking the submit button on one of the two previous option pages, the window will close
and you will notice that the image you selected is not appearing in your content. To insert the
image you must click on the Paste Media File into Bb button. See Figure 2.38

[t maenasE voa v« ras -2 2B

==
I— EB— =7 =

T 312 pt

-Ad B I UA|Y

@ [&pply Stle] = Mommal * Timez Mew Roman,
”ﬁ = [ 4] e (| (Pase vedia fie e 0]

Paste Button

CMS is a webbhased Content hManagement System that allows users to easily buld and 1

Figure 2.38 Paste Media into Content



m Viewing Published & Unpublished Content

= Published Content is content on your website that is available to your audience.
Unpublished content is content that only you, the web administrator can see. Any
record displaying the flag icon contains unpublished content. See figure 2.39

< Content List For: CMS_INFORMATION

Add Content | Change Editor | Quick Find |

T

( = Delete Record |'3[:113 = Edit Record | () = View Record Details | % = Record Contains Unpublished Content

Actions — Flag Icon Symbolizes Unpublished Content Date/Time Modified
(BN EN S Ko CMWS Help 3 124302003 01:40:43 PM
[EN ) Welcame 4 12/24/2003 02:55:29 PM
@O What is CMS? 2 12/30/2003 10:13:16 AM
Figure 2.39 Unpublished Content Record

= To view published and unpublished content, click on the Record Details Icon. The
record details page will show you the saved content with a red border and the
published content with a green border. See Figure 2.4 & 2.41

@ Content List For: CMS_INFORMATION

Add Content | Change Editor | Quick Find |

T

- pelete Record |'3[;4j = Edit Record | () = View Record Details | % - Record Contains Unpublished Content

Actions Record Details Icon 1D Date/Time Modified
[E] F CMS Help 3 12/30/2003 01:40:49 PM
Q@Y VWelcome 4 12/24/2003 02:55:29 PM
e What is CMS? 2 12/30/2003 10:13:16 AM
Figure 2.4 Record Detail Icon

Live / Puhlished Content

|4-

If you need help, please contact Mitch McKenzie.
E-mail: mmckenzie@gunmc.edu
Wark Phone: 5599306
Cell Phone: 708-1493

Saved / Unpublished Content

If you need assistance, please contact Mitch McKenzie.
E-mail: mmckenzie@unmc.edu
Wark Phone: 5599306
Cell Phone:708-1493

Figure 2.41 Saved and Unpublished Content on Record Details Page



= You can also view published and unpublished content by clicking on View Live or
View Preview from the CMS menu. Use View Live to view published content and
View Preview for unpublished content. Using View Live and View Preview require
you to navigate to the page you are trying to view. See figure 2.42

To see unpublished content, click View Preview.

To see published content, click View Live.

Figure 2.42 View Live / View Preview



= Searching For Content

= Websites may accumulate many content records and scrolling through the
records may become long and tedious. CMS provides a quick find utility to remedy
the problem. The quick find button is located above your content list. The quick find
button is show in figure 2.43.

@ Content List For: CMS_INFORMATION

Add Content | Change Editor | Quick Find |

T

(@ = pelete Record | (& = Edit Record | @ = View Record Details | %* = Record Contains Unpublished Content

Actions Title 1D Date/Time Modified
GO P CMS Help 3 12/30/2003 01:40-43 PM
(B N ) VWelcome 4 12/24/2003 02:55:29 PM
e What is CMS? 2 12/30/2003 10:13:16 AM
Figure 2.43 Quick Find Button

= In the search string box type in the word(s) you are looking for. In figure 2.44, the
word “help” is used for the search. To execute the search, simply hit the enter key
on your keyboard. Figure 2.45 shows the results of the search.

Add Content | Change Editor | Quick Find |

Search Sting: IhElF'l

() - pelete Record | (J = Edit Record | () = View Record Details | % = Record Contains Unpublished Content

Actions Title 1D Date/Time Modified
GO CMS Help 3 12/30/2003 01:55:50 PM
(EN ] Welcome 4 12/24/2003 02:55:29 PM
Qe Yihat is CMS? 2 12/30/2003 10:13:16 AM
Figure 2.44 Quick Find Search String

Add Content | Change Editor | Quick Find |

( - pelete Record |'3[:43= Edit Record | () = view Record Details | %" = Record Contains Unpublished Content
Actions Title ID Date/Time Modified

(R CMS Help 3 12/30/2003 01:55:50 PM
Figure 2.45 Quick Find Results



3

Menu Management

This chapter contains the following sections:
= Menu Management Overview, on page ?7?
= Adding Menu Items, on page ??

= Viewing Menu Item Details, on page ?7?

= Editing Menu Items, on page ??

= Deleting Menu Items, on page ??

= Moving Existing Menu Items, on page ??
= Disabling Menu Items, on page ??

= Searching for Menu Items, on page ??



» Menu Management Overview

= This chapter covers how to edit the menu attribute of your website. See Figure 3.0

UNMC
| Medical Center

About LIME nter: t 2alth prof Intemational | Jobs | Mews | Patients | Research | Students | alummni

wWhat is CMST CMS is a webbased Content Management System that allows users to easily

UNMC HOME DAGE build and maintain web sites.

M5 Hiln Menu

Contact UNMC via phone and email

Search | UNL | UNS | UMK | MU Foundation | MU Central Administration | University Medical Associates | The Nebrazka Medical Centar
Center for Healthy Living | Eppley Cancer Center | McGoogan Library of Medicine | Transplant programs
UMMC Today | UNMC Discover

*Copyright 2003 University of Nebraska Medical Center
University Computer Use Policy/ Copyright Vialations

Figure 3.0 Menu Attribute

= A menu is made up of a series of menu items. See figure 3.1

Nebiaska

A Medical Center

About U tar: Ith &-Z | Health pr, ; Intemational | Jobs s | Patients | Research | Students | Alurnni

Content Management System that allows users to easily
web sites.

What is CMSY
UMMC HOME PAGE
CMS Help

Menu Items

Contact UNMC via phone and email

Search | UNL | UNS | UMK | MU Foundation | MU Central Administration | University Medical Associates | The Nebrazka Medical Centar
Center for Healthy Living | Eppley Cancer Center | McGoogan Library of Medicine | Transplant programs
UMMC Today | UNMC Discover

*Copyright 2003 University of Nebraska Medical Center
University Computer Use Policy/ Copyright Vialations

Figure 3.1 Menu ltems

= CMS allows you to have up to 5 levels of menu items. See Figure 3.12

Nebiaska

Medical Center

Abaout LM 2 eHealth A-Z | Health prod wals | Intemational | Jobs | Mews | Patients | Ressarch | Students | Alumani

Level 1
-Level 2
-Level 3
-Level 4

-Lewvel &

Contact UNMCG via phone and email

Search | UNL | UNG | UMK | MU Foundation | MU Central Adrninistration | University Medical Associates | The Nebraska Medical Centar
Cantar for Healthy Living | Eppley Cancer Center | McGoogan Library of Medicine | Transplant programs
UNMEC Today | UNMC Discower

?Copyright 2003 University of Nebraska Medical Center
University Computer Use Policy/Copyright YWiolations

Figure 3.12 Menu Levels



s Adding Menu Items

= To add a menu item click Menu from the CMS menu and then click the Add Menu
Item Button. See Figures 3.13 & 3.14

| Add Menu ltem { Edit Menu Order | | Quick Find |
( - pelete Record | (J - Edit Record | (D - View Record De
Actions Menu Text
ODO0O0e Welcome
@O e What is CMS?
A (@ A o (RS Haln
Figure 3.14 Add Menu Item Button

Figure 3.13 The CMS Menu

= Making an addition to your menu can be done in 5 easy steps. Figure 3.15 shows
you the Add Menu Item form.

[ Publish } | Cancel |

n Specify Menu Text

Menu Text : Meny Text Goes Here

e Choose where you want the menu itemn to appear:

Level 1
-Level 2
-Level 3
-Level 4
-Level 5
O
8
e
O
O

B Link Menu ltem To a Wehb Page

You can link to content inside of CMS by making a selection from the following drop-down menu:

Assign CMS Content : ISeIect One j

OR -- You can link to a site outside of CMS by typing in the URL for the site and specifying a target for the URL.

Assign an External URL : |

Target for External URL : ISeIeu:t One 'l

a Set Misc. Options

. . . Yes No
Disahle this menu item? - &
Y N

Make Available in Preview Mode? ;s (.'.J

Figure 3.15 Add Menu Item Form



o Step 1: Specify Menu Text - Type in the Menu Text for the menu item. This is
the text that will abpear on vour menu. See Fiaure 3.16

0 Specify Menu Text

Menu Text: Menu Text Goes Here

Figure 3.16 Add Menu Item Step 1

» Step 2: Choose where you want the menu time to appear - Select where you
want your menu item to appear in relation to other menu items. For example, if you
want your menu item to appear at Level 1, select the radio button next to the New
Level 1 box. Click on the underlined menu items to expand and constrict them.
Expanding the menu item will show the submenus items for the menu item and the
radio button for adding additional menu items under the given menu item.
Constricting will hide the submenus and radio buttons. See Figure 3.17

e Choose where you want the menu item to appear:

Level 1
-Lewel 2
-Lewel 3
-Level 4
-Lewal o
[NewLeveis | ("
Mewieveis ]
Mewieves ] ¢
Newteveiz ]
e E— P

Figure 3.17 Add Menu Item Step 2

New Level 1 Box

o]

» Step 3: Link Menu Item To a Web Page - This step allows you to link the given
menu item to external content or CMS content. CMS content is content added inside
cms. Adding content is discussed in chapter 2. Under step three, there are two
options available to you. The first option is used to link the given menu item to a
CMS record by selecting it from a dropdown menu. The second option will allow
you to link to a website outside cms. For example, if | wanted to link to the google
search engine, | would type in the following url: http://www.google.com and select
New Window for the target. Selecting New Window will open the link in a separate
window. The Same Window option will open the link in the same window as your
web site. See Figure 3.18

e Link Menu ltem To a Weh Page

You can link to content inside of CMS by making a selection from the following drop-down menu-

Select CMS Content
Assign CMS Content : |Se|e|:t One 4/ﬂ—

OR -- You can link to a site outside of CMS by typing in the URL for the site and specifying a target for the URL.

External Link

Assign an External URL : |http:ﬂmmm.google.u:nm ]
Target for External URL : Select One 'I <«——— Target for External Link

|Select Cne
N e WY ind o

Figure 3.18 Add Menu Item Step 3

6 Set Misc. Options



» Step 4. Set Misc. Options - This step has two options. The first option will allow
you to disable the menu item. Disabling the menu item will cause the menu item to
disappear from your menu structure. This option is useful for menu items that you
may want to reuse in the future. Disabling Menu Items is discussed further later in
this chapter. The second option allows you to make the menu item
available/unavailable in preview mode. When the option is set to yes the menu item
will appear when you preview your website and disappear when the option is set to
no.

e Set Misc. Options

. . . Yes Ho
Disable this menu item? P &
Make Available in Preview Mode? Y;S r:.l.]

Figure 3.19 Add Menu Item Step 4

» Step 5: Click Publish - Click the Publish button to submit the new menu item.
The publish button is located at the top and bottom of the form. Click the Cancel
Button to be taken back to the menu list without submitting the menu item. See
Figure 3.20

Publish | Cancel

o Specify Menu Text

Menu Text : Menu Text Goes Here

e Choose where you want the menu item to appear:

-Lewel 5

Newleveis | (7

Mewleveld ]
[Newlevels ]
[Newileveiz | {7
e —

9 Link Menu ltem To a Web Page

You can link to content inside of CMS by making a selection from the following drop-down menu:

Assign CMS Content : |Se|ect One j

OR. -- You can link to a site outside of CMS by typing in the URL for the site and specifying a target for the URL.

Assign an External URL : |

Target for External URL : ISeIect Cine 'I

9 Set Misc. Options

. . . Yes No
Disable this menu item? - &
¥ N

Make Available in Preview Mode? ;s f'?

Figure 3.20 Add Menu Item Step 5



= Viewing Menu Item Details

= This section shows you how to view details about content records that are not
displayed on the content list. You can get to the details page by clicking on the
details icon for the record you wish to see details for. See Figures 3.21 & 3.22

&8 Menu List For: CMS_INFORMATION

Add Menu Item | Edit Menu Order | Quick Find |

() - pelete Record |'3[§ﬁ= Edit Record |':E:|3'= View Record Details | © = Menu Item is Disabled

Actions [ View Record Details Icon | Level Menu ID Date/Time N
O Gl Welcame 1 1 1243172003 11:

@O e What is CMS? 1 2 12/31/2003 11:
PO0Ue CMS Help 5 4 01/02/2004 04:
Figure 3.21 View Record Details

|

(Q; Menu Item Details: Level 1

Edit Current | Delete Current Back |
Database ID: 5574
Menu I1D: 16
Menu Text: Level 1
Level: 1
Has Submenus?: Yes
Current Menu Status: Active
Parent Reference: -998
Date Created: 12/31/72003 11:16:36 AM
Last Modified by: mmckenzie
Last Modified: 124312003 02:46:00 P
Level 1b
B Level 1
Level 1a

Figure 3.22 Record Details Page



= Figures 3.23 provides an explanation for each piece of the menu item details

page.

E@B Menu ltem Details: Level 1

Edit Current |

Database ID:
Menu ID:
Menu Text:
Level:

Has Submenus?:

Current Menu Status:

Parent Reference:
Date Created:
Last Modified by:
Last Modified:

Delete Current Back |

The Database ID and Menu ID are used by CMS to
uniquely identify the menu item record.

557

:

Menu Text shows the text that will be displayed in the
menu attribute of the website.

16

\

Level shows the level the menu item will appear on.

- H CMS supports up to 5 levels.

\

Has Submenus can be either yes or no. Yes, means the
current menu item has submenu Items and no means that

Y / it does not.

RS Current Menu Status can be either Active or Disabled.
Active means that the menu item is being displayed on the

Active «— | live website and disabled means that it is not.

Parent Reference shows the menu id of the menu item
ggg P the current menu item is a submenu for. If the

D value of Parent Reference is -999, the menu item is a
not a submenu item.

3

12/31/2003 1116:36
\

Date Created shows the day and time the content record

. was created.
mmckenzie

[

Last Modified by shows the username of the user that last
made modifications to the menu item record.

Last Modified shows the day and time modification were
last made to the given menu item record.

1243172003 02:46:00
\

Level 1b

S Level 1| «——

Level 1a

This shows where the current menu item fits into the menu structure.

Figure 3.23 Menu Item Details Page




m Editing Menu Items

= You can edit menu items by clicking on the edit record icon shown in figure 3.24.

&2 Menu List For: CMS_INFORMATION

Add Menu Item | Edit Menu Ordar | Quick Find |

@ - Delete Record |'3[§ﬁ= Edit Record |':E:|3'= View Record Details | @ = Menu Item is Disabled

Actio Menu Text L evel Menu ID Date/Time N
DOV e Welcome 1 1 12/31/2003 11:

(EN ) Edit Record Icon 1 2 1243142003 11:
Ooe CMS Help 5 4 01/02/2004 04:
Figure 3.24 Edit Record Icon

= You can also edit a menu item by clicking on the Edit Current button at the top of
the Menu Item details page for that record. See figure 3.25

Eﬁ; Menu Item Details: Level 1

Edit Button
Edit Current Delete Current Back ]

Database ID: 5574

Menu ID: 16

Menu Text: Level 1

Level: 1

Has Submenus?: Yes

Current Menu Status: Active

Parent Reference: 549

Date Created: 1273172003 11:16:36 AM

Last Modified by: mmckenzie

Last Modified: 12/31/2003 02:46:00 PM
Level 1b
2 Level 1
Level 1a

Figure 3.25 Content Details Page / Edit Button



m Deleting Menu Items

= You can delete menu items by clicking on the delete record icon shown in figure
3.26.

&2 Menu List For: CMS_INFORMATION

Add Menu Item | Edit Menu Ordar | Quick Find |

@ - Delete Record |'3[§ﬁ= Edit Record |':E:|3'= View Record Details | @ = Menu Item is Disabled

Actions Delete Record Icon Level MenulD Date/Time N

YWelcome -1 1 1243172003 11:

([ENEN What is CMS? 1 2 12/31/2003 11:

OOE0Oe CMS Help 5 4 01/02/2004 04:
Figure 3.26 Delete Record Icon

= You can also delete a record by clicking on the Delete Current button at the top of
the Menu Item details page for that record. See figure 3.27

t% Menu Item Details: Level 1a

Delete Button

Edit Current | Delete Current Back |

Database ID: 5970

Menu ID: 21

Menu Text: Level 1a

Level: 1

Has Submenus?: Mo

Current Menu Status: Active

Parent Reference: -999

Date Created: 01/12/2004 10:58:21 AM

Last Modified by: mmckenzie

Last Modified: 01/14/2004 11:14:56 AM
Level 1b
Level 1

2 Level 1a

Figure 3.27 Content Details Page / Delete Button



= Whenever you delete a record, CMS will confirm the deletion. See Figure 3.28

Microsoft Internet Explorer

X

:}::ﬂ) fre you sure wou want ko delete the current recaord?

o |

Cancel |

Figure 3.28 Confirm Delete Request

= CMS will not allow the deletion of menu items that have submenu items. For
example, if Level 1 has submenus the delete button will be faded out. Likewise, if
you view the menu item details the Delete Current Button will be faded out. See

Figures 3.29 & 3.3

Actions Menu Text
EN ] Level 1
3 Level 2
Figure 3.29 Faded Delete Icon

ESEi Menu ltem Details: Level 1

Edit Current | Dalete Current Back
Database ID: 5574
Menu ID: 16
Menu Text: Level 1
Level: 1
Has Submenus?: es
Current Menu Status: Active
Parent Reference: 499
Date Created: 12/31/2003 11:16:36 AM
Last Modified by: mmckenzie
Last Modified: 12/31/2003 02:46:00 PM

Figure 3.3 Faded Delete Button



s Moving Existing Menu Items

= CMS provides two methods of moving existing menu items. The first method is
changing the order of your menu items. The second method is to relocate a menu
item to a different level or on the same level under a different menu item.

* Method 1: Changing the Order - To change the order of your menu click on
Menu from the CMS menu. Next, click on the Edit Menu Order button at the top of
your menu item list. See Figures 3.31 and 3.32

|  Add Menultem | | Edit Menu Order l | Quick Find |

(D - pelete Record | (J - Edit Record | (D - View Record De

Actions Menu Text
(N ENE, YWelcome
@Y e What is ChS?
ORMATION = 3 A o rhAS Haln
WElel Bl Figure 3.32 Edit Menu Order

Figure 3.31 The CMS Menu

» The Edit Menu Order form is shown in Figure 3.33.

&8 Edit Menu Order For: CMS_INFORMATION

| Back I

& = Menu Item is Disabhled

G Level 1
E Level 1a
E Level 1h

Figure 3.33 Edit Menu Order Form




» To change the order, select the number of the location you want to move the menu
item to. For Example, If | wanted the Level 1b menu item to be the first menu item |
would select the number 1 from the drop down menu next to the Level 1b menu
item. Once you make a selection the drop down menus next to each menu item will
become disabled and the order change will take place. Be sure to wait for the order
change process to complete before making another selection in CMS. See Figures
3.34 & 3.35 & 3.36

@ = Menu ltem is Disabled

Drop Down Menu

|1 “TTevel 1

E Level 1a
E Level 1b

X

Figure 3.34 Make selection from drowpdown menu

]

@ = Menu ltem is Disabled

IE, Level 1

Disabled Drop Down Menus j
2 7] Level 1a

1 7| Lewvel 1b

Figure 3.35 Drop Down Menus are disabled

]

@ = Menu ltem is Disabled

1 ]v Level 1h < The Level 1b menu item is now
2 'I Level 1 at the top of the list.

3 x| Level 1a

Figure 3.36 Changed Menu Order



* Method 2: Relocate Menu Item - To relocate a menu item click on the edit
button for the menu item you wish to relocate. For example, if you wanted to
relocate the menu item Level 1b, you would click on the edit button for the Level 1b

menu item. See Figure 3.37
OEO
EXERE)

@ ([Egit Merw Trem)

Figure 3.37

Level 1a
Level 1h
Level 124

Edit Menu Item Button

* In this example, | will move the menu item Level 1b to level 3 under the Level 2
Menu Item. To move the menu item to a different level you must navigate to the
desired sublevel by expanding the upper level menu items. See Figures 3.38, 3.39
and 3.4 for an illustration. After you make your selection please click the publish

button.

9 Choose where you want the menu item to appear

B Level 1h

Level 1 €
Le a

Figure 3.38

Click on the Level 1 Menu ltem
to display its submenu items.

Expand Level 1

]

9 Choose where you want the menu item to appear

E Level 1b &
Level 1

Click on the Level 2 Menu Iltem
to display its submenu items.

Ll —
—LEVE|E

-Level 12b

-Level 12¢

-Level 12d

C
Level 1a
Figure 3.39

Expand Level 2

]

e Choose where you want the menu item to appear

HLevel 1b
Level 1
-Level 2

-Level 3
-Level 133
-Level 13b

Click on the Radio Button Next
to the Move to Level 3 box. This
will move the menu item to level

Move to Level 3 ﬂ-—?
-Level 12a
-Level 12b
-Level 126
-Level 12d
8

Level 1a

Figure 3.4 Select Move to Level 3

‘ ‘ Publish ‘_|

three under the Level 2 Menu
Item.

Click the Publish Button to
submit changes.




m Disabling Menu Items

= Disabling menu items was discussed briefly in the adding menu items section of
this chapter. If you wish to reuse a menu item at a later date you may want to
disable the menu item rather than delete it. To disable a menu item click on the edit

button for the menu item you wish to disable. See Figure 3.41

@ & @ Level 1a
P Level 1b
.; Level 124

Figure 3.41 Edit Menu Item Button

* On the edit menu item page, select yes under step 4 and click publish. The menu
item will no longer appear on your website. To re-enable the menu item follow the

same procedure and select the No radio button. See Figure 3.42

0 Set Misc. Options

. . . Yes Mo
Disahle this menu item? o o
Y N

Make Availabhle in Preview Mode? :.S f"‘]

Publish | Cancel |

Figure 3.42 Disable Menu Item

* Menu ltems that are disabled will have the disabled menu item icon next to it. See

Figure 3.43

Add Menu Item | Edit Menu Order | Quick Find |

( = Delete Record ||:[;fﬁ = Edit Record | (D = View Record Details |I® = Menu Item is Disabled

Actions Menu Text Level Menu ID

O G Oe YWelcome A1 1
(ENE |7 What is CMS? 1 2

O @ U|e CMS Help 5 4

Figure 3.43 Menu Item Disabled Icon

Date/Time Modified
12431,/2003 11:16:01 Ah

12312003 11:16:06 A
01,/02°2004 04:32:20 Ph



m Searching For Menu Items

= Websites may accumulate many Menu Item records and scrolling through the
records may become long and tedious. CMS provides a quick find utility to remedy
the problem. The quick find button is located above your content list. The quick find
button is show in figure 3.44.

Add Menu Item | Edit Menu Order | Quick Find |

(D - pelete Record | [ - Edit Record | [ = View Record Details | @ = Menu Item is Disabled

Actions Menu Text L evel Menu ID Date/Til
00O 0Oe Yielcame 1 1 12/31/200

(ENEN, Yhat is CM3? 1 2 124317200
(ENEN, CMS Help 5 4 01/02/200
Figure 3.44 Quick Find Button

= In the search string box type in the word(s) you are looking for. In figure 3.45, the
word “help” is used for the search. To execute the search, simply hit the enter key
on your keyboard. Figure 3.46 shows the results of the search.

Add Menu Item | Edit Menu Order | Quick Find |

Search String: ILE"-"E| 15l|

- Delete Record | [ = Edit Record | (D = View Record Details | @ = Menu Item is Disabled

Actions Menu Text Level Menu ID Date/Time Modified
@O Level 1 1 16 124312003 02:46:00 PM

([EN ] Level 1a 1 21 01/14/2004 11:14:56 AM

@O Level 1b 1 22

Figure 2.45 Quick Find Search String

|

Add Menu Item | Edit Menu Order | Quick Find |

- Delete Record | [ = Edit Record | (D = View Record Details | @ = Menu Item is Disabled
Actions Menu Text Level Menu ID Date/Time Modified
@ Level 1a 1 21 01/14/2004 11:14-56 AM

Figure 2.46 Quick Find Results

































