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What is the Knowledge Module?

SB4 Knowledge Module is used to create typical sections and pages on a web site.
An SB4 web application may contain a number of Knowledge Modules, including:

* About Us
» Contact Us
* Resources
The Knowledge Module is the simplest form of '‘Content Management' provided by SB4.

Content can be placed in categories and sub-categories, which automatically become the
website Navigation.

Each web page is held as a 'record’ in the SB4 database.
Content management is achieved by editing the database of text, images and HTML via
the administration interface.

A content-editing (or WYSIWYG) toolbar is used to simplify the editing process, removing
the need for administrators to understand HTML.

The Knowledge Module also contains a search function with basic and advanced
searches for information within the module.

For more information contact Internet Vision Technologies:
9:00am — 5:00pm Monday — Friday
Melbourne: (03) 9723 9399

info@ivt.com.au
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The “Knowledge Module” allows you to add and edit categories. These categories are
made up of records which contain the information that is displayed on your website. The
module also contains a search function with basic and advanced searches for information
within the module.

Areas in the Knowledge Module:
1. List — Allows for the adding and editing of categories, subcategories and records.
2. Setup — Allows for module functions to be activated.
3. Properties — Allows for list properties to be set.

The Knowledge Module is either used for a single page of your website (Contact Us,
Privacy Policy) or as a categorised set of pages (About Us with different sections for
different information).

The Knowledge Module is able to work in this structure by using Categories and Records.

Categories and Records

The List area of the Knowledge Module displays all categories, sub-categories and records
in a series of lists as shown here:

Internet Vislon Techaologies - SB4 Master

Cinrers o chowok | Ok Hpaik |
| [FETE

Catnpary List Srates B Bt rabagic Dptiors
S Eaaaisda i 4 Straleglc Oytnss E & A miotond
e &

Suas i A0 Snadingie. Seiler i . n T WReodcian
Gowinct s [ — 500 HEV PERFOSBARNCE MEASURES i !
1,1 Irferrity Hags Foos s Shoiegn
Tarms i 20 Abatst the st iy ot Fraimass Evmiatien
Frivacy Palicy .01 AL e Easeness . o -
i o Pl o pecerdl
n .1 i oductien

o W EREORY MW o A g oy
Edli "Siradas el gary o= Eti1 3 Bvvarla e Opliaia’ cakagary

A category may have any number of sub-categories, which may in turn have any number
of more sub-categories. Records are single items that exist within these categories and
sub categories. A record may contain text and images and is essentially the content that
makes up the website.
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The categories and sub-categories make up the navigation or menu structure of the site.

HTML Content Editor Toolbar

The HTML Content Editor Toolbar is used to design and format the text and
images for the records that exist on the website.

The Toolbar is made up of the following items:

‘ View HTMLSource ‘ Select All, Remove Text Formatting:
Undo:Reverse and Formatting, Insert Smiley, Bold, Italics, Subscript Text, Mumbered List,
lisboard Forward Insert Special Character, Underline, Superscript Text Bullet Point List
Text Cliphoar Universal Keyboard strikethrough
Cut, Copy, Paste, Spelicheck Text Colour, Increase
Paste as plain text from Find and Replace Background Indent,
clipboard, Paste from Draviow Colour Decrease
Word document Indent
Esource]| 23] AR Nz @& 9N [Y R[p 7 U |Th &)~ ~ |[iE =|FEE
EEEE ||‘ Ee. 33 ||E D E| Format = Style * | Font | Size -
Textjustify: Left, Insert / Edit Image, q
Centered, Right, Insert Table, Choose Text Format,
Justified Insert Horizontal Line e AT
Choose Font,

Choose Text Size
Insert / Edit Link, Remove Link, Insert/ Edit Anchor

Many of these formatting functions will be familiar to you if you use a word processor. We
will now look at some of the more advanced or web based functions in more detail:

These include:
*Pasting from MS Word
*Creating Tables
*Editing Table Properties
*Editing Cell Properties
*Images

*Adding Hyperlinks
*Adding an Anchor
*Adding an Email Link

© Internet Vision Technologies 6
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Pasting from MS Word

Microsoft Word uses XML and other related HTML characters as part of its on-screen
format, therefore Word documents CANNOT be pasted directly into the HTML editor.

If you are using content from Microsoft Word first click on the "Paste from Word" icon.
Paste the text into the pop up window using the keyboard (Ctrl+V) and click OK. This
function removes unwanted HTML characters from the text.

Creating Tables
]

Tables can be used to help align text, Table Properties - Mozilla Firefox
include images, and keep your content
arranged in an orderly way. Clicking on
the Insert Table icon will bring up the

I: |j |http:,l',l'master.ivt.com.au,l'sb,l'modules,l’core,l'Fckeditor,l'editnr,ffckdialo ﬂ?|

Table Properties

fOHOWIng pop Up WIndOW: R ot 3 Wwidth: 200 pizels ¥
. Calumns: |2 Height: pixels

Table Size:
Select table size in rows and columns Border size: |1 Cell spacing: |1

Alignment; hd Cell padding: |1
Border Size: Captinn:| |
Select boarder size. Typical modern table
has no boarder (enter value of zero). oK |[ cancel |

[Cone

Table Width and Height:
Table width and height can be set in pixels or page percentage

Cell Spacing:
Cell Spacing controls the distance between the cells.

Cell Padding:
Cell Padding controls the distance between the text in the cell and the edge of the cell.

Caption:
Any text entered here will be displayed as a Caption under the table.

© Internet Vision Technologies 7
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Click OK to insert the table into the content window.

Editing Table Properties

Once a table has been inserted into the content window you are able to &
edit it's properties. To do this: B

& Fazte
1.Right click on the created table to view the editing options. 4 Insert Row
2.Click Table Properties. A pop up window will be displayed. = Delste Rows

#-. Ingert Column
LU" Delete Columnsz

Table Properties - Mozilla Firefox

(=]
=]
|: |j |http:,l',l'master.ivt.com.au,l'sb,l'modules,l'core,l’Fckeditor,l'editor,l'fckj:lialo ‘f:_?| B Insert Cell

i 2°* Delete Cells
Table Properties
ﬁ klerge Cells
Rows: 3 Width: 200 |[pixels v BT split Cell
Columns: |2 Height: pixels =] cell Praperties
Border size: |1 Cell zpacing: |1 |:> [ Table Properties
Alighment: hd Cell padding: |1
Caption:l |
Ok || Cancel |

Daone

3.Make the necessary changes and click OK

Editing Cell Properties

You are able to edit the properties of a cell within a table. v
To do this: B
& Paszte

1.Right click on the created table to view the editing options. If you are
editing multiple cells hold Shift while using the left mouse click.

2.Click Cell Properties. A pop up window will be displayed. =* Delete Rows
#-. Inzert Colurmn

? Delete Colurnns

="€ Inzer Row

E«: Inzert Cell

S"” Delete Cells

i | Merge Cells
1 split cell

E Cell Properties
D Table Propetiez
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| o (e, W cor bk ko oret

Cell Properties

WTCk

Hakghe

WardWrap Mot el W

Harizandsd Algn nesnt | <M ol i &
Varicsl Alpnmmne Sk s W

Firait Bpar
Codisming Bpan

B kg round Calar

Border Coler

Epda

Cell Width and Height:
Cell with and height can be set in pixels or page percentage.

Word Wrap:

Word wrap within a cell can be set.

Cell Alignment:
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Word alignment within a cell can be set to left, right, top, bottom or center.

Span:

Used to join two or more cells together.

Background and Border Colour:
To choose the colour of the cell background or border, click on the Select button. The
following pop up window will be displayed:

© Internet Vision Technologies
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Select Color - Mozilla Firefox

|:|j hittp: ffmaster vt com, auysbfmodules fcoreffckeditor feditor Fckdialog, hkml ’ﬂf‘

Select Color

Highlight

Selected

Clear

1] 8 || Cancel |

Done

Colours can be set using the palette or by typing the HTML colour code.

Image Optimisation

Images

Image Specifications

Image dimensions specify the size of an image. A page will download faster if height and a
width are specified for all images contained within a page. This is highly recommended as
the browser does not have to wait for the page to load before the images can be
downloaded.

The dimensions of an image are dependent on the page the image is being created for
and the location of the image on the page. To avoid a cluttered display, use of images
should be kept to a minimum. Images used throughout the site should be approximately
150 pixels in height and 300 pixels in width at the most but can be less. Images used as

© Internet Vision Technologies 10
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headers at the top of a page should be no more then 750px in width and 300px in height.
The style of a site will determine the number of images that are on a page and the size of
each image.

An image that is in the JPEG or GIF format and no bigger than 150 pixels by 300 pixels
can speed up the time it takes for the site to load. If an image is saved at a value between
50% to 75% of its quality, the details that had been removed from the image will not be
noticed by visitors to the site as the impact is minimal.

Recognized file formats are JPEG or GIF. This makes the file size smaller and allows the
site to load fairly quickly, especially for users with slow Internet connections.

Images and photos should be saved in the JPEG format and the GIF format should be
used for logos or graphics that have less then 256 colors (these tend to be created in
programs such as Paint). Programs that are able to support this function include Adobe
Photoshop, ImageReady, Macromedia Fireworks and Paintshop Pro. There are also plenty
of cheap and freeware alternatives available.

Paint or other drawing programs

These programs normally save in the bitmap (.BMP) format and therefore a lot of image
detail is lost if an image is saved in JPEG or GIF. The .BMP format is not recommended for
use on the Internet. These programs can be used to draw the graphic or logo and the
image should then be copied and pasted into a photo-editing program to be saved in a
JPEG or GIF format.

Photoshop/Paintshop Pro

These photo-editing programs are designed to create and save images, photos and
graphics. The image quality is far more superior as compared to images created in a Paint
program.

When saving in a different format, such as JPEG, the image quality should be set at a
value between 50% to 75%, or a value between 8 to 12 pt. Different programs use different
values of determining image quality. This reduces the size of the file but retains enough
quality of the image to make it presentable. Check that the image is still of a suitable
quality before committing to any changes.

If the image is over 20K in size, optimise the image as a progressive jpeg. Refer to the
program's user manual for further information on this process (if it is available).

NOTE

= A copy of the image in its original format should be kept as a backup before
changing the format of the file. Do this by saving a copy of the image file
somewhere on the computer.

© Internet Vision Technologies I
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* When saving as a JPEG or GIF format, check the quality of the image, especially if
there is text written on the image. Text can get blurry if the image quality is reduced
too much.

The time a page takes to download depends on what is contained on it. This can include
anything from text, images, audio, video, Flash movies etc. Text and images are the
quickest to load, whereas audio, video and Flash movies take longer.

In most cases, websites will most likely only use text and images within its pages. To help
the page load faster, the size of the images should be specified. If these are specified,
then the browser knows exactly where the images are to go or how big they are meant to
be.

As a guide, a 20K image can take a 56kbps dial-up connection 3 or 4 seconds to
download. A 100kbps image would take the same user about 15 seconds. The same
images can take a few seconds for a user with a high-speed connection, regardless of
their size. It is important to keep in mind that not everyone will have a high-speed
connection. For users with slow connections, large images take more time, long enough
for them to consider if it is worth the wait to view the rest of the site.

This term refers to the quality of an image. It can also refer to screen resolution, as well as
printer capabilities. Resolution plays an important part in the use of images on the site.

The resolution determines the number of pixels that can be displayed on the screen. This
means that a 1024 x 768 screen will be able to display 1024 pixels (or dots) horizontally
and 768 pixels (or dots) vertically. Resolution has to be considered when determining the
dimensions of the image. A 300 x 150 pixel image will display properly on most resolutions.
A 900 x 700 pixel image will fit on a 1024 x 768 screen, but not a 800 x 600 screen. This is
because the image is larger then the screen measurements.

Images used throughout the site should be approximately 150 pixels in height and 300
pixels in width at the most, but can be less. Images used as headers at the top of each
page should be no more then 750px in width and 300px in height. If these guidelines are
adhered to, then the images will display fine in most resolutions.

DPI or dots per inch, in relation to a printer refers to the amount of dots it can print per
inch. This is where the DPI of an image is relevant. The higher the DPI, the clearer the
image is when printed. For example, if the printer prints at 300 DPI, then the image should
be set at 300 DPI. Refer to the program's user manual for further information on how to set
DPI for an image. If images are not likely to be printed from the site, then the DPI is
irrelevant as it does not affect how an image looks on the screen.

© Internet Vision Technologies 12
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The file format used will depend on the image. It depends on the colours in the photo and
the quality the photo is to be saved as. A photo that only has a couple of colours in it, such
as a picture of a clear blue sky, might work better saved as a GIF.

A photo with a variety of colours, such as a gradient, works better saved in the JPEG
format. If unsure of which to use, the best option is to save the image in both formats and
see which looks better. Remember to keep a copy of the image in its original format at all
times, so as to be able to return to make changes to a high-quality version of the image,
that is if image revisions are needed.

Progressive JPEGs

The JPEG format should be used for saving photos and images that have lots of colours. A
progressive JPEG gives the impression that the image downloads fast, when in reality
most of the image loads but then continues to download until it is

complete. This allows the rest of the page to download faster, without having to wait for the
images to appear. Progressive JPEG is recommended for any image over 20K. This option
can be selected when saving the image in the JPEG format.

Note: If unsure of how to save a photo as a progressive JPEG or an Interlaced GIF, refer
to the user manual for the program.

Interlaced GIFs

GIF is best used for images that are made up of a few colours eg. illustrations. Interlaced
GIFs create the impression that the image is fast loading. The image starts off blurry and
then clears up as the page continues to download. The interlaced GIF option can be
selected when saving the image in the GIF file format. Keep in mind that not all programs
can save GIFs through the usual 'save as' method. Some programs have a 'save for web'
or something similar that is used to save GIFs. Refer to the user manual for the program to
determine the method it uses to save GIFs.

Note: Interlaced GIFs should only be used if the file is of large size and is already going to
take a while to download.

Adding an Image

The Content Editor toolbar within a module allows images to be added to a page within the
website. Depending on the module, this toolbar can appear in different locations but are
generally found in modules that allow the addition of categories, subcategories and
records.

Note: If the Content Editor toolbar cannot be seen in a module that uses it, check that this
feature has been enabled for that particular module or check that access privileges have
been set comectly.

© Internet Vision Technologies 13
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Click the Insert / Edit Image icon to begin. This will bring up the following window.

Image Properties - Mozilla Firefox

I: ﬂ http:ffmaster.ivt, com.aufsbimodules/corefckeditor feditorFckdialog. html ﬁ_'lF

Image Properties

Image Info Link Upload &dvanced

URL
AL 'i

Alternative Text

Preview

Width J ap Magnus ez, domine, etlaudabilis valde: magna virus £
Height | tua, et sapientiae tuae non est numerus. et laudare te
: vult homo, aliqua portio creaturae tuae, et homo

i circurmferens mortalitem suam, circumferens
Border _| testimonium peccati zui ettestimonium, quia superhis
HEpace | rezigtis: ettamen laudare te vult homo, aliqua potio
creaturae tuae tu excitas, ut laudare te delectet, quia
= — | fecigti nog ad te etinquietum ezt cor nostrum, donec
Align | | requiescatin te. da mihi, domine, scire et intellegere,

utrum sit priuz invocare te an laudare te, et scire te

privg eit an invocare te. sed quis te invocat nesciens
te? aliud enim pro alio potestinvocare nesciens. an
potius invocariz, ut sciaris? quomodo autem M

WEpace

Ok || Cancel |

Dane

There are 4 tabs in the Image Properties window:
*Image Info

+Link

*Upload

*Advanced

Image Praperies - Mozila Firefax

Im_age Ir!fo: . . L9 | hiipy i, B b o oo oo Wl o hird
This tab is used to set the dimensions of the R e pene
image, border, spacing and alignment. The ——m
Preview window shows you how the image !
will look in the content window. This tab also | " [ Bmwse Berver |
gives you the option of choosing an image Atam atin Tast
that already exists on the server, rather than S
having to upload an image. vt lag [t e snis e s o
Aspect Ratio and Reset Image Size - Fommirart rarafiar suam Srmmiar

. — o i e Y B0 i e b o B, Qi B ek i
Aspect Ratio: If the padlock symbol appears | usesee raisis: nt tarman |auclara-ta vu hama, aliqus portia
as closed then it means that the image will | = it s a1 AL as o ey, o
remain in proportion. If the padlock symbol | | [t it i e
appears as open then the height and width I ek i i . pebarL cars e an
© Internet Vision Technologies
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of the image will not be in proportion to each other. It is recommended to keep an image in
proportion.

Reset Image Size: This allows the reset of the image size back to what it originally was
before changes were made.

URL
This is the address of the image. This is displayed automatically and does not require
changing.

Alternative Text
Specify the text that will appear in the event the picture does not eg. a brief description of
the item in the picture.

Width

This is the width of the image and is specified automatically when the image is uploaded.
To change the size of the image, it is recommended that this be done in the program that
was used to create it.

Height

This is the height of the image and is specified automatically when the image is uploaded.
To change the size of the image, it is recommended that this be done in the program that
was used to create it.

Border
Enter a number here (1 or greater) to add a border around the picture.

HSpace
The distance of the image from the left and right side of the screen (enter a number >0).

VSpace
The distance of the image from the top and bottom of the screen (enter a number >0).

Align
Change where the image is located on the page eqg. left, centre, top etc.

Link:
This tab is used to set up the image to be a
hyperlink.

besaro Praparihn - Moz@Es Flredes

Pl g [ wrabar ok oo, asls readude s oara e hadiorr Ladbar e b o il

Image Proparlios

Enter the URL to link to in the URL field. This ! )
URL can be a link to an external site or a link to | ™

a page within the site. [ Ermwra Sarear |
Tided

Sreal zaks o

Note: When adding an external link, make
sure to include http:/iwww otherwise the link
will not work

(eq.hitp://www, himlcodetutorial.com)

Target
A target can be specified to determine how the
link is opened. Click on the drop-down menu to

cr Coarical
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select an option. The main target options that can be set are as follows:

<not set> : This means that no option has been chosen and when the link is clicked, it will

open in the same window. (default option)

new window (_blank) : This opens the link in a new window. (recommended option)
<popup window> : This opens the link as a pop up.<not set>

Upload:
This tab allows you to upload an image to the
server.

Click the Browse button to locate the image to
be added and click OK.

Then, click the Send it to the Server button to
upload the image.

A pop up box will be displayed letting you know
that the file was successfully uploaded to the
server.

Click OK and the following screen appears.

An example of the uploaded image will be
displayed in this window, which allows some
editing to be carried out on the image. The
changes made can be previewed in this
window.

Once finished making changes, click the OK
button and this will add the image to the

page.

It P o ibes - Moz Flreks

Cre:

Uplpad

T

Image Properties

| Send e e

| | Cuneal |

<]}

Image Properties - Mozilla Firefox

I d http: jfdavecunning ivt.cam.au/sb/modulescoreifckeditor feditor ffekdialog.ht 77
Image Properties
Ltk Upload  &dwanced

Image

URL

‘.-"sitebu_i_ldgr_x’_gboutus!knowledgex’mediumﬂ 1B/email jpg

Info

Aleerrative Test

Width 200 |
ol -
Height| 140 | ¢

Baorder |

HSpace
WSpace |

Align |

71| Browse Server

Preview

Magrus es,
domine, et laudabilis valde: magna wirtus tua, et

zapientiae tuae non est numerus. et laudare te vult 3
L. L by, (¥ ¥ L, b L

[ oK | [ Cancel |

Daone
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Advanced

The Advanced tab is not in use.

Image Properties - Mozilla Firefox

I: |j |http:,l',l'master.i\-'t.com.auIsb,I'mcujules,l'c0re||'Fckeditu:urll'editnrll'l‘ckdialng.html ‘f:f|

Image Properties

lmage Info . Link  Upload  Advanced

Id Language Direction Language Code
| |<n0t zet> Vl

Long Dezcription LIRL

Stvlezheet Clazzes Advizory Title

Stvle

Ok | | Cancel

Done

Adding Hyperlinks
Text can be made to link to other pages in a website or to a document stored within the
document management module. This can be done by highlighting the text to select it and

then selecting the "Insert/Edit Link" icon from the Content Editor toolbar. The following
screen appears.

© Internet Vision Technologies 17
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Link - Mozilla Firefox

I: |j http:/fdavecunning.ivt.com. ausbfmodules/carefckeditor feditar fFe TT
Link
Link Info | Target Advanced

Link Type
| UAL v

Frotocol JAL
| httpedd v | |

Browse Server
Browse Frontend

| )4 | [ Cancel |

Done

Link Type:

URL

This option is applicable to links to pages within the current website, to external websites
and if linking to a document stored in the document management module. This option
should also be selected when working with anchors.

E-Mail
This sets up an email link

Target tab:
A target can be specified to determine how the link is opened. Click on the drop-down
menu to select an option.

The main target options that can be set are as follows:

<not set> : This means that no option has been chosen and when the link is clicked, it will
open in the same window. (default option)

new window (_blank) : This opens the link in a new window. (recommended option)
<popup window> : This opens the link as a pop up

Linking to a Page in he Website

Click Browse Frontend button. Locate the page to link to and click Select and Close
button found on the top right corner of the screen. This will automatically insert the URL of
the document.

Note: As a general rule when adding hyperlinks to pages within a website or documents
stored in the document management system, delete the front portion of the web address
which is the text highlighted in blue as indicated above. Ensure that the Link Type is 'URL'
and the 'Protocol' selected from the dropdown list is "Other’. Click OK when done.
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to a Document in the Document Memory Module

Highlight the text (in the content window) that you want to be the link. Click the Insert/Edit
Link button in the Content Editor Toolbar as shown here:

mLinks Filez Images Category Other Preview Page Template

* Title: sample record

iBsowee Zis DRB®i© ~ | B0
=|%|_ %' $;@D§ Farrat

Sample text. Sample text. Sample text. Sample text. Sample text. 5:
Sample text. Sample text. Sample text. Sample text. Sample text. 5:
Sample text. Sample text. Sample text. Sample text. Sample text. 5:
Sample text. Sample text. Sample text. Sample text. Sample text. 5:
Sample text. Sample text. Sample text. Sample text. Sample text. 5:
Sample text. Sample text. Sample text. Sample text. Sample text. 5:
Sample text. Sample text. Sample text. Sample text. Sample text. 5:
Sample text. Sample text. Sample text. Sample text.

Content:

A pop up window will be displayed as shown here:

Link - Mozilla Firefox X

I: |_-L] http:ffmaster.ivt. com. aufsbfmodulescorefFckeditorfeditor Fokdialo f?
Link
Link Info = Target Advanced

Link Twpe
[uRL v

Protacol URL
[httpels e

Browse Server

| Ok || Cancel |

[Dane

Click on the Browse Server button. Locate the document in the document management
system.
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S Dac imiernils - Mazilla Flelox

Professdional O el op menk

i a0 Ao

P 5
Ditaiimant s
o Flkis |l HaSL
wWambierahip Wi

Filis |

Publishes] Dooument
e ok
Wartion 1 (T2 KBl
FLE
[ LT TR
PR T i BN

Cieatem
Pebiished
()

Harskom History

T verseni =

o Ard Mewderaian

Click [Select to insert its URL.

Note: Only sites which have the document management module will be able to browse
and select their documents from this data repository.

As a general rule when adding links
to pages within a website or
documents stored in the document
management system, delete the front
portion of the web address which is
the text highlighted in blue as
indicated below. Make sure the Link
Type is 'URL' and the 'Protocol’
selected from the drop down menu is
'Other'.

Click OK when done.
The text will now be displayed in blue

with underline in the content window
to demonstrate that it is now a link.

Link - Mozilla Firefox

[ ] | ttpsyimaster.iut bfmodul Fekeditorfeditorffekdialo 17
| p: ) imaster. ivt,com, aufsbfmodules) coreFokeditor feditar fFokdialo 5
Link

Link Info  Target Advanced

Link Tvpe

| URL v

Protocol URL

| <other> » rna:z:tEr.i'-.-'t.n::n:nrr'|.a|.| docurmnentiterm/7 21

Browse Server

| | Cancel

Done

Linking to External Websites
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To insert a link to another website, simply type in the link as per example below. Ensure
that the Link Type is 'URL" and the 'Protocol' selected from the dropdown list is 'http://".

Link - Mozilla Firefox

| htkp: [ imaster . ivt, com. au)sbfmodules)coreffokeditor feditor fFokdialo ’ﬂf
Link

Link Info Target Advanced

Link Tvpe
URL w

Frotocol LIRL
http:fl % | waneae vt corn.au

Browse Serer

], Cancel

Cone

Also ensure to include the 'www' part of the web address as specified in the URL . Click
OK when done.

Adding an Anchor
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By t #
Anchors are similar to markers in that they are useful in drawing attention quickly to

desired areas in a webpage. The use of anchors makes it possible for the user to go
directly to a certain area or section without having to look through the entire webpage.

To insert an anchor, position cursor at the desired point in the webpage. Then, click on the
Insert / Edit Anchor icon to insert an anchor at that location.

In the following example the cursor Anchor Properties - Mozilla Firefox @

was positioned just before the words — : —
"Test Anchor'. C|ICkIng on the | L] | httpeffmaster.ivt.com.aujsb/modulesicoreffekeditar feditar i 57
"Insert/Edit Anchor" icon brought up Anchor Properties
the 'Anchor Properties' screen as
shown. Enter a name for the anchor
and click "OK". For the purpose of this
example, the Anchor Name to be Anchor Marme
entered will be "Test'. Test

The anchor now appears before the
text as shown below.

Ok, | | Cancel

"L‘Test Anchor

Dane

Select a word from the webpage, which is to point to the section where the anchor is. This
word needs to be made a hyperlink. This will enable the user to be directed straight to the
section where the anchor had been added when the hyperlink is clicked (see page 17 for

more information on setting up hyperlinks).

There might be several anchors in the one document, so it is very important to specify
which anchor the hyperlink is supposed to be directed to when clicked.

The convention for entering the specific URL for an anchor is explained here:

At the end of the URL, simply type in the symbols " /" and " # " followed by the
name of the anchor. For this example, " /#Test " was typed in at the end of the URL.

Ensure that the Link Type is 'URL' and the 'Protocol' selected from the dropdown list is
'‘Other'. Click OK when done.
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Hyperlinks can be directed to specific user email addresses. This can be done by
highlighting the text to select it and then selecting the Insert / Edit Link icon from the
Content Editor toolbar.

The following screen appears. Ensure that the Link Type selected is E-Mail and a valid
email address is specified. Adding the message subject and body content is optional.

Click OK when done.

Link - Mozilla Firefox

i
|-, |j| |http:,I',I'I‘I'laster.i'-.-'t.III:II'I'l.aLI,I'Sb,I'I‘ﬂDdLﬂES,I'EDFE,I'FEkEditDr,l'EditDr,l'FEkdiah:l ﬂf|
Link

Link Info Advanced

Link Twpe
: E-plail i

E-kdail Addrezs

hezsage Subject

hMeszage Body

]9 | | Cancel

Done

Set Up the Knowledge Module
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Before you start using the Knowledge Module to add content to
you website, it is important that you set up the module to suit

your needs.

The module setup is made up of:
*General Setup
*Signup Setup

*Breadcrumb Setup

Note: General Setup should be completed before progressing to

user::MANUAL for sBa™

Knowledge Module

Welcome

Courses

About Us

E General Setup

Signup Setup

Breadocrumb Setup

Propetties

another section in this module. Signup Setup and Breadcrumb Setup are optional and can

be completed at any point.

General Setup

This section enables the selection of fields to display under each tab. These
fields are to be filled out when records are added to the database.

Each tab enables the configuration of
different aspects of the information such as
Category, Images etc.

There is a choice to either display specific
tabs and fields or to turn them off. This can
be achieved by selecting or deselecting the

'ON' checkbox for that particular tab or field.

Fields can be set as mandatory or required
by selecting the 'REQD' checkbox.

The order in which the fields display can be
altered by moving them up, down, top or
bottom of the list.

-Lnr: Filaz  imapsz Colmpary Form:  dther  Proview Papa Templats  Condip

Tag N CIRLER

HEHEEE  E

ERE

H

Signup Form Setup
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When a user completes this Signup Form they are added to the contacts
database.

Signup Setup is where specific fields can be chosen to display, so that these will be visible
on the form and hence be filled out when a user is signing up. Any information entered by
the user is then stored in the Contacts database.

Setup Form fields for File-Download Registration

FIELD DISPLAY REQ'D ORDER

O Yes @ Mo O
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo H
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo
O Yes @ Mo

(I o | | O O

Yes or No
Selecting "Yes' for Display will make a field appear when a user is signing up for a
download. Selecting 'No' for Display will hide a field when a user is signing up.

REQ'D
Selecting this for any field will make the field mandatory. The user will have to fill this out
before they can finish signing up and start downloading.

ORDER
This enables the selection of the order in which the fields are to appear on the public site.

Up: This moves the field one step up the list

Down: This moves the field one step down the list
Top: This moves the field to the top of the list
Bottom: This moves the field to the bottom of the list

Breadcrumb Setup
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Breadcrumb links display the path the user has taken to reach the page they
are currently on.

The Breadcrumb is a navigational function that allows you to re-trace your steps through a
website, and jump back a number of steps in a single click.

Home > Store > New Products > Under $5 > For Him

The Breadcrumb is most often displayed at the top of the content window, and shows the
categories and sub-categories (web pages) that you have navigated through (generally
from the home page onwards).

Internet Vision Techmologies - B4 Master

Note: Do not
remove http://

OtherWise the Tatie RL (D niel v BHp ) Petilc
g
breadcrumb "
i i htipedt
links will not tip
hittpe i
Work' bkl | Sk
Ay Slsp “"DI'I'
hittpe
Proyesriies .
hittpe
Savm
Title

Under title, enter the word that will be used to refer to the corresponding URL. It is
recommended that this word is the same as the title of the category. Make sure that each
row contains the corresponding title and URL.

URL

This refers to the URL that the breadcrumb will link to. To find out the URLS, visit each
category in the public site where the breadcrumb link is to be and then copy and paste that
URL into the URL field. Make sure that each row contains the corresponding title and URL.

Public

Click on the checkbox (under Public) next to each breadcrumb link to make them public.
Removing the tick in the checkbox will only render the breadcrumb link invisible on the
public site but will not delete them.

Save
Click on the "Save" button to save the links.

Delete
Click on the checkbox (under the trash can icon) associated with a particular breadcrumb
link to delete it and click on the "Save" button. The breadcrumb link will be deleted.
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Breadcrumb links can be added to the categories in the Categories List.

Once in a category, the breadcrumb link is added to the field that is marked in the example
below. Simply type the title of the breadcrumb link that refers to that category, as entered
when the breadcrumb links were set up with their URLs and click "Save". Do this for all
categories to add breadcrumb links to.

Gt i iy = FefiTh

PFowenl Calegomy: -
Tibe; Tl i i
Philc;
Take far RL: T i Sy BT T o b ol R T Sl

O quast O pube [ avmin
e

O avmin_super O adwin_wamber 1 member

Firpd Immaiges Siee; Aabus spre &

e
AN Ko lmagn Sies; | Aotusl size ¥
A K e
B imane List: ¥
se= Imags —x
Link Diptisns: Ereadrrumb Link: Wanagamant This ales the shilly i meemide amy bresderumb ink
Theckbon Jpfioms:  Dispday Menu El TAFHH|M(JIEDJITHSJMI.‘"U
. Laned [ Bem | Save fRelue |
Title URL (Do not remove http:/i) Public _Jj
Managernent v http: Armaster. vt corm. aufaboutus/cid/13/parent/0 O
hitp:#f O 0O
hitp:sf O O
http: i O O
http: & O O
hitp:#f O 0O
hitp:# O O
o Save |

When adding breadcrumb links to a category, it is useful to have the breadcrumb setup in
one window and the categories in another. This makes it easier to see what the
breadcrumb links are and to add them to the categories correcily.

Add a Breadcrumb link to a Sub-Catego
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Select the sub-category to add a breadcrumb link to.
In the field titled '‘Breadcrumb Link', enter the breadcrumb link information as follows. The
convention to do this is specify the category title followed by the ">" symbol and then the

subcategory title, as entered when the breadcrumb links were set up with their URLs.

An example is provided below in which the category is 'Management' and the subcategory
is 'Departments’'.

Link Options: Ereadcrumb Link: Management = Departments This allows the ahility to override any breaderumb link.

Repeat this process for each category and subcategory that you want to add a
breadcrumb link for.

Breadcrumb links cannot be specified for a record. Their breadcrumb link will be the title
that was given to them.
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All categories, sub-categories and records are displayed in
the List area. From here you can create new, edit existing or
remove categories, sub-categories and records.

Welcome

Courses

—)

Zetup

Properties

Add, Edit or Delete a Categor

Categories are primary level of navigation and content for your website. Any content that
exists on the website must exist within a category. A category may have an unlimited
number of sub-categories and records within it.

Internet Vision Technologies - SB4 Master

Weh Content

Welcome

Courses

About Us | e B I
List | Category List |
ek Management

Properies Stratas

Uncategorised

All

o Mew category

Adding a Categor
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Categories can be added by clicking on the folder icon for "New Category" as indicated in
the diagram below.

Category List
Management
Stratas
Uncategorised

All

o Mew category

A Category form will be displayed containing various fields. The sample image below does
not necessarily represent all fields that are available.

Lalagnry ! Form

Parem Coegeny w
L] o
Fuide: |
T Tow AL Tk ot Vi el i

O puesl O pubic [] =dmin
s L1 sdmin_Super [ admin_Wember ] meamber

Mew Image Sow Solual size =

Mew Image: Broawse |

B Mew image S | Aolual size

£ Mew image: Erowse. |

AR Imeyge Lisst: o

LTk LB

Loy Dy Breadenumb Link Thie alkrwes Hes abiky b covemide ary hreadcnumb link

Checkbes Optlens:  [izplyy Many: =] This will dieplay e caleg ooy 35 & men)

Camcel | Save | Gawn ) Awtan

Parent Category
This allows the specification of a category to place the new subcategory in. This is
optional. Left blank, this will create a new category as opposed to a subcategory in an
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existing category.

Title
This is the name given to any new category. A title must be specified otherwise the
category cannot be created.

Short Description (optional)

This is where a brief description of the category can be inputted. If used, it appears on the
public site as a preview of the category. This field is viewable only when categories are
displayed in 'List View'

Long Description (optional)
This allows for the inclusion of a more detailed description of the category. This is viewable
only when there is more than one record nested in the category.

Public
Checking this box means that the category and its content can be viewed on the public
site. The default setting is public.

Groups (optional)

If this is left unchecked it means that the category can be viewed by everyone. Checking
the public checkbox means that the category will be visible to the public. Checking the
client checkbox means that the category will be visible only to that group of users.
Checking both public and clients means that the category is visible to both groups.

Display Menu
Selecting this checkbox will display the category as a menu.

New Image Size :
This allows for the specification of the size of the image when the image

is being uploaded. Once the image has been uploaded, it cannot be Actual size
resized. The image will then have to be deleted, resized and re- 50 x 50
uploaded. 5% 7R

100 = 100
To set the size of the image, click on the dropdown list and select the 195w 195
required size dimensions. 150 % 150
New Image

This allows for an image to be associated with a particular category or subcategory.

To upload an image click on "Browse", find the image file and then click on "Open". Click
on "Save" or "Save/Return" to upload the image. The image size is determined by what
was selected in 'New Image Size'.

Note: Only one image can be used at a time, so if there is more than one image uploaded,
the desired one will need to be selected from the image list.

Redirect link (optional)

A redirect link allows for the specification to another part of the site. Redirect links can be
specified for both categories and subcategories.
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In the redirect link field, specify the link that the category or subcategory is supposed to
redirect to when clicked and remember to "Save".

Upon clicking on a category or subcategory that has a redirect link, the user will be
redirected to the specified link. Redirect links are optional.

Breadcrumb link (optional)

Breadcrumb links display the path the user has taken to reach the page they are on. As
per the example, the user has clicked on Clothing Accessories, which is located in
'Products'. The breadcrumb setup is an optional setup and need not be done if this feature
is not desired (see page 25 for more information about breadcrumb links).

Complete the details in the form and click [Save

Editing a Categor

You can update the details of a category by clicking the edit icon next to the category
name in the category list as shown here:

| Cateqory List ‘

Management & N

Stratas &

Uncategorised

All

o Mew category

You can also access the category details by clicking the icon to the left of the category
name as shown here:
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Management

Cloze ¥

Edit

Delete

Move LUp
Mowve Diown
Mave Ta Top

Mowve To Bottom

Stratas
Uncategorised

All

o Mew category

Knowledge Module

Or under the next column which displays the sub-categories and records for the category

as shown here:

Category List

Management

Clogex

Edit

Delete

Wove Lip
M ovve Domen

Move To Top

Move To Battom

Stratas
Uncategorised

All

o MNew category

nd

Management

Departments

o | o Add arecord

sample record
Dgwe Cumming - Awgest 11, 20020 Live

o Newe category

. Edit Management' category

Clicking on the icon to the left of the category name will give you the following options:
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Category List |

Management &

Close X

Edit

Delete

Mawe Lp
Mowe Down
Mowe To Top

Move To Bottom

Close X - Clicking this will close the menu. The menu can also be closed by clicking on the
folder icon that was clicked on initially to open the menu.

Edit - Clicking this will allow the category details to be edited.

Delete - Clicking this will delete the category and all subcategories/records within.
Move Up - This moves the category name up the list.

Move Down - This moves the category name down the list.

Move To Top - This moves the selected category to the top of the list.

Move To Bottom - This moves the selected category to the bottom of the list.

Deleting a Categor

To delete a category, it must first be empty. If _
the category is empty, click the icon to the left | Category List |
of the category name and click Delete. Management 4

Close X

Edit
L Delete

Mawe Lp
Mowe Down
Mowe To Top

Move To Bottom

Add, Edit or Delete a Sub-Categor
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Sub-Categories are used to divide the records in a Category into similar groups to benefit
the navigation of the site. They are useful for dividing the content into related blocks.

Adding a Sub-Categor

To add a subcategory to a category, click on the name of the category from the 'Category
List' for which to create the subcategory for. This will open the subcategory section. Then,
click on the New Category icon located under the subcategory section as indicated below.

Eatmgoey List Mt e a1
. Nemngee - L e
Hirmag = =]k
LR
s Euit
an Cakik
WA L
W Dvisam
vl To Tap
s To Bodm
W g Adderecmd
saiighe fod ol
e it dwsel 1L S0 Lisa &
4 Hewcalapany |:> 5 Herws £ ey
& Edil Warapamant’ cxiegary

A form will be displayed containing various fields. The sample image below does not

necessarily represent all fields that are available.

Catagary! Famm

Parer Coenene

T |

Fusiic: 5]

Wi Tow URLL; (Diank foF datauih
O pubis

O agmin_emter

O waest

e
O wamin_super
Mew image Sow Aciual ize (&

Mew imane;

A Mew image 8o | Aciual nize ¥
B Mew imane;
AR Imags L=t -

Ercwse

L Opnms: Breadcnimi Link

Checibex Dpliene: iz bey War: =] This wil deplay he categoryae & many

O wimin
O memaer

THiE alkraes th 3biF I pasmice ara headcnamh Ink

If the categories to be added are known, it is easier to add them first, followed by the
subcategories. However, categories and subcategories can be added at any time.
When creating a subcategory, check that the 'Parent Category' name is correct.
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Parent Category

This allows the specification of a category to place the new subcategory in. This is
optional. Left blank, this will create a new category as opposed to a subcategory in an
existing category.

Title
This is the name given to any new category. A title must be specified otherwise the
category cannot be created.

Short Description (optional)

This is where a brief description of the category can be inputted. If used, it appears on the
public site as a preview of the category. This field is viewable only when categories are
displayed in 'List View'

Long Description (optional)
This allows for the inclusion of a more detailed description of the category. This is viewable
only when there is more than one record nested in the category.

Public
Checking this box means that the category and its content can be viewed on the public
site. The default setting is public.

Groups (optional)

If this is left unchecked it means that the category can be viewed by everyone. Checking
the public checkbox means that the category will be visible to the public. Checking the
client checkbox means that the category will be visible only to that group of users.
Checking both public and clients means that the category is visible to both groups.

Display Menu
Selecting this checkbox will display the category as a menu.

New Image Size
This allows for the specification of the size of the image when the image

is being uploaded. Once the image has been uploaded, it cannot be Actual size

resized. The image will then have to be deleted, resized and re- 50 x 50

uploaded. fhx7h

To set the size of the image, click on the dropdown list and select the 100 100

required size dimensions. 175+« 195
150 x 150

New Image

This allows for an image to be associated with a particular category or subcategory.

To upload an image click on "Browse", find the image file and then click on "Open". Click
on "Save" or "Save/Return" to upload the image. The image size is determined by what
was selected in 'New Image Size'.

Note: Only one image can be used at a time, so if there is more than one image uploaded,
the desired one will need to be selected from the image list.

© Internet Vision Technologies 36



user::MANUAL for sBa™

Knowledge Module

Redirect link (optional)

A redirect link allows for the specification to another part of the site. Redirect links can be
specified for both categories and subcategories.

In the redirect link field, specify the link that the category or subcategory is supposed to
redirect to when clicked and remember to "Save".

Upon clicking on a category or subcategory that has a redirect link, the user will be
redirected to the specified link. Redirect links are optional.

Breadcrumb link (optional)

Breadcrumb links display the path the user has taken to reach the page they are on. As
per the example, the user has clicked on Clothing Accessories, which is located in
'Products'. The breadcrumb setup is an optional setup and need not be done if this feature
is not desired (see page 25 for more information about breadcrumb links).

Complete the details in the form and click 'Save

You can update the details of a sub-category by clicking the edit icon next to the sub-
category name in the category list as shown here:

Category List Management
Management e Departments &
Closex ) 14 Addarecord
Edit sample record
Dgwe Cumming - Awgest 11, 20020 Live
Delete
M owe Lip
M ove Diown
Move To Top
Move To Battom
Stratas
Uncategorised
Al
o Mew category o Mewe category
. Edit Management' category

Clicking on the icon to the left of the category name will give you the following options:
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Lm0y List Z M ] T M
. Mmngreee - Depaamesis
Rirains - CipsE
(LT DT et |

Euit

an |:> Cakiia

WA L

W Dvisam
vl To Tap
s To Bodm

| g Addarecmd

n saimgle for ol

o Mew caiamany & Herw Cateqony
& Edil Warapamant’ cxiegary

Close X - Clicking this will close the menu. The menu can also be closed by clicking on the
folder icon that was clicked on initially to open the menu.

Edit - Clicking this will allow the sub-category details to be edited.

Delete - Clicking this will delete the sub-category and all subcategories/records within.
Move Up - This moves the sub-category name up the list.

Move Down - This moves the sub-category name down the list.

Move To Top - This moves the selected sub-category to the top of the list.

Move To Bottom - This moves the selected sub-category to the bottom of the list.

Deleting a Sub-Categor

To delete a sub-category, it must first be empty. If |
the sub-category is empty, click the icon to the left _
of the sub-category name and click Delete. Departments Vg

Management ‘

Cloze ¥

Edit

|::‘,> Delete

maove Lp

Move Diown

howe To Top

move To Bottom

Add, Edit or Delete a Record
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Records are the content (text, images and links) that make up the pages of the site.

Adding a Record

If categories have already been set up under the Category List, select the category and
click 'Add a record' to add records to it.

| Cateqgory List | | Management |
(&2 Management & 7 Departments & 4
Stratas & 4 .4 Addarecord <:|
Uncategorised sample record
Al Deve Coneirg - Awguest 19, 2008) Live L
o Mew categary o Mews categaory
. Edit Management' category

Please note that the tabs that appear are dependent on what was selected during the
Setup process. See page 23 for more information on setting up the Knowledge Module.

We will now look at some of the available tabs for Records.

Main tab
This is where content such as a title, description and other details can be added to the
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record.
m (e e e e [l [ e
T o
£] o B RE,OGN Y D rU e Ty N IS i
E=am Al & | =00 s Fame *| Exde = |F 2
Cormem
~ Cancel S | Sava / inlims |

This tab also allows group permissions to be set as to who can view the record details.

Links tab
This section allows for links to other websites to be specified. If links are specified, then
these are displayed on that particular webpage for public view.

Sample
klyin - Filss  Imagess  Caspors Oiher  Presess  Fage Teomo b
=
Peodece URL Ttk O
< pthir w "
BT L
“nther> -
Lk Lt
“nther> -
<pthirs w
<pthirs -
<pthirs -
Suddl Lank. |
Coameel | SGaem Sirem / Antmin

Adding a link
Enter the URL and title of the link. Repeat this process for each link to be added. Clicking
on the "Add Link" button will save the URLs.

If there are more then seven links to be added, simply enter the first seven and then click
on the "Add Link" button. Extra fields will become available to enter more links.

Deleting a link
To delete a link, select the checkbox corresponding to the URL that is to be removed (this
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refers to the checkbox in the column under the "trash can" icon). Click the "delete" icon
(i.e. the "trash can" icon) and click the "Save" button.

Note: To delete all the links in one go, simply select the checkbox directly under the "trash
can” icon. This will automatically select all the links for deletion. Click the "trash can" icon
and then the "Save” button to finalise the deletion.

New Window
If this checkbox is selected, the corresponding link will open in a new window, otherwise it
will open in the same window.

Link Types
Several different link type options exist and are explained as follows:

http:// is used when linking to a website

https:// is used when linking to a secure website
ftp:/l is used when linking to an FTP site
news:// is used when linking to a news site
file:/l is used when linking to a file

Files tab
Clicking on this tab allows for the upload of a file that is to be made available for download
on that particular page on the website.

Sample

hdain  Links Images Category  Other Preview  Fage Template
File Title:

File:

File List:

Repository File List: Select From Document System |

Cancel | Save | Save / Aeturn |

File Title: Specify a title for the file
File: Click on "Browse" to locate and upload the file
File List: All uploaded files are listed here

Click on the "Browse" button to locate the file. Once the file has been located, a File Title

may be specified. Then, click on the "Add File" button to upload the file. All uploaded files
will be displayed under 'File List'.
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Fample
kan  Lnks -Imlpl: Calagary  hher Pavrw  Page Tamplaia
Fil: Tithe:
Fil: | Biowsa_ |
Fale: Tl Fle Hides Mewy Wndow o
al
Fil | st
Birtheertypg (ETEES [ C C
| AddFie |
Fegosinery Fin st Salect From Decement Spciem I
Camcal I Sawm I Em.l'ﬂ-'nl

Selecting the checkbox under 'Hide' will not display the file on the public site.
Click on the "Save" button to ensure that all changes are saved.

Deleting a file

To delete a file, select the checkbox corresponding to the file that is to be removed (this
refers to the checkbox in the column under the "trash can" icon). Click the "delete" icon
(i.e. the "trash can" icon) and click the "Save" button.

Mote: To delete all the files in one go. simply select the checkbox directly under the "trash
can” icon. This will automatically select all the files for deletion. Click the "trash can” icon
and then the "Save" button to finalise the deletion.

Images tab

Clicking on this tab allows for the upload of images to be displayed in the record. See page
10 for further information on images.

Sample
kdain  Links File: BIGQEGEEN Category Other  Preview  Page Template
Thumbnail: | V| | | Browse..
Image: | V| | | Browse..
Large: | V| | | Browse..
Flash Upload: | | Browse..
Cancel I Save Save / Heturn

Thumbnails
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A thumbnail is a representation of a bigger image. The bigger version of the image is
displayed when a thumbnail is clicked. These are useful if there are lots of images to
include on the page eg. a photo gallery. Use of thumbnails allows for the page to load
faster, especially for users who have slower Internet connections. Thumbnails should have
dimensions of 100 x 100 pixels at the most, especially on a Photo Gallery page.

Not all modules have the need for thumbnails. A thumbnail is a smaller version of an
image. It is only displayed if there is more than one record in a category. When a user
clicks on the record's link, the full sized image will be displayed on the page.

To upload a thumbnail, click on Browse to locate the image file and then select “Open”.
Using the drop-down menu on the left, specify the size of the thumbnail from the available
options listed.

Click on the “Save” button to ensure that all changes made are saved.

Note
» The size of the actual image should be bigger than the thumbnail size

« Only one image at a time per thumbnail can be used. Uploading a new thumbnail

———will-resultin the-old-ene-being replaced
I I_'_I'I'LI'I_-I_I_I.

Category tab

This option enables a record to be shared and to display it in multiple categories / sub-
categories on the public site. Simply click the checkbox that corresponds to the category or
subcategory to list the record in and click the 'Save' button.

Sample

kain  Links  Files  Image: EEEEHLLA Other FPreview  Page Template

Management
O Departments

[ stratas
O] 3 strategic Options

Categories:

[ 4.0 strategic Selection
[ 5.0 KEY PERFORMANCE MEASURES
O 2.0 Aboutthe Industry
[1 1.0 Aboutthe Business

Cancel I Save I Save / Return I

To prevent the display of the record on the public site, ensure that none of the checkboxes
has been selected. Remember to click the "Save" button. This will then result in the record
being moved into the 'Uncategorised' category.
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Preview tab
As the name suggests, this section provides a preview of how the record will be displayed
on the public website.

Record Status

3 options exist for record statuses and these are explained below.

Status: O pending @ approved O Rejected

Pending

This means that the record has been created but is not displayed on the public site as it is
still waiting for approval. Set the status to 'Approved' for the record to be displayed on the
public site.

Approved
This means that the record has been created and is displayed on the public site.

Rejected
Selecting this means that the record has been deemed not suitable for the public site.

Note: The initial status of a record can be set as 'Pending’ in Properties. This is useful if
records need to be reviewed before being 'Approved’ or 'Rejected'.

Editing a Record

To edit a record, select the Samgarg L - P
appropriate category from the T — e —
Category List to which the record TPE 4 "
belongs to. This will bring up all R LIS
the records that are contained in " o oot s
that category. Click on the name
of the record to edit.
Alternatively, click on the "edit"
icon beside the record name to
edit that record.

o hewe radegony o Mew calapan

o Edt Wmnagement ¢alesgone
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Deleting a Record

Select the checkbox on the left of the records for deletion and click on the trash can icon to
delete them.

i Ctagary List ‘ Manaparsit '
. Mamgemem - Desgawimems. -
Forsten " W g Ao @ recend
b g i . i
= e CWdawe) - Aagakl OF, R Lieh
g Herw rateqony aHew cxiepary
i Edt Wenagement calegony

A message requesting confirmation of the deletion will display. Select "Ok" to delete the
record or "Cancel" not to do so.
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Search the Knowledge Module

There is a search functionality in the Knowledge Module. Simply type in a search item and
click the "Search" button.

The search will bring up all the areas where the search item could be found in. Click the
"Clear Search" button once done or to perform a new search.

Search | Clear Search | <
Buve o
Category List Management

& Management e Departments

Stratas L4 Addarecord

Uncategorised sample record

All Dewe Cunnimg - Avgest 11, 200890 Live “
o Mew category o Mew category

. Edit Management' category

© Internet Vision Technologies 46



